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PPA Meeting June 28, 2010 – 06/25/10
DOP Information Systems Communication – 06/25/10

What?
PPA Meeting June 28, 2010


9:00 a.m. to noon


OB-2 Auditorium
Who?

HRMS HR and Payroll Offices

Why?
Agenda
When?
For immediate distribution

Message:
The next PPA meeting is Monday, June 28 from 9:00 a.m. to noon in the OB-2 Auditorium. The Agenda is available on the PPA Page on the DOP website: Agenda 6/28/2010. Please print the handouts below and bring them with you to the meeting, if you wish.

This month’s meeting will include more important information on the recent Legislative changes, including rule changes and updated Q&A, and some new HRMS tools to assist agencies with implementation of the Temporary Layoffs. 

OFM has information on payroll coding changes and DRS has a presentation on the process for appointed officials regarding retirement. HCA has lots of great updates on various subjects – see the Agenda for details. DSHS put together a slideshow on Cancellations and Reversals that you won’t want to miss. And as usual, DOP will let you know about Change Requests planned for the July HRMS Release.

Handouts – please print and bring these to the meeting, if you wish:

· Temporary Layoff Rules
· Temporary Layoff Q&A
· HCA PEBB Benefits Q&A
· Hours of work Q&A
· Implementation-HRMS Q&A
· Retirement Benefits Q&A
· HRMS Tools for Temporary Layoff
· CATC Instructions
· PA71 Fast Entry of Time Data (OLQR)

· Closed Accounts and Reversals
You may also wish to review the recent HRMS Communications for more information on Temporary Layoffs and other topics.
See you Monday at the PPA Meeting!

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS June Release – 06/23/2010 

DOP Information Systems Communication – 06/23/2010
What?
Final HRMS June Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the June 22 Release. This represents a total of 17 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 6 CRs since the May Release on an exception schedule. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

The 23 CRs for June include important tools and information relating to ESSB 6503 State Agencies - Reduction in Operating Expenses, including new and updated statewide variants and an optional fast entry method to assist you in implementing and tracking the Temporary Layoffs. We also implemented the final phase of the solution to prevent unwanted retroactive actions in HRMS beyond 6 months, and created two new reports to identify position and employee cost distribution information. We added or updated Reason Codes and Wage Types, and implemented a new PEBB rate adjustment.
Some of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing. Also, one more agency elected “no print” of Earnings and Deductions Statements, effective with the July 9 pay date.
Click here for the June Release and additional information: June 22, 2010: Final HRMS Release. Click on the links to review the HRMS Communications for changes that may impact your agency (or just scroll down through the Release document).

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
PEBB 2010 Annual Employer Contribution Rate Adjustment – 06/23/2010 – CR 13019
DOP Information Systems Communication – 06/23/2010
What?
PEBB 2010 Annual Employer Contribution Rate Adjustment 
Who?

HRMS HR and Payroll Offices
Why?
Employer rate has been updated
When?
Distribute immediately
Message:
DOP has completed a Change Request in HRMS to reflect the new Public Employee Benefit Board (PEBB) 2010 rate for the state employer cost of health insurance to $850.00 from $745.00, effective July 1 for the July 9 pay date. No agency action is required.
For more information on 2010 PEBB rates and benefits, go to the Health Care Authority Pers/Pay Website at: http://www.perspay.hca.wa.gov/
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
New Statewide Variant for PA71 Fast Entry of Time Data – 06/23/10 – CR13033
DOP Information Systems Communication – 06/23/10
What?
New Statewide Variant for PA71 Fast Entry of Time Data

Who?

HRMS HR and Payroll Offices

Why?
Statewide Variant now available
When?
Distribute immediately
Message:
DOP has completed a Change Request in HRMS to create a new statewide variant for Transaction PA71 Fast Entry of Time Data. This variant is intended to assist agencies in selecting the correct criteria to identify Personnel Numbers for fast entry of the new 9397 LWOP Temp Layoff absence type in support of ESSB 6503.
If you choose the fast entry method to enter your absences for the temporary layoffs, PA71 has the option of preselecting Personnel Numbers through a report. If you use this Preselect using report option, the new statewide variant SWV TEMP LAYOF includes the additional fields for the Selection criteria that you may need to consider in determining an employee’s eligibility for the new absence type. Also, in the Additional data window, Work schedule rule R030 24/7: M-Sn, 24 hpd has been excluded since that work schedule would create a 24-hour absence for the employee. 
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The Statewide Variant List has been updated with this information and is available on the DOP Website: Statewide Variant List.
Review the following resources for more information about using PA71, ESSB 6503, and Temporary Layoffs:

· Fast Entry of Time Data - OLQR

· Fast Entry of Time Data – HRMS Communication 06/21/2010
· System Changes and Definitions Related to Implementation of ESSB 6503 State Agencies – Reduction in Operating Expenses – HRMS Communication 05/11/2010
· Temporary Layoffs – DOP website
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Type 4507 WFSE Non-member fee 1.04%Updated – 06/23/10 – CR13028
DOP Information Systems Communication – 06/23/10
What?
Wage Type 4507 WFSE Non-member Fee 1.04%
Who?

HRMS HR and Payroll Offices

Why?
Wage Type updated for WFSE representation fee and max
When?
Distribute immediately
Message:
DOP has completed a Change Request in HRMS to update the representation fee rate, monthly maximum, and title for Wage Type 4507 WFSE Non-member Fee 1.04%for WFSE (Washington State Federation of State Employees) deductions. No agency action is required.

At the request of WFSE and the OFM Office of Labor Relations, we changed the title from WSFE Non-member Fee 1.09% to WFSE Non-member Fee 1.04%. This change represents a new Representation Fee rate of 1.04%, with a monthly maximum of $53.14. The new rate is effective for Pay Period 14 for the July 26 pay date.

We have updated the Wage Types Index on the DOP website with this information.
For information on collective bargaining, see the Washington State Labor Relations Office Web site.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Reason Code on Infotype 0008 Basic Pay – 06/23/10 – CR13020
DOP Information Systems Communication – 06/23/10
What?
Reason Code on Infotype 0008 Basic Pay
Who?

HRMS HR and Payroll Offices

Why?
ZDNU added to 00 No Reason
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to update the following Reason code on Infotype 0008 Basic Pay to add “ZDNU,” indicating the code is no longer in use:
	New
	Old

	ZDNU – No Reason
	00 No Reason


This change will provide more accurate reporting of the reasons why employees’ basic pay records are created or updated.

Note: Disallowing the use of 00 No Reason is effective from this point forward. Existing records with this code will now display ZDNU – No Reason. Please do not perform any data cleanup on existing records to change the Reason, since that may cause unwanted retroactive actions.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Reason Code Prom/Trial Svc Added to Concurrent Employment Action – 06/23/10 - CR12978
DOP Information Systems Communication – 06/23/10
What?
Reason Code Promotion/Trial Service Added to Concurrent Employment Action
Who?

HRMS HR and Payroll Offices

Why?
New Reason Code has been added
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to add new Reason Code Promotion/Trial Service to the UM Concurrent Employment action. No agency action is required.
Using PA40, you may now select Promotion/Trial Service from the drop-down list of Reason Codes for the Action Type UM Concurrent Employment selections. 
You may use the new Reason Code to appoint a concurrent active employee who will serve a trial service.

The new code will help ensure more accurate data for statewide reporting.
For more information, review the OLQR User Procedure: Concurrent Employment Action.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
CFD Accounting Transactions Transferred to Secretary of State – 06/23/10 - CR12992
DOP Information Systems Communication – 06/23/10
What?
Combined Fund Drive Accounting Transactions Transferred to Secretary of State

Who?

HRMS HR and Payroll Offices

Why?
Inform agencies of transfer
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to transfer the accounting transactions for the Washington State Combined Fund Drive (CFD) to the Office of the Secretary of State, as a result of SB 6540 - Transferring the Combined Fund Drive from the Department of Personnel to the Secretary of State. Beginning July 7, effective for the July 9 pay date, you will notice some minimal changes to the Payroll Journal Voucher Report ZHR_RPTPY376. No agency action is required.
The Payroll Journal Voucher Report displays records of money being transferred between agencies and funds by Journal Vouchers (JVs) after each payroll exit. When you execute the report for Report ID 9 HRMS PAYROLL COMBINED FUND DRIVE JOURNAL VOUCHER, you will now see “Transfer Combined Fund Drive payment to SOS” in the report Description, and “085” in the AFRS Agency column for pay period 13 and forward. “111” will continue to display in that column for previous pay periods. 

Note: Because this change is not date effective, the Description on the report header has already been changed to “Transfer Combined fund Drive payment to SOS” even though the AFRS Agency entry will display “111” if you run the report prior to July 7.
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Note: The CFD website at http://www.cfd.wa.gov/ will be unavailable from June 28 to July 1 while the CFD is moving to the Secretary of State’s Office. A Payday FYI will be published on June 25 with new contact information for the CFD after June 28.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Retro Solution in HRMS – 06/22/10 12969
DOP Information Systems Communication – 06/22/10
What?
Retro Solution in HRMS

Who?

HRMS HR and Payroll Offices

Why?
Retro Solution has been implemented
When?
Distribute immediately
Message:
DOP has completed a Change Request in HRMS to implement the final phase of a solution to prevent excessive accidental retroactive payroll recalculations beyond six months. Beginning today, you may begin receiving errors when updating Master Data, as well as seeing exceptions when you run the new Retro Date Exception Report ZHR_RPTPYN36 for the July 9, 2010 pay date.
We’ve had more than 100 payrolls since go-live in 2006 and one accidental action, such as forgetting to change an effective date, could retro all the way back. The Retro Solution will protect both you and the system from unwanted actions and unnecessary processing.
The Retro Solution establishes a six-month, rolling date on the Earl. Pers. RA Date on Infotype 0003 Payroll Status on Day 4. If you attempt any Master Data changes causing a retro prior to that date, you will receive a red error and will be unable to Save your action. However, if appropriate, you may override the error by following the instructions in the OLQR user procedure Payroll Status_Updating.
For the July 9, 2010 pay date, you will now receive a red error if you attempt to make such changes affecting payroll periods prior to January 1, 2010; for the July 25 pay date, the red error would be in effect for retros prior to January 16, and so on.

This process will not update Infotype 0003 if the employee was locked out on Day 3 of the payroll just ended or if the Earl. Pers. RA Date on Infotype 0003 already displays a date more recent than the rolling automatic date. These exceptions will be listed on the Retro Date Exception Report ZHR_RPTPYN36 which will be available after each Day 4. The Retro Date Exception ZHR_RPTPYN36 report procedure is available in the OLQR. Please review the HRMS Communication dated 10/29/09: Retro Date Exception Report ZHR_RPTPYN36 for complete details.

We previously presented information on the Retro Solution at the May 28 and October 28, 2009, and May 26, 2010 PPA Meetings. The Retro Solution was approved by the HRMS Cross Agency Functional Team.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
New/Updated SWV for Reports Re: Implementation of ESSB 6503 – 06/21/10 CRs 13018/13036
DOP Information Systems Communication – 06/21/2010
	What?
	New/Updated Statewide Variants for Reports Related to Implementation of ESSB 6503 State Agencies – Reduction in Operating Expenses

	
	

	Who?
	HRMS HR and Payroll Offices

	
	

	Why?
	Provide information about new statewide report variants to assist agencies

	
	

	When?
	Distribute immediately


Message:
DOP will implement new statewide report variants and update two existing variants on June 22 to assist agencies with using HRMS to accommodate ESSB 6503 State Agencies - Reduction in Operating Expenses as passed by the Legislature and signed into law by the Governor on April 27, 2010. Please review the important information in this communication.
New / Updated Statewide Variants:

	Statewide Variant
	Report
	Purpose

	SWV BSAL<2500 - new
	Employee Basic Pay IT08 ZHR_RPTPAIT08
	Identify/monitor EEs with a monthly full-time equivalent base salary of $2500 or less

	SWV TEMPLAYOFF – new
	Wage Type Reporter PC00_M99_CWTR
	Track and calculate salary cost savings (employee share only – must calculate employer share)

	SWV HRS PT 1 – updated
	Wage Type Reporter PC00_M99_CWTR
	Find total hours worked for part-time hourly/salaried EEs – includes new Temporary Layoff WTs

	SWV HRS PT 2 – updated
	Wage Type Reporter PC00_M99_CWTR
	Find detail of hours worked for part-time hourly/salaried EEs –includes new Temporary Layoff WTs


Identify and Monitor Employees with a Monthly Full-time Equivalent Base Salary of $2500 or Less:
The new statewide variant “SWV BSAL<2500” uses the Employee Basic Pay IT08 report ZHR_RPTPAIT08 to help you identify and monitor employees with a monthly full-time equivalent base salary of $2500 or less. 

Run the Employee Basic Pay IT08 report ZHR_RPTPAIT08 on Payroll Day 2 of the temporary layoff period using the new variant to identify the employees entitled to use vacation or shared leave for the temporary layoff day. These employees may change each pay period due to periodic salary increases or appointment changes. The Salary Reclassification (PID) process runs immediately following each Day 1 so the salary for any employees due a periodic increase is updated in the system on the morning of Day 2.

The new variant uses wage types 1001 Base Rate / Hourly Wage (Hourly), 1003 Pay Period Salary (Semi-monthly), and 1006 Base Rate / Daily Wage (Daily) as shown on Infotype Basic Pay IT0008. Select one of the following report layouts for this variant:

· /WT1001<2500 – Displays hourly employees who make $14.36 per hour or less
· /WT1003<2500 - Displays semi-monthly employees who make $1250 per pay period or less
· /WT1006<2500 - Displays daily employees that make $114.94 per day or less
Note: Since the semi-monthly salary rate is affected by the Capacity Utilization Level, you will also need to check the Group and Level to ensure the monthly full-time equivalent base salary is $2500 or less.

Track Cost Savings of the Temporary Layoff:
The new statewide variant “SWV TEMPLAYOFF” uses the Wage Type Reporter PC00_M99_CWTR to help you track and calculate the salary cost savings of the Temporary Layoff. This variant uses the new wage type 1304 LWOP Temp Layoff to track the salary cost savings (does not include employer costs). Enter your Personnel area and Period selection to run the report for your agency. You can run this report as soon as Payroll Day 1 has completed for any of the affected payrolls.
Note: You will need to manually calculate the additional cost savings due to lower employer share.
Determining Part-time Hours for Seniority Purposes:
Since seniority should not be affected by the temporary layoffs, we have updated the Wage Type Reporter PC00_M99_CWTR statewide variants titled “SWV HRS PT 1” and “SWV HRS PT 2” to include the new Temporary Layoff wage types. We added the following new wages types to both variants:

· 1304 LWOP Temp Layoff

· 1351 Vac Lv Temp Layoff

· 1352 Shared Lv Temp Layoff

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

Part-Time Hours for Seniority Purposes
Absence Types for Seniority
We will implement the new and changed statewide variants on June 22. The Wage Type Reporter statewide variants will reflect the new wage types after Payroll Day 1 of the July 26 payroll.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Fast Entry of Time Data for ESSB 6503 – 06/21/10 – CR 13033
DOP Information Systems Communication – 06/21/10
What?
Fast Entry of Time Data for ESSB 6503
Who?

HRMS HR and Payroll Offices

Why?
Instructions for Transaction PA71 Fast Entry of Time Data
When?
Distribute immediately
Message:
DOP is providing instructions for HRMS Transaction PA71 Fast Entry of Time Data. If your agency is impacted by the Temporary Layoff days relating to ESSB 6503 State Agencies - Reduction in Operating Expenses as passed by the Legislature and signed into law by the Governor on April 27, 2010, you may choose to use this fast entry method to enter absence hours for specified dates for multiple employees. Please review the important information in this communication for details, including recommendations and considerations for using this method.
Transaction PA71 allows you to enter absences for multiple employees using a quick entry method, rather than as single entries in CATS. This method will enter hours based on the employees’ work schedules. To assist you with employee selection during the PA71 process, we will provide a statewide variant following the June 22 HRMS Release.
PA71 is already available in HRMS for users who have the following roles. Instructions for using the transaction have been published in the OLQR: Fast Entry of Time Data.

· Time and Attendance Processor

· Time and Attendance Supervisor

· Personnel Administration Supervisor

· Leave Correction Processor

Things to Consider:

· For the Temporary Layoffs, you may want to use this transaction primarily for the new Absence Type 9397 LWOP Temp Layoff. However you may also find this method beneficial if your agency has large numbers of employees who are eligible to use 9398 Vac Lv Temp Layoff or 9399 Shared Lv Temp Layoff. For smaller numbers of employees, you may want to use CATS.
· You may use a spreadsheet to enter multiple predetermined Personnel Numbers. We recommend not more than 500 Personnel Numbers for one transaction. You will be able to display and save 20 at a time, and move on to the next 20.
· Do not use this entry method for employees with an R030 24/7: M-Sn, 24 hpd schedule – it will create a 24-hour absence for the employee. Note: This work schedule is excluded from the statewide variant which will be available following the June 22 HRMS Release.
· This entry method bypasses CATS; you will not see your PA71 entries in CATS or CATS-DA Display Working Times; however you may run PT64 Absence List to view entries.
· Interface 1 Agencies: Follow your normal process to load your Time and Attendance data after making any necessary programming changes to your shadow systems for the new absence types.

· Errors: 

· If you accidentally entered a wrong Temporary Layoff date and saved your entries in PA71, you may follow the OLQR instructions to delete the entries.
· If you need to correct a saved record for just one employee, you may want to use IT2001 Absences directly (but only for absences entered through PA71, not CATS).
· If another absence already exists on the Temporary Layoff date entered, you will receive a “Collision of Time Infotypes” error. You will be able to override the existing absence type with the appropriate layoff absence type, or you may cancel your entry during the PA71 process.
· If the employee is not scheduled to work on the Temporary Layoff date entered, you will receive an error that you are attempting to enter an absence during a non-working period for that employee. Follow the OLQR instructions to cancel the entry and manually update the employee’s temporary layoff day, if needed.
· You will want to keep a record of cancelled entries during the PA71 process so you can manually update the employees, if needed. Neither you nor DOP will be able to run a report to identify these errors at a later date.
Additional Resources:
· Temporary Layoffs – DOP website
· System Changes and Definitions Related to Implementation of ESSB 6503 State Agencies – Reduction in Operating Expenses – HRMS Communication 05/11/2010
· Fast Entry of Time Data - OLQR

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
New Cost Distribution Reports – 06/16/10 CRs 11085/10086
DOP Information Systems Communication – 06/16/10
What?
New Cost Distribution Reports:

IT1018 Position Cost Distribution (ZHR_RPTFI1018)
IT0027 Employee Cost Distribution (ZHR_RPTFI0027)
Who?

HRMS HR and Payroll Offices

Why?
New reports in HRMS
When?
Distribute immediately
Message:
DOP has implemented Change Requests in HRMS to add two new reports to identify position and employee cost distribution information. User procedures are available in the OLQR (On-Line Quick Reference) on the DOP website, and the Decentralized HRMS Role Definition Handbook has been updated on the DOP website.
The new reports are:

· IT1018 Position Cost Distribution (ZHR_RPTFI1018) – OLQR Procedure
· IT0027 Employee Cost Distribution (ZHR_RPTFI0027) – OLQR Procedure
You will now have the ability to locate cost distribution information on positions and employees who have cost coding on IT0018 and IT0027, including percentages, positions that are vacant, retirement eligible, and budgeted.
We want your input!

Please run and review the reports and send your suggestions to the DOP Service Center on specific layouts you think would be beneficial. We will create statewide variants based on your suggestions.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Corrections & Returns for Chase Bank Accounts – 06/08/2010 

DOP Information Systems Communication – 06/08/2010
What?
Corrections & Returns for Chase Bank Accounts
Who?

HRMS HR and Payroll Offices
Why?
Report may show larger than usual number of changes
When?
Distribute immediately
Message:
DOP is notifying agencies that due to account number changes made by JPMorgan Chase Bank to former Washington Mutual customer accounts, the Corrections & Returns for Agency Action ZHR_RPTPY151 report available tomorrow, for records processed the evening of June 8, may show more entries than usual. No agency action is necessary, and Chase has indicated automatic deposits will be appropriately posted to employees’ accounts.
Chase recently changed account numbers for all former Washington Mutual customers, resulting in Notifications of Changes (NOC) that appear on the report. Infotype 0009 Bank Details will be automatically updated with the new account numbers during tonight’s normal process.
Chase Bank may or may not have informed employees of the changes to their account numbers, but as stated above, the bank will make sure deposits are posted correctly. We will keep you informed if there are any further impacts due to the changes made by Chase Bank.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HCA Deductions Did Not Process June 2 - 06/03/2010 

DOP Information Systems Communication – 06/03/2010
Update (11:47 a.m.):

The June 2 HCA insurance deductions have been processed and the changes are now reflected in HRMS. Again, we apologize for the delay.
Attention (09:51 a.m.):

Health Care Authority insurance deductions entered in PAY1 yesterday, June 2, did not process last night, so you will not have seen any of those changes reflected in HRMS this morning. 

We are going to run a special process for those deductions shortly. We’ll notify you as soon as we have completed that process, after which the June 2 changes will be reflected in HRMS. We are sorry for any inconvenience this may have caused. 

HRMS May Release – 05/28/2010 

DOP Information Systems Communication – 05/28/2010
What?
Final HRMS May Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the May 26 Release. This represents a total of 21 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 4 CRs since the April Release on an exception schedule. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

The 25 CRs for May include a change which created new “role” folders to organize decentralized roles for ease of use. The ESS Earnings & Deductions Statement schedule was updated to remove the 12/24/2009 statement. New Absence Types were created to support the ESSB 6503 legislative changes, and ongoing work was performed on several Business Intelligence Quota InfoProvider CRs.
Some of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing. Also, one more agency elected “no print” of Earnings and Deductions Statements, effective with the June 10 pay date.
Click here for the May Release and additional information: May 25, 2010: Final HRMS Release Click on the links to review the HRMS Communications for changes that may impact your agency. (If for some reason the links aren’t working for you, simply scroll past the Release to view the individual communications.)
Please see the HRMS Change/Release Management web page for information about DOP’s HRMS Release Management Process.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Role folders in HCM – 05/26/10 - CR12985
DOP Information Systems Communication – 05/26/10
What?
Role Folders in HCM

Who?

HRMS HR and Payroll Offices

Why?
New folders added to organize decentralized roles
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to add new “role folders” to organize decentralized roles so that agency security administrators and end users can more effectively identify and manage roles. No agency action is needed.

Prior to implementing the Change Request, agency security administrators and end users saw a single, long list of transactions on the SAP Easy Access menu in no particular order. This made it difficult for end users to know what transactions they had available.

Transactions are now organized alphabetically in folders. Security Administrators will see all transactions for each role, avoiding unnecessary authorization, such as assigning all three Personnel Administration roles (Supervisor, Processor, and Inquirer) because they aren’t sure what transactions are included in each role.
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Each folder opens and the transactions are listed in alphabetical order. End users can easily find the transaction they need at a glance. Note: This Change Request does not impact your ability to add transactions to your SAP Favorites folder - review the HRMS Basics course materials for instructions if you wish to customize your Favorites.
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The new folders were implemented for the following decentralized functional roles:

· SR3P_DE_BENE_PROC

· SR3P_DE_FIN_RPT_PROC

· SR3P_DE_GARNISH_ADMIN

· SR3P_DE_GRIEVANCE_ADMIN

· SR3P_DE_GRIEVANCE_INQ

· SR3P_DE_LEAVE_CORR_PROC

· SR3P_DE_ORG_MANG_PROC

· SR3P_DE_ORG_MGT_INQ

· SR3P_DE_PAY_ANL

· SR3P_DE_PAY_INQ

· SR3P_DE_PAY_PROC

· SR3P_DE_PAY_SUPV

· SR3P_DE_PERS_ADMIN_INQ

· SR3P_DE_PERS_ADMIN_PROC

· SR3P_DE_PERS_ADMIN_SUPV

· SR3P_DE_QUALADM

· SR3P_DE_T&A_INQ

· SR3P_DE_T&A_PROC

· SR3P_DE_T&A_SUPV

· SR3P_DE_TAX_REPORTER

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Earnings Statements in ESS 05/20/10 12893
DOP Information Systems Communication – 05/20/10
What?
Earnings and Deductions Statements Availability Schedule

Who?

HRMS HR and Payroll Offices

Why?
Remind agencies of schedule in ESS
When?
Distribute immediately
Message:
This is a reminder that the December 24, 2009 employee Earnings and Deductions Statement in Employee Self Service (ESS) will be removed as of May 25, 2010. The Earnings and Deductions Statement schedule is available on the ESS Welcome screen, and separate notification won’t be sent to state employees.

As of Tuesday, May 25, employees will be able to view only 2010 statements. You may choose to notify your employees so they can print or save the statement that will be removed. 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. 

Note: The May 25 payday may be the first time some employees will be seeing the new ESS since changes were made to the screens on May 13, however the way they access their statements did not change.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
System Changes for SB 6503– 05/11/2010 CRs 13003/13017

DOP Information Systems Communication – 05/11/2010
What?
System Changes and Definitions Related to Implementation of ESSB 6503 State Agencies – Reduction in Operating Expenses
Who?

HRMS HR and Payroll Offices
Why?
New Absence and Wage Types for Temporary Layoff
When?
Distribute immediately
Message:
DOP will implement HRMS changes to accommodate ESSB 6503 State Agencies - Reduction in Operating Expenses as passed by the Legislature and signed into law by the Governor on April 27, 2010. Below is the preliminary information to help agencies prepare for temporary layoffs starting in July.

The following new absence types must be used for employees impacted by temporary layoff:

· 9397 LWOP Temp Layoff

· 9398 Vac Lv Temp Layoff

· 9399 Shared Lv Temp Layoff

Changes to HRMS will occur on May 25, with an effective date of July 1, 2010.

Additionally, new wage types automatically generate from the new absence types during the payroll process. This will ensure agencies can easily identify and report temporary layoff hours and dollars. The new wage types will display on HRMS payroll results, wage type reports, and earnings/deductions statements.

Agencies with separate time and attendance systems should begin planning activities to incorporate changes to their systems as applicable.
The following table displays new temporary layoff-related absence type definitions and corresponding wage types:

	New Absence Type
	Definition
	New Generated Wage Type

	9397 LWOP Temp Layoff
	Use for temporary layoff of employees by an employer
	1304 LWOP Temp Layoff

	9398 Vac Lv Temp Layoff
	Use for employees with a full-time equivalent salary of $2500/month or less who choose to use vacation leave in lieu of LWOP Temp Layoff
	1351 Vac Lv Temp Layoff

	9399 Shared Lv Temp Layoff
	Use for employees with a full-time equivalent salary of $2500/month or less who are approved to use donated shared leave in lieu of LWOP Temp Layoff
	1352 Shared Lv Temp Layoff


Revision to existing 9041 LWOP Reduction in Force:

As requested, agencies previously used Absence Type 9041 LWOP Reduction in Force to record temporary layoff activities. Do not use this code for temporary layoffs related to ESSB 6503 State Agencies - Reduction in Operating Expenses.

The following update will be made to the existing Absence Type 9041 – LWOP Reduction in Force to clarify the appropriate use of the absence type in the future:

	Updated Absence Type
	Definition

	Change name 9041 LWOP Reduction in Force to:

9041 LWOP Vol to Reduce Layoff
	Use for employees who request LWOP to lessen impact of layoff


The HRMS Data Definitions Team will update the Layoff Action Definitions located on the DOP website as soon as possible.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
PPA Meeting May 26, 2010 – 05/25/10
DOP Information Systems Communication – 05/25/10

What?
PPA Meeting May 26, 2010


9:00 a.m. to noon


OB-2 Auditorium
Who?

HRMS HR and Payroll Offices

Why?
Agenda
When?
For immediate distribution

Message:
The next PPA meeting is Wednesday, May 26 from 9:00 a.m. to noon in the OB-2 Auditorium. The Agenda is available on the PPA Page on the DOP website: Agenda 5/26/2010. Please print the handouts below and bring them with you to the meeting, if you wish.

This month’s meeting will include important information regarding impacts of and reporting for the recent Legislative changes, and a preview of the new careers.wa.gov. Learn about compensatory time cash-out for terminating employees, and two new HRMS reports on cost distribution. Updated employee transmittal forms and the HRMS Change Requests planned for June round out the meeting.
Handouts – please print and bring these to the meeting:

· Comp Time Cash-out at Termination
· Employee Personnel Records Transmittal
· Employee Payroll Records Transmittal
· Cost Distribution – Employee (IT0027)
· Cost Distribution – Position (IT1018)
See you tomorrow at the PPA Meeting!

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Communications on DOP Website – 05/24/2010 

DOP Information Systems Communication – 05/24/2010
What?
HRMS Communications on DOP Website
Who?

HRMS HR and Payroll Offices
Why?
Process Change
When?
Distribute immediately
Message:
DOP has made a change to the HRMS Communications page on the DOP website. We hope the newly-updated page will be easier for you to navigate and search for important HRMS information.

HRMS Communications are emailed to the HRMS communications listserv and posted on the DOP website at: Home > Payroll > Human Resource Management System > On-Line Quick Reference > HRMS Communications. 

We’ve revised the page for easier navigation. For 2009 and forward, you’ll find all HRMS Communications for a six-month period in a single document. You may use the Table of Contents to locate and go directly to a specific communication (use Ctrl + Click or just Click depending on your computer settings), or search for keywords by using Ctrl + F or clicking on the Find icon. Some communications are grouped together for convenience, such as the monthly HRMS Release information and year-end payroll processing.

Since these are large documents, please “Think Green!” when printing pages. Avoid using a “quick print” feature which prints all pages. Using a “page range” feature will allow you to print only the pages you really need.
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS BI Reporting Application-Bookmarked Reports – 05/05/2010 

DOP Information Systems Communication – 05/05/2010

What?
HRMS Business Intelligence (BI) Reporting Application – Bookmarked Reports.

Who?

HRMS BI End Users and Power Users

Why?
Update BI Report Bookmark

When?
Distribute Immediately

Message:
DOP recently completed a Change Request to help reduce the Business Intelligence (BI) load on the HRMS Enterprise Portal by implementing a new Portal Infrastructure dedicated to BI Reporting. Business Intelligence (BI) Bookmarked reports created before 4/23/2010 will need to be recreated.
A Bookmarked report will retain the variable values used to run the report. A Bookmark allows the user to save their report settings once they have applied filters, sorted columns or defined any other report settings.

For information on creating Bookmarked reports, see the BW/BI Report Context Menu in the Self Paced Learning Material on the Business Intelligence Training page: http://www.dop.wa.gov/payroll/HRMS/Training/Pages/BusinessIntelligenceTraining.aspx 

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Update to ESS Instructions/Screen Previews – 05/11/2010 CRs 12975/12982

Update – 05/11/10:
We made some minor modifications to three of the ESS Instructions since we sent them out on 4/29. If you are using the information for your own employee presentations, please review the changes. You may click on the links in the table below to access the new instructions. The changes are:

	ESS Instruction:
	Where:
	Updated:
	Old:

	Update Addresses
	Page 3 – Personal Information
	Addresses and Telephone Numbers
Enter, change, or delete your addresses or telephone numbers
	Addresses
Enter, change, or delete your addresses

	Update Emergency Contacts
	Pages 3, 5-8
	Country field location – after Address Line 2
	Country field location – after Zip Code

	Update Email Address
	Page 3 – Personal Information
	Addresses and Telephone Numbers
Enter, change, or delete your addresses or telephone numbers
	Addresses
Enter, change, or delete your addresses


Employee Self Service (ESS) Instructions/Screen Previews – 04/29/2010 

DOP Information Systems Communication – 04/29/2010
What?
Employee Self Service (ESS) Instructions and Screen Previews
Who?

HRMS HR and Payroll Offices
Why?
Provide agencies with preview
When?
Distribute immediately
Message:
DOP will implement the new Employee Self Service (ESS) for all agencies in May 2010. Some of you asked for instructions with screen shots of the new look and feel of ESS as soon as they became available. While you won’t be able to access the new ESS until May, we are providing you with the instructions now.
These instructions will also be available in ESS in PDF (Portable Document Format) at rollout, but you may use the information in these Word documents now for your own employee presentations for training on the new screens, if you wish. Some agencies choose to add a link to ESS directly from their “Inside” website or Intranet, or include specific contact information for their HR or payroll offices.

There are six short procedures:

· Logging In
· Password Reset
· Update Addresses
· Update Emergency Contacts
· Update Email Address
· View Earnings Statements
For more information about ESS, visit the DOP website:

· Payday FYI April 10
· Employee Self Service - About

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS April Release – 04/28/2010 

DOP Information Systems Communication – 04/28/2010
What?
Final HRMS April Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the April 27 Release. This represents a total of 11 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 10 CRs since the March Release on an exception schedule. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

The 21 CRs for April include updates to several reports. The Leave Activity Summary Report has added functionality to allow you to select employment status and save your layout. We made changes to the Payroll Journal report and the Wages Not Subject to OASI/Medicare report for more accurate reporting. We also corrected a defect when calculating Absence Types for salaried employees paid at an alternate rate per assignment. You’ll find two new statewide variants for the Wage Type Reporter to make it easier for you to calculate comp time cash-out payments for termed employees according to the updated SAAM Manual.
Some of the CRs were internal (did not affect agency business processes), but were necessary to implement various system functions or to update required tables in HCM. Also, six more agencies elected “no print” of Earnings and Deductions Statements, effective with the May 10 pay date.
Click here for the April Release and additional information: HRMS April Release 201004. Click on the links to review the HRMS Communications for changes that may impact your agency. (If for some reason the links aren’t working for you, simply scroll past the Release to view the individual communications.)
Please see the HRMS Change/Release Management web page for information about DOP’s HRMS Release Management Process.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Compensatory Time Cash-Out Payments for Termed Employees- 04/27/2010 CR 12988

DOP Information Systems Communication – 04/27/10
What?
Compensatory Time Cash-Out Payments for Termed Employees
Who?

Agency HRMS HR and Payroll Offices

Why?
Change in rules for calculation and new statewide variants
When?
Distribute immediately
Message:
DOP has completed a Change Request in HRMS to create statewide variants for Wage Type Reporter PC00_M99_CWTR to use when calculating compensatory time cash-out payments for termed employees. Instructions for using the variants will be available soon and communicated via the HRMS Communications listserv and/or OFM’s Statewide Accounting Payroll Contacts list.
The Office of Financial Management (OFM) recently revised the State Administrative and Accounting Manual (SAAM), Subsection 25.30.50.b to comply with Federal Fair Labor Standards Act (FLSA) regulations regarding compensatory time cash-out upon termination of employment. The rules state that the employee shall be paid at the higher rate of the FLSA regular rate in effect for the employee in the pay period the employee receives such payment (or the final pay period, whichever is earlier), or the average FLSA regular rate received by the employee during the last three years of employment. You may review the SAAM Subsection for additional information and an example.
To assist you with these calculations, we have created two statewide variants for Wage Type Reporter:
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Review the Statewide Variant List (Wage Type Reporter tab) on the Resources page of the DOP website for a complete list of all Wage Types included in the variants. Divide the dollar amounts in the Salary variant by the hours in the Hours variant to calculate the average FLSA regular rate. As stated above, DOP and/or OFM will send you more detailed instructions shortly.
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@dop.wa.gov
Absence Types for Alternate Rate Per Assignment - 04/27/2010 CR 12979

DOP Information Systems Communication – 04/27/10
What?
Absence Types for Alternate Rate Per Assignment 

Who?

Agency HRMS HR and Payroll Offices

Why?
Absence Types now calculate correctly 
When?
Distribute immediately
Message:
DOP has completed a Change Request in HRMS to update how absences for salaried employees paid at an alternate rate per assignment are calculated. This change is specific to salaried employees; the calculation for hourly employees has always been correct.
Some employees may perform work in a position other than the one recorded on their Infotype 0001 Organizational Assignment. Creating a position number on Infotype 0554 Hourly Rate per Assignment allows specified wage or absence types to be paid at an alternate rate.
Prior to the Change Request, Wage Types entered in CATS, in combination with the IT0554 position number, ensured the employee was paid appropriately for the time worked. However Absence Types similarly entered in CATS for salaried employees were being evaluated with the employee’s base rate from IT0008 Basic Pay, rather than the alternate rate per assignment on IT0554. You had to manually calculate and enter the difference with a gross adjustment to pay. This has now been resolved and Absence Types entered with the IT0554 position number will calculate correctly for salaried employees.
If you want more information about employees who are eligible to work in other positions, you may wish to review the On-Line Quick Reference User Procedure Hourly Rate Per Assignment. While the information currently in this User Procedure is specific to entering Wage Types, the process is the same for Absence Types. Watch for an updated User Procedure in the OLQR soon.
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@dop.wa.gov
Leave Activity Summary Report ZHR_RPTTM398 - 04/27/2010 CRs 11599/12801
DOP Information Systems Communication – 04/27/10
What?
Leave Activity Summary Report ZHR_RPTTM398
Who?

Agency HRMS HR and Payroll Offices
Why?
Report updated for employment status and layout feature
When?
Distribute immediately
Message:
DOP has completed Change Requests in HRMS to update the Leave Activity Summary Report ZHR_RPTTM398 to add selections for Employment Status and Layout.
This report displays leave balances, the monetary value of the leave balances, and the number of employees who automatically accrue leave. Adding a selection for Employment Status will allow you to run the report for active employees only, for example.
We also added a report Layout feature which will allow you to save your field selections and sort order without having to re-enter them each time you run the report.
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The report procedure Leave Activity Summary Report in the On-Line Quick Reference on the DOP website has been updated.
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@dop.wa.gov
Wages Not Subject to OASI/Medicare ZHR_RPTPY632   - 04/27/2010 CR12973

DOP Information Systems Communication – 04/27/10
What?
Wages Not Subject to OASI/Medicare ZHR_RPTPY632
Who?

Agency HRMS HR and Payroll Offices:

Why?
Report updated to resolve incorrect data issue
When?
Distribute immediately
Message:
DOP has completed a Change Request in HRMS to update the Wages Not Subject to OASI/Medicare ZHR_RPTPY632 report to ensure the data reflects the current agency (Personnel Area) when an employee is rehired after a break in service.
This report is used to identify employee earnings that are not subject to OASI and Medicare. The Change Request resolves an existing issue where if an employee is rehired into a new agency after a break in service, the report displayed data from the previous agency, for the first payroll only. 
If the previous agency ran this report for a timeframe that included the first pay period where their former employee was in pay status at the new agency, the dollar amounts showing on their report included amounts the employee earned at the new agency (however, the new agency’s report was accurate).
Before the Change Request was implemented:

Prior Agency: Report for Dept. of Agriculture included data for former employee who was not employed by Personnel Area 4950 during Pay Period 2 (1/16/10 to 1/31/10). Report showed gross earnings, including Gross Not Subject, which appeared to be for Personnel Area 4950, but which were for current agency. Subsequent report for Pay Period 3 (2/01/10 to 2/15/10) did not include any information for this employee.
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Current Agency: Report for Dept. of Early Learning displayed accurate amounts for this employee for Personnel Area 3570.
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This has been resolved, and the report accurately reflects earnings, including Wages Not Subject, in the appropriate agency only.
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@dop.wa.gov
Payroll Journal ZHR_RPTPYN33 - 04/27/2010 CR12966
DOP Information Systems Communication – 04/27/10
What?
Payroll Journal ZHR_RPTPYN33
Who?

Agency HRMS HR and Payroll Offices:

Why?
Report updated to resolve incorrect data issue
When?
Distribute immediately
Message:
DOP has completed a Change Request in HRMS to resolve an issue where the Payroll Journal ZHR_RPTPYN33 report was incorrectly reporting some employees as a mid-period transfer. No agency action is required.
The Payroll Journal report can be used to validate the accuracy of payroll for the different organizational units within your agency, and also to identify mid-period transfers between agencies.
We discovered some cases where employees who had been continuously employed at an agency (did not have a change to the Business or Personnel Area) appeared on the report as a mid-period transfer. Our research determined this was because the report was looking at the change date [image: image10.png]


 on Infotype 0001 Organizational Assignment. We have updated the report to not consider the change date on IT0001 when identifying mid-period transfers. 

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

Email Contact: ServiceCenter@dop.wa.gov
REMINDER: Changes to BI Reporting 04/22/10

REMINDER: The BI system will be unavailable beginning at 6:00 p.m. today until 6:00 a.m. April 26, and agency security administrators will distribute new passwords which will be required to access BI on April 26.

 

Changes to BI Reporting 04/12/2010 CR12580
DOP Information Systems Communication – 4/12/10
What?
Changes to Business Intelligence (BI) Reporting
Who?

Professional BI Users (Power and End Users)
Why?
A Federated Portal is being implemented

When?
Distribute immediately

Message:
DOP is implementing a Change Request to help reduce the Business Intelligence (BI) load on the existing HRMS Enterprise Portal. This change won’t affect how BI Reporting users retrieve reports, however all BI account passwords will be reset and the BI system will be unavailable from April 23-26, 2010.

DOP provides secure online access to HCM, BI, ESS, and E-Recruiting through the HRMS Enterprise Portal. The Change Request will implement a new “Federated Portal” dedicated to BI Reporting, with the goal being a reduction in the processing time users currently experience, and to position DOP for the implementation of the HRMS online leave request and approval process later this summer.
How Will This Impact Agencies?
· The BI System will be unavailable to all BI Power and End Users from 6:00 p.m., April 22 until 6:00 a.m., April 26 to implement this change.

· This implementation will not change the way BI Reporting users currently retrieve reports.

· Existing BI Reporting Power and End Users:

· DOP HRMS Security will map existing users to the new Federated Portal.
· To accomplish this, the BI passwords will be reset during the downtime. We will distribute the new passwords via an encrypted file to your agency Security Administrator on April 22 for distribution. These new passwords will be required for the user to access the system on April 26. 

· New BI Reporting Power and End Users:

· Agency Security Administrators will continue to map new userIDs in the HRMS Enterprise Portal as they do today.

· Ongoing, any new users who require BI Reporting will also need to be mapped to the Federated Portal by DOP HRMS Security. Contact the DOP Service Center to request an Incident to complete the BI Reporting security process for new BI users. Further details of this new security process will be sent to Agency Security Administrators in a separate communication.
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@dop.wa.gov
REMINDER – HRMS Payroll and Financial Errors – New Process – 04/19/10

Reminder – HRMS Payroll and Financial Errors from Day 1 (Friday, April 16) will be available later this morning on the DOP website. No reminder will be sent when they are posted – please check the website according to the approximate timeline below.

(04/12/10 HRMS Communication forwarded)

DOP Information Systems Communication – 04/12/10
What?
HRMS Payroll and Financial Errors 

Who?

Agency HR and Payroll Offices:

Why?
New process for errors
When?
Distribute immediately
Message:
DOP will no longer send an email communication when HRMS Payroll and Financial Errors are posted. Please check the DOP website on payroll Days 2, 3, and 4 for error information.

Since 2006, efforts to maximize the speed and efficiency of HRMS payroll processing have also resulted in a more predictable schedule, including when errors are available for you to review and resolve. Rather than waiting for the email communication to alert you that the errors are posted, you may now check the Payroll and Financial Errors web page on the following approximate schedule:
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Note: 
Errors may be posted earlier than the times shown above

Tip: 
Use the F5 key, or select View > Refresh, to refresh the web page
HRMS Payroll and Financial Errors are posted at: http://www.dop.wa.gov/payroll/HRMS/PayrollCalendarSchedules/Pages/HRMSPayrollFinancialErrors.aspx.

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

Email Contact: ServiceCenter@dop.wa.gov
PPA Meeting for April Has Been Cancelled – 04/20/10
DOP Information Systems Communication – 04/20/10

What?
April PPA Meeting Cancelled
Who?

HRMS HR and Payroll Offices

Why?
Meeting Cancelled
When?
For immediate distribution

Message:
The April 28 PPA meeting is cancelled. The next meeting will be May 26 in the OB-2 Auditorium.

Tentatively scheduled for the May 26 meeting:

· Overview of Legislative changes (OFM, DOP, HCA, DRS)

· Comp time buyout for terminated employees

· Two new HRMS reports for cost distribution

· Employee Leave Transmittals

· Logged Changes in Infotype Data

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Payroll & Financial Errors 04/12/2010

DOP Information Systems Communication – 04/12/10
What?
HRMS Payroll and Financial Errors 

Who?

Agency HR and Payroll Offices:

Why?
New process for errors
When?
Distribute immediately
Message:
DOP will no longer send an email communication when HRMS Payroll and Financial Errors are posted. Please check the DOP website on payroll Days 2, 3, and 4 for error information.
Since 2006, efforts to maximize the speed and efficiency of HRMS payroll processing have also resulted in a more predictable schedule, including when errors are available for you to review and resolve. Rather than waiting for the email communication to alert you that the errors are posted, you may now check the Payroll and Financial Errors web page on the following approximate schedule:
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Note: 
Errors may be posted earlier than the times shown above
Tip: 
Use the F5 key, or select View > Refresh, to refresh the web page
HRMS Payroll and Financial Errors are posted at: http://www.dop.wa.gov/payroll/HRMS/PayrollCalendarSchedules/Pages/HRMSPayrollFinancialErrors.aspx.

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

Email Contact: ServiceCenter@dop.wa.gov
Employee Mailing Addresses 03/31/2010
DOP Information Systems Communication – 03/31/10

What?
Employee Mailing Addresses
Who?

HRMS HR and Payroll Offices

Why?
Ensure addresses are correct
When?
For immediate distribution

Message:
DOP is reminding agencies to ensure employee addresses are accurate in both HRMS and PAY1. When addresses change, agency action may be required to ensure employees continue to receive important correspondence, such as health care benefits information, at a current address.
Employees may have both a 1 Permanent residence and 5 Mailing address on Infotype 0006 Addresses in HRMS, and a HOME ADDRESS and MAILING ADDRESS on the A.01 PERSON DATA screen in PAY1.

If an employee’s mailing address is no longer valid, and they have only a permanent residence address, you will need to follow these steps in both HRMS and PAY1 to ensure employees continue to receive their correspondence:
· End date the current (invalid) 5 Mailing address in HRMS

· Delete the MAILING ADDRESS in PAY1

OR

· Create a new 5 Mailing address in HRMS that matches the 1 Permanent residence address, so the mailing address field in PAY1 will match the permanent residence.

Note: Due to PAY1 limitations, HCA does not provide employees’ mailing addresses to the health plan carriers. The mailing address, if there is one, is used by HCA to send health care benefits correspondence to employees.
For instructions on maintaining addresses in HRMS, review the OLQR user procedure: Addresses.
To maintain an address in PAY1:

· On the NEXT FUNCTION line, enter A 01, a U in the TYPE field, the employee’s SSN in the SSA field, the AGY, and then ENTER
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· After clicking ENTER, the fields will turn red, indicating they can be updated.
[image: image14.png]**kkx AL01 - PERSON DATA ****x MAPAO11

oC SEC: e HOME AGY/SUB-AGY: 111 D
AST NAME:  HONES SUFFIX:
IRST NAME: |
LDDLE NAME: - jonES, SAM L
SHORT NAME :
HONE — BUSINESS/WORK: HOME :
OME ADDRESS
P SUR EEE DATE 02 17 2010
COUNTY: 34 THURSTON
B S WA . 98509-3941
COUNTRY CD:
ILING ANM®wee /T8 NTEFERENT FROM HOME ADDRESS) :
LINEL:  POBOX 987
LINE2:
cr OLYMPIA 6789 21p cD:
COUNTRY
LU 0820 1969 (il Foiii iy ANNIV DT: 06 03 1998
EW SSA: P2-PRT :
EXT FUNCTION: A 01 TYPE: u SSA: 1234567890  [AGY: 111 SUB: D  PAY ACTION :
INQUIRY ONLY  ENTER-NEXT SELECTTON, PFI=HELP, PF2-RETURN, PF3-SYSTEM





· Make your updates (in this case, delete the MAILING ADDRESS)

· In TYPE, change the U to an I
· Click F10 and change NEXT FUNCTION back to A 01
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
PPA Meeting March 30, 2010 – 03/29/10
DOP Information Systems Communication – 03/29/10

What?
PPA Meeting March 30, 2010


9:00 a.m. to noon


OB-2 Auditorium
Who?

HRMS HR and Payroll Offices

Why?
Agenda
When?
For immediate distribution

Message:
The next PPA meeting is tomorrow, Tuesday, March 30 from 9:00 a.m. to noon in the OB-2 Auditorium. The Agenda is available on the PPA Page on the DOP website: Agenda 3/30/2010. Please print the handouts below and bring them with you to the meeting, if you wish.

This month’s meeting will include a celebration marking the 100th payroll milestone in HRMS, and a presentation of the upcoming Employee Self Service (ESS) reconfiguration. You’ll hear the details about how you may soon receive HCA/PEBB reports electronically, a presentation by Office of the State Treasurer on payroll direct deposit closed accounts and reversal processing, and which HRMS Change Requests are planned for April.
Also, you’ll find a PPA Topic Survey below – we need your input about future presentations! Please either print and bring the completed survey to the PPA Meeting, or you may fill it out electronically and mail or email to Linda Lunschen at Attorney General’s Office, Mailstop 40140 or LindaP4@atg.wa.gov.
Handouts – please print and bring these to the meeting:

· ESS-MSS Fact Sheet
· EOS (Enterprise Output Solution)
· Closed Accounts and Reversals
· Topic Survey
See you tomorrow at the PPA Meeting!

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS March Release – 03/24/2010 

DOP Information Systems Communication – 03/25/2010
What?
Final HRMS March Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the March 23 Release. This represents a total of 11 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 2 CRs since the February 23 Release on an exception schedule. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

The 13 CRs for March include a number of updates to provide more accurate HRMS reporting, and add a new wage type.

Some of the CRs were internal (did not affect agency business processes), but were necessary to implement various system functions to keep systems operating efficiently, reduce risk, and improve or automate our processing.
Click here for the March release and additional information: HRMS March Release 201003. Click on the links to review the HRMS Communications for changes that may impact your agency.

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Corrections and Returns for Agency Action ZHR_RPTPY151 – 03/23/2010 CR 12437
DOP Information Systems Communication – 03/23/10

What?
Corrections and Returns for Agency Action ZHR_RPTPY151
Who?

HRMS HR and Payroll Offices

Why?
Selection criteria results have been corrected
When?
For immediate distribution

Message:
DOP has completed a Change Request in HRMS to correct a defect in the selection criteria for Corrections and Returns for Agency Action ZHR_RPTPY151. No agency action is required.

The Corrections and Returns for Agency Action report displays pre-note (for direct deposits) corrections and rejects you need to correct on employees’ records. While most of you probably review this report at the Personnel Area level, you may choose to review it for a specific Personnel Number. 
This Change Request ensures that if you enter a specific Personnel Number in the Selection window, you will see the data for that Personnel Number only. Previously, the results included all employees that were processed on the selected For Date / For Seqnr or range of dates.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Paid Absence Hours for Hourly Employees – 03/23/2010 CR 12935
DOP Information Systems Communication – 03/23/10

What?
Paid Absence Hours for Hourly Employees

Who?

HRMS HR and Payroll Offices

Why?
Hours now accumulate and report accurately
When?
For immediate distribution

Message:
DOP has completed a Change Request in HRMS to change the way paid absence hours for hourly employees are accumulated and reported in HRMS. The change is effective for Pay Period 7 for the April 9, 2010 pay date, and no agency action is required.

This Change Request corrects a defect where paid absence hours for hourly employees were not accumulating in HRMS technical Wage Type /851 Actual hrs. worked by PWS (paid absence hours for salaried employees were being accumulated and reported accurately). As a result, the hours were not reported on the Payroll Journal ZHR_RPTPYN33, which is used for payroll certification based on the Office of Financial Management’s State Administrative & Accounting Manual (SAAM). 

These paid absence hours for hourly employees are now consistent with the way they are accumulated and reported for salaried employees, effective for Pay Period 7.

Note: While the Payroll Journal will report these hours beginning with Pay Period 7, absence hours for hourly employees will not be reflected if you view or reprint the report for previous pay periods.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Accrued and Mandatory Payroll Deductions Reports ZHR_RPTPY010 – 03/23/2010 CR 12958
DOP Information Systems Communication – 03/23/10

What?
Accrued and Mandatory Payroll Deductions Reports ZHR_RPTPY010

Who?

HRMS HR and Payroll Offices

Why?
Report now reflects accurate medical aid risk classes
When?
For immediate distribution

Message:
DOP has completed a Change Request in HRMS to update the Accrued and Mandatory Payroll Deductions Reports ZHR_RPTPY010 to accurately reflect medical aid risk classes.

The Accrued and Mandatory Payroll Deductions Reports can be used to view medical aid, industrial insurance, and employee and employer shares by risk class (when selecting the Medical Aid radio button).
The report now reflects the medical aid risk class information from the Variable Assignment table in the Payroll Results PC_PAYRESULT rather than from the Empl. Override group field on Infotype 0234 Add. Withh. Info US. Previously, if the Empl. Override group was end-dated on IT0234, the Risk Class field on the report was blank. This change ensures the report displays the medical aid risk class.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Employee YTD Payroll Register ZHR_RPTPY646 – 03/23/2010 CR 12959
DOP Information Systems Communication – 03/23/10

What?
Employee YTD Payroll Register ZHR_RPTPY646
Who?

HRMS HR and Payroll Offices

Why?
Report now displays accurate values for End of in-period date selected
When?
For immediate distribution

Message:
DOP has completed a Change Request in HRMS to update the Employee YTD Payroll Register ZHR_RPTPY646 to reflect correct values for the End of in-period date selected. No agency action is required.
The Employee YTD Payroll Register can be used to view detailed results of an employee’s year-to-date total earnings for gross pay, withholding tax, social security, Medicare, deferred compensation, union dues, and more. The End of in-period view is a snapshot of amounts actually earned and paid during the specified pay period.

Prior to implementing the Change Request, results in some fields were affected by subsequent retroactive activity. This has been corrected so all fields now display actual amounts, regardless of any subsequent retroactive activity and can be used to accurately balance your payrolls by pay period, month, quarter, and year.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Action Report ZHR_RPTPA457 – 03/23/2010 CR 12867
DOP Information Systems Communication – 03/23/10

What?
Action Report ZHR_RPTPA457
Who?

HRMS HR and Payroll Offices

Why?
Report now displays correct Personnel ID for employees who have reference personnel numbers
When?
For immediate distribution

Message:
DOP has completed a Change Request in HRMS to update the Action Report ZHR_RPTPY457 to display the correct Personnel ID and Action Type for employees who have reference personnel numbers. No agency action is required.
A Reference Personnel Number is created when an employee works concurrently in two different personnel areas or in the same personnel area in two positions that have different employee subgroups. Reference Personnel Numbers are stored on Infotype 0031 Reference Personnel Numbers. (Reference Personnel Numbers may also be created when a former state employee who was not converted into HRMS was hired and paid without their data warehouse number in the personnel number field.)
Prior to the Change Request, the Action Report displayed, in the Personnel ID column, the numerically-first personnel number stored in HRMS for an employee with concurrent employment, regardless of the personnel number entered when the action was performed in PA40. Now the report will display the personnel number associated with the action performed.
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Type 2757 WSDOT Memorial Foundation – 03/23/2010 CR 12971
DOP Information Systems Communication – 03/23/10

What?
Wage Type 2757 WSDOT Memorial Foundation
Who?

HRMS HR and Payroll Offices

Why?
Wage Type title has been changed 
When?
For immediate distribution

Message:
DOP has completed a Change Request in HRMS to create Wage Type 2757 WSDOT Memorial Foundation. This Wage Type is effective with the April 9 pay date, and is permissible for all agencies.
No agency action is required. The Wage Type Index has been updated on the DOP website HRMS Resources page.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Course Manuals 03-22-2010

DOP Information Systems Communication – 3/22/2010

What?
HRMS Course Manuals
Who?

HRMS Class Participants
Why?

Inform participants to print course manuals prior to class
When?
Distribute immediately

Message:
In the efforts of saving money and paper resources, the Department of Personnel’s HRMS Training Team will no longer provide printed HRMS course manuals for instructor-led classes effective April 1st, 2010. However, we will continue providing Activity Packets, which are used for system training activities. Please plan to print the appropriate HRMS course manual and bring to your next class.
We will update course manuals by the end of the month and you can download them as needed from the On-Line Quick Reference website at: 
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS February Release – 02/26/2010 

DOP Information Systems Communication – 02/26/2010
What?
Final HRMS February Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the February 23 Release. This represents a total of 15 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 12 CRs since the January 26 Release on an exception schedule. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

The 27 CRs for February include a number of updates to BI (Business Intelligence), Wage Type changes, and the implementation of the new IRS Form 941-X (replaces 941c) which allows you to report corrections to prior quarterly Forms 941 online.

Some of the CRs were internal (did not affect agency business processes), but were necessary to implement various system functions or to update required forms in HRMS for 2010. Others improved our processing, including reducing the time it takes to run payroll.
Click here for the February release and additional information: HRMS February Release 201002. Click on the links to review the HRMS Communications for changes that may impact your agency.

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

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Type 3231 Gross Offset/Ovrpmt – 02/24/10 CR 12938

DOP Information Systems Communication – 02/24/10

What?
Wage Type 3231 Gross Offset/Ovrpmt
Who?

HRMS HR and Payroll Offices

Why?
Wage Type now subject to garnishment
When?
For immediate distribution

Message:
DOP has completed a Change Request in HRMS to update Wage Type (WT) 3231 Gross Offset/Ovrpmt to be subject to garnishment. No agency action is required.
Previously, the disposable net was being reduced by the amount of the overpayment for employees with a combination of:

· A prior period overpayment being offset with WT3231, and
· A garnishment in the current period
According to the Attorney General’s Office, overpayment recovery wage types should not reduce the disposable net as they fall into the category of voluntary deductions.
You will no longer need to track and make manual adjustments to correctly collect garnishments and avoid becoming liable for the entire amount of the garnishment if a payment is incorrect.

For more information on garnishments, visit the Office of Financial Management’s Payroll Resources page at http://www.ofm.wa.gov/resources/payroll.asp.

See 10 Garnishments for information and a link to the Attorney General’s Office Garnishments & Other Withholding Documents: Processing Procedures manual.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Type 2602 CHASE MANHATTAN – 02/24/10 CR 12956
DOP Information Systems Communication – 02/24/10

What?
Wage Type 2602 CHASE MANHATTAN
Who?

HRMS HR and Payroll Offices

Why?
Wage Type title has been changed 
When?
For immediate distribution

Message:
DOP has completed a Change Request in HRMS to change the title of Wage Type 2602 to CHASE MANHATTAN (from WA MUTUAL SAVINGS).
No agency action is required. The Wage Type Index has been updated on the DOP website.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Form 941-X – 02/24/10 CR 12244
DOP Information Systems Communication – 02/24/10

What?
Form 941-X Adjusted Employer's QUARTERLY Federal Tax Return or Claim for Refund
Who?

HRMS HR and Payroll Offices

Why?
Form 941-X has been implemented in HRMS Transaction PU19 Tax Reporter
When?
For immediate distribution

Message:
DOP has completed a Change Request in HRMS to add Form 941-X Adjusted Employer’s QUARTERLY Federal Tax Return or Claim for Refund in Transaction PU19 Tax Reporter. An OLQR (On-Line Quick Reference) user procedure is now available as a link in this communication and will be posted to the DOP website as soon as possible.
Beginning with errors discovered after 2008, employers must use Form 941-X, which replaced Form 941c Supporting Statement to Correct Information, to adjust errors discovered on previously filed Forms 941 Employer's Quarterly Federal Tax Return. Note: Form 941c was not supported in HRMS and the correction process was manual. Form 941-X has been implemented in HRMS and allows you to report corrections online.
Click here for the user procedure: Generating IRS Form 941-X. The process is similar to the regular Form 941, and you should view the Log Manager after executing the Form 941-X to check for errors and validate that the details of the corrections are as you expected.
Important:

The most important consideration when using the new 941-X in HRMS is that you must have entered your Generation Date on the same date as you mailed your hardcopy Form 941 to the IRS. During testing, we found that the Form 941-X may be inaccurate when the Form 941 Generation Date was entered late, and you may need to complete the 941-X process manually.
You may contact the DOP Service Center if you need assistance in determining if your Generation Date was entered late.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
BI Reporting Application–Custom Reports for Military Service Dates– 02/12/2010 CRs 12552/12928

DOP Information Systems Communication – 02/12/2010

What?
HRMS Business Intelligence (BI) Reporting Application – Custom Reports for Military Service Dates

Who?

HRMS BI End Users and Power users
Why?
Changes to reports

When?
Distribute Immediately
Message:
DOP has completed Change Requests in the HRMS Business Intelligence (BI) reporting application to change the way Military Service Date records are displayed in queries and reports.
Multiple Military Service Years, Military Service Months and Military Service Days are now available in BI for reporting. Prior to this change, only the most current row of data was available. Note: BI loads the data that was entered into HRMS in the Imputable Period section on IT0552 Time Specification/Employ. Period.

BI Custom Reports (available via Portal) impacted by these changes are:
· Affirmative Action Flexible Reporting (ZZPA_C01_Q127B): Removed Military Service Years, Military Service Months, and Military Service Days.
· Employee History – Part 2 (ZZPA_M60_Q431B): Will display multiple entries for employees with multiple service dates.
· Baseline for Layoff Seniority Calculations (ZZPA_M60_QLOR ): Will display multiple entries for employees with multiple service dates. 
Note: if you have previously bookmarked this report, you will need to delete that old bookmark (it will no longer be valid).
For BI Power Users:
BI Reporting Structures impacted by these changes are:
· Headcount and Personnel Actions InfoProvider (ZPA_C01 ): Military Service Dates (Years, Months, Days) have been removed. Note: Military Status is still available for reporting.
· Headcount and Personnel Actions with Military Service Date MultiProvider (ZPA_M60): A new MultiProvider (Headcount PA MILSVC ZPA_M60) has been created for Military Service Date reporting. This provides reporting for multiple Military Service Years, Military Service Months and Military Service Days.
Ad hoc queries created by agency BI Power Users may be impacted:

· Ad hoc queries created from the Headcount and Personnel Actions InfoProvider (ZPA_C01) that use the Military Service Dates (Years, Months, and/or Days) will need to be recreated from the new Headcount and Personnel Actions with Military Service Date MultiProvider.

· The Baseline for Layoff Seniority Calculations Report (ZZPA_M60_QLOR) and the Employee History Report – Part 2 (ZZPA_M60_Q431B) have been re-created from the new Headcount and Personnel Actions with Military Service Date MultiProvider. BI Power Users who have made copies of the queries prior to this change should make new copies of the queries.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
BI Reporting Application – Layoff Activity– 02/11/2010 CR12931

DOP Information Systems Communication – 02/24/2010

What?
HRMS Business Intelligence (BI) Reporting Application – Layoff Activity
Who?

HRMS BI End Users and Power users

Why?
Action Reason Codes added to Layoff Activity Custom Report

When?
Distribute (TBD)

Message:
DOP has completed Change Requests in the HRMS Business Intelligence (BI) reporting application to add two additional Action Reason codes to the Layoff Activity Custom Report (ZZPA_C01_QLAR).

BI Custom Report (available via Portal) impacted by these changes:

Layoff Activity (ZZPA_C01_QLAR): the following Action Reason Codes have been added to the “Separation” restricted key figure:

· U5/43 – Organizational Change

· U5/46 – Temp Layoff-Loss of Funding

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

Email Contact: ServiceCenter@dop.wa.gov
PPA Meeting February 24, 2010 – 02/23/10
DOP Information Systems Communication – 02/23/10

What?
PPA Meeting February 24, 2010


9:00 a.m. to noon


OB-2 Auditorium
Who?

HRMS HR and Payroll Offices

Why?
Agenda
When?
For immediate distribution

Message:
The next PPA meeting is tomorrow, Wednesday, February 24 from 9:00 a.m. to noon in the OB-2 Auditorium. Please print the agenda and handouts below and bring them with you to the meeting. (We are experiencing a delay in getting the agenda posted to the DOP website.)
This month’s meeting will include a presentation about recent updates to the VEBA MEP (Voluntary Employees' Beneficiary Association Medical Expense Plan. Also DRS will share their plan for online member statements beginning in March. Learn about the correct way to transfer in ESD Work Source employees. OFM will present SAAM updates and important IRS Form W-4 information. DOP has implemented the new Form 941-X in HRMS and will roll out the new OLQR procedure.

Handouts – please print and bring these to the meeting:

· Agenda – February 24, 2010
· Form 941-X: Adjusted Employer’s QUARTERLY Federal Tax Return or Claim for Refund
· VEBA MEP Review
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Interface 9 – 02/16/2010  - UPDATED

Update:

This communication was inadvertently sent to agency technical contacts in a few agencies or organizations that do not receive Interface 9 Employee Master Data. If you do not receive Interface 9, please ignore this communication and we apologize for the confusion.

Interface 9 – 02/12/2010 CRs 4425, 4139, 4627, 11355

Sent to: Moody, Dwight (AGR); 'lwasson@asiflex.com'; 'jriddick@asiflex.com'; Allen, Mike (ATG); Donnell, Pete; Allen, Mark (DOP); Howard, Billy (DOP); 'noshiro@wsctc.com'; Hall, Elizabeth; Klucarich, Nicholas (DFI); Naillon, Angela (DFI); Dowies, Cindy (DFI); Brown, Shawn A (DFW); 'sweetpcs@dfw.wa.gov'; McKee, Jason T (DFW); Keeling, Michael V (DFW); King, Anny (DIS); 'ginny.mutton@dnr.wa.gov'; 'steve.quesnel@dnr.wa.gov'; SAHALOV, HANNIE (DNR); Edmark, William S. (DOC); 'dclark@emeraldcitysoftware.com'; Francis, Dan   (DOH); Luo, Helen (DOL); Quach, Hy (DOL); DOP DL Tech Serve Response; DOR DL SFT Admin; Threlkeld, Rob (WSDOT); 'murdocm@wsdot.wa.gov'; 'stewarm@wsdot.wa.gov'; Quintus, Patsy (DRS); Arena, LaVerda (DRS); Graves, Dan (DRS); Quintus, Patsy (DRS); Arena, LaVerda (DRS); Graves, Dan (DRS); Tallon, Vonnie (OFM); Holmquist, Jim (ECY); Yandle, Bill (OFM); Sinclair, Terrilyn; Nguyen, Duc (ESD); Farmer, Ken (DOP); Howard, Billy (DOP); 'payrollSB@mpls.frb.org'; Wood, Chris S. (GA); Sweet, Jerome (DOP); Mitchell, David (HECB); 'Rohrbach_mi@leg.wa.gov'; 'churchill.oscar@leg.wa.gov'; 'Vas_su@leg.wa.gov'; 'Sheryl.Bagley@libertymutual.com'; 'jessica.greenwood@libertymutual.com'; 'no@LIQ.WA.GOV'; Braidic, William (LNI); 'trand@lottery.wa.gov'; 'Dennis.longnecker@courts.wa.gov'; Carignan, Ron (OFM); Tallon, Vonnie (OFM); Yandle, Bill (OFM); Freymond, Steve (PRT); Christopher, Michael (PRT); 'Rohrbach_mi@leg.wa.gov'; 'churchill.oscar@leg.wa.gov'; 'nguyen.dong@leg.wa.gov'; 'brazillt@sao.wa.gov'; Nguyen, Huong (AUD); 'clarke_ch@leg.wa.gov'; 'nguyen.dong@leg.wa.gov'; 'churchill.oscar@leg.wa.gov'; Logan, Dale (DSHS/ISSD); Kelly, Judy; Felix, Paul Michael; Bohlig, Patrick; Kretzler, Mike (UTC); Hamilton, Melissa (UTC); Klein, Bob (UTC); Johnson, Tania; Ramsdell, Pat; 'sharon.trivett@wsp.wa.gov'; DOP DL HRMS Batch Team; DOP DL HRMS Functional Team; DOP DL ISD Customer Support; Taylor, Melissa (DOP)

DOP Information Systems Communication – 02/12/2010
What?
Interface 9 Employee Master Data
Who?

Agency Technical Contacts
Why?
Interface has been updated
When?
Distribute immediately
Message:
DOP has completed Change Requests in HRMS to enhance the performance of Interface 9 Employee Master Data. Please read this communication for information and scheduling, including when to expect test files for review to ensure you receive your Interface 9 results as expected.
In March, you will receive one set of “parallel” files to review and compare. Based on the schedule below, you will see two Interface 9 files on the day designated for your agency:

· We will run your current Interface 9 file and place it in your Production SFT (secure file transfer) folder.

· We will run a test file from the new version of the Interface 9 program and place it in your Test SFT folder.

· We will create both files in the same timeframe and use the same selection criteria.

Click here for the test schedule for your agency: Interface 9 Test Schedule.

We will contact you (agency technical contact on record) the day before we send your set of files, and again the following day when the files have been delivered to your SFT folders.
You will receive only one set of files to review and compare. If you notice differences or have concerns about your results, please contact the DOP Service Center not later than close-of-business five business days after you receive your set of files (the Date Responses Are Due Back are on the schedule). The DOP Service Center can also assist you if you have questions, or need help with your SFT folders. See the Contact information at the end of this communication.
What has changed?

In addition to a major improvement in DOP’s processing time for Interface 9, these are the changes you can expect:
	Infotype
	New Interface 9
	Old Interface 9

	ALL
	
	New Interface 9 does not report “locked” records.
Note: Locked records appear in HRMS HCM on the Infotypes where the locked record occurs, with a padlock symbol
[image: image17.png]] Se—




Agency HR and payroll offices are responsible for identifying and resolving locked records.
	Locked records were reported, appearing with all other valid records, and were not specifically identified as locked records.

	0021 
	Family Member/Dependents
	Reports any record with an End Date of 12/31/9999 or ≥ the Interface 9 Run Date.
Note: Do not use Interface 9 for employee emergency contact information. Access emergency contact information directly from HRMS or your agency’s employee personnel files.
	Reported only the first record with a 12/31/9999 End Date or ≥ the Interface 9 Run Date.

	0023
	Other/Previous Employers
	Reports all IT0023 records.
	Reported only records with an End Date ≥ the Interface 9 Run Date.

	0040
	Objects on Loan
	Reports any record with an End Date ≥ the Interface 9 Run Date.
	Reported only the first record with a 12/31/9999 End Date or ≥ the Interface 9 Run Date.

	0081
	Military Service
	Reports all IT0081 records, including multiple service types.
Note: For example, an employee may have had military service periods in the Army and the National Guard, or more than one service period for the same military branch.
	Reported only the first active record with an End Date ≥ the Interface 9 Run Date.


	0031
	Reference Personnel Numbers
Note: this data is reported/will continue to be reported under Record Type 0121 on your Interface 9 record layout.
	Reports all Record Type 0121 Reference Personnel Numbers for employees who have Reference Personnel Numbers.
	Reference Personnel Numbers were not reported.


≥  stands for greater than or equal to
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS January Release – 01/28/2010 

DOP Information Systems Communication – 01/28/2010
What?
Final HRMS January Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the January 26 Release. This represents a total of 25 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 12 CRs in January on an exception schedule. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

The 37 CRs for January include a number of updates to BI (Business Intelligence), Medical and Dental Dependent Coverage Descriptions for Domestic Partners, role security updates, and changes to wage types. Other CRs suspended and restored your access to the PU19 Tax Reporter for better W-2 processing.
Some of the CRs were internal (did not affect agency business processes), but were necessary to implement various calendar functions or to update required forms in HRMS for 2010. Others improved our processing, including reducing the time it takes to run payroll.
Click here for the January release and additional information: HRMS January Release 201001. Click on the links to review the HRMS Communications for changes that may impact your agency.

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

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
BI Reporting Application – Distribution of Payroll and Related Costs Report / Monthly Position Cost Report - 01/28/10 CRs 12521 & 12696

DOP Information Systems Communication – 01/28/2010

What?
HRMS Business Intelligence (BI) Reporting Application

Who?

HRMS BI End Users and Power users

Why?
Changes to Distribution of Payroll and Related Costs Report and Monthly Position Cost Report

When?
Distribute immediately

Message:
DOP has completed Change Requests in the HRMS Business Intelligence (BI) reporting application to update two custom reports in the Financial infoprovider (AFRS Payroll Accounting Data ZPY_C51).
BI Custom Reports (available via Portal) impacted by these changes are:
1. Distribution of Payroll and Related Costs (ZZPY_C51_Q180):
· Costs previously displayed under the column titled “State Ferry System (AQ)” are now displayed in the column titled “State Classified Salaries (AA)”.

· Removed the column titled “State Ferry System (AQ)”.

· Added new column titled “Other Goods and Services (EZ)”.

· Costs for “Other Goods and Services (EZ)” are included in the column titled “Total Gross Pay”.

2. Monthly Position Cost Report (ZZPY_C51_Q450):

· Costs for “Other Goods and Services (EZ)” are included in the column titled “Gross Salary” and “Total Comp”.

For BI Power Users:

· BI Power Users who have made copies of queries ZZPY_C51_Q180A, ZZPY_C51_Q180B, and/or ZZPY_C51_Q450 should update their queries or make new copies.

· If you want to update your existing query for ZZPY_C51_Q180A and/or ZZPY_C51_Q180B, complete the following steps:

1. Remove the Restricted Key Figure for the column “State Ferry System (AQ)”.

2. Add the Sub-Object “State Ferry System (AQ)” to the Restricted Key Figure “State Classified Salaries (AA)”.

3. Add the Other Goods and Services “EZ” to the Restricted Key Figure “Total Gross Pay”.

· If you want to update your existing query for ZZPY_C51_Q450, complete the following steps:
1. Add the Other Goods and Services “EZ” to the Restricted Key Figure “Sub Object Gross”.

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

Email Contact: ServiceCenter@dop.wa.gov
Earnings Statements in ESS 01/28/10 – CR 12892

DOP Information Systems Communication – 01/28/10
What?
Earnings and Deductions Statements – Refresh Schedule

Who?

HRMS HR and Payroll Offices

Why?
Remind agencies of refresh schedule in ESS
When?
Distribute immediately
Message:
DOP has completed a Change Request to refresh employee Earnings and Deductions Statements in Employee Self Service (ESS) as of January 26, 2010. The schedule is available on the ESS Welcome screen, and separate notification won’t be sent to state employees.

Employees will be able to view only the last statement of 2009 (12/24/2009), and all 2010 statements, however employees can obtain prior statements from their agency payroll offices. 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.

· DOP Website – Payroll Tab. Employees can find information on logging into ESS, tips and helps, as well as this updated “sample” Earnings Statement with roll-over field descriptions:
Updated – How to Read Your Earnings Statements. Available on the DOP website, Payroll > Employee Self Service > How to Read Your Earnings Statements.

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

Email Contact: ServiceCenter@dop.wa.gov
Update Wage Types 4508 and 4532 for Union Dues – 01/28/10 CR 12834
DOP Information Systems Communication – 1/28/10

What?
Update Wage Types 4508/4532 for Union Dues
Who?

HRMS HR and Payroll Offices
Why?
Wage Types updated for union dues percentage and max

When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to update two wage types for union dues changes, effective 2/1/2010 for the 2/25 payroll. No agency action is required.

· WT 4508 SEIU, Dist. 1199 NW 1.65% - percentage change and new maximum of $80

· WT 4532 SEIU Dist 1199 NW 1.38% - percentage change and new maximum of $67

The Wage Types Index on the DOP website has been updated with these changes.

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

Email Contact: ServiceCenter@dop.wa.gov
Medical & Dental Dependent Coverage Descriptions – 1/28/10 CR 12925
DOP Information Systems Communication – 1/28/10

What?
Medical & Dental Dependent Coverage Descriptions
Who?

HRMS HR and Payroll Offices
Why?
Codes have been changed from SSDP to DP

When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to update the family composition descriptions for medical and dental coverage for domestic partners on Infotype 0167 Health Plans from SSDP (same sex domestic partner) to DP (domestic partner). The change is effective immediately, and no agency action is required.

This is due to a change in the law (SB 5688) which allows health coverage for certain opposite sex domestic partners (in addition to the existing provisions for coverage of same sex domestic partners). Since the rates and tax treatment are the same for both opposite and same sex domestic partners, the existing descriptions have been changed from SSDP to DP and will be used for both.

The following descriptions have changed:

	Dependent Coverage Code
	New Description
	Old Description

	MED5
	Emp + NQ DP
	Emp + NQ SSDP

	MED8
	Emp + Child + NQ DP
	Emp + Child + NQSSDP

	DEN1
	Dental + NQ DP
	Dental + NQ SSDP

	DEN4
	Dental + Child + NQ DP
	Dental + Child + NQSSDP


For more information about Dependent Coverage and Domestic Partners, please visit the Health Care Authority’s website: http://www.fuzeqna.com/perspay/consumer/search.asp?catID1=42
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@dop.wa.gov
PU19 Tax Reporter Now Available – 1/21/10

DOP Information Systems Communication – 1/21/10

What?
PU19 Tax Reporter Now Available
Who?

HRMS HR and Payroll Offices
Why?
Tax Reporter available for access in HRMS

When?
Distribute immediately

Message:
Transaction PU19 Tax Reporter is now available to users having the Tax Reporter role, and we apologize for the delay in restoring access this morning. Please check your Adjustments (Employee Details) and Errors and Warnings using the updated instructions we are providing: PU19 Tax Reporter W-2 Annual Processing Procedures.

We suspended access to PU19 Tax Reporter at 6:00 p.m., January 8 until today to prevent any conflict with statewide W-2 processing. 

All manual adjustments completed by 6:00 p.m., January 8 are included on the W-2s for 2009, which have been distributed to employees by Consolidated Mail Services. Any manual adjustments entered at this time will need Forms W-2C/W-3C.
If your agency has not yet assigned the SR3P_DE_TAX_REPORTER role, please have your agency security administrator complete that process immediately or you won’t have access to Tax Reporter. Review the 11/09/2009 HRMS Communication New Role for PU19 Tax Reporter.
Note: A few agencies will see two W-2 production runs. For those with two entries, the one dated 01/01/2010 will be the more current.

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

Email Contact: ServiceCenter@dop.wa.gov
SAP GUI Patch 15 and BI Patch 1100 are available for download  – 1/14/10

DOP Information Systems Communication – 1/14/10

What?
SAP GUI Patch 15 and BI Patch 1100 are available for download
Who?

Agency technicians who maintain desktops for HRMS business users

Why?

The patch fixes a variety of errors on SAP GUI 7.1 (the HRMS interface for business users)

When?
Notify your agency IT staff immediately, patches should be installed as soon as possible

Message:
SAP GUI Patch 15 and BI Patch 1100 are available at the HRMS Technical Resources site. These downloads should be installed only by an IT technician. You can review the complete list of fixes for both patches at the website link provided.

If you are not your agency’s technical/network contact, please forward this important information to the appropriate person immediately.
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@dop.wa.gov
2010 Medical Aid Rates - 01/11/10

DOP Information Systems Communication – 01/11/10

What?
2010 Medical Aid Rates 

Who?

HRMS HR and Payroll Offices

Why?
2010 L&I Medical Aid Rates have been updated in HRMS 

When?
For immediate distribution

Message: 
DOP has updated HRMS for the 2010 L&I (Labor and Industries) Medical Aid rates effective for the 1/25/2010 pay date.

Along with the rate changes, we have added new Risk Class codes, inactivated any codes no longer used, and made changes to sub codes (review 9/9/09 HRMS Communication describing field length changes to accommodate sub codes: Medical Aid Rate Codes.)
To view the new 2010 Medical Aid rates use report ZHR_RPTPYU05 Medical Aid Rates by Override Group. To run the report, use the Effective Date 01/16/2010, or use Statewide Variant SWV Med Aid and enter the Pers. Area (from OG Text). Payroll simulations for the 1/25/2010 pay date will now reflect the 2010 rates.

Note: If your agency receives any Medical Aid rate change notices during the year, please forward that information to the DOP Service Center so we can make updates.

Questions? Contact:

DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@DOP.WA.GOV
Role Security Updates - 01/27/10 – CR 12778
DOP Information Systems Communication – 01/27/10
What?
Role Security Updates
Who?

HRMS HR and Payroll Offices

Why?
Personnel Administration Inquirer and Organizational Management Inquirer Roles have been updated
When?
Distribute immediately
Message:
DOP completed a Change Request in HRMS to correct security for the Personnel Administration Inquirer and Organizational Management Inquirer roles. No agency action is required.
This change affects users who have either of the following role combinations:

	
	Role
	
	Role

	User has:
	Personnel Administration Inquirer
	and
	Personnel Administration Processor

	User has:
	Organizational Management Inquirer
	and


	Personnel Administration Processor


Users with access to statewide employee information will now be able to view only the following Infotypes. This corrects a defect when the roles were originally created that inappropriately allowed statewide view access to all Infotypes.

· Infotype 0000 Actions
· Infotype 0001 Organizational Assignment
· Infotype 0002 Personal Data
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@dop.wa.gov
PPA Meeting January 27, 2010 – 01/27/10

DOP Information Systems Communication – 01/27/10

What?
PPA Meeting January 27, 2010


9:00 a.m. to noon


OB-2 Auditorium
Who?

HRMS HR and Payroll Offices

Why?
Agenda
When?
For immediate distribution

Message:
The agenda for the first PPA meeting of the year has been posted on the DOP website. The meeting is Wednesday, January 27 from 9:00 a.m. to noon in the OB-2 Auditorium. Please print the handouts below and bring them with you to the meeting.

This month’s meeting will include information from DOP about the impact of budget cuts on DOP services. Also, we’ll have the first presentation of the PPA Cross-Agency 035 Reconciliation Workgroup. We’re sure you’ll find the information they will share on General Ledger (GL) 5187 Medical Aid and Industrial Insurance Premiums very helpful. The workgroup will continue to develop presentations on other GLs throughout the year.
Handouts – please print and bring these to the meeting:

· 035 Reconciliation – GL 5187:

LNI Reconciliation Overview
LNI Reconciliation Worksheet
· DSHS Division of Child Support Contact and Program Information:
DCS Contacts
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Employment Security Department Notice – 1/25/10

DOP Information Systems Communication – 1/25/10

What?
Employment Security Department Notice EMS 6500
Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of erroneous notice
When?
Distribute immediately

Message:
Your agency may have received an EMS 6500 notice from (ESD) Employment Security Department, notifying you of incomplete information on your EMS 5208 Quarterly Tax Report for 4th quarter, 2009. Per DOP and ESD, you may disregard this information and no agency action is required.
This notice was produced in error due to a timing issue regarding unemployment insurance reporting updates in HRMS. See the sample notice below. Again, you may disregard this notice – you do not need to fill the notice out and return to ESD.
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Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@dop.wa.gov
Annual Sick Leave Buyout – Final – 01/14/10

DOP Information Systems Communication – 01/14/10

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.

If you need to make corrections or adjustments for eligible Sick Leave Buyout information that is not reflected in the final processing, you may create manual Sick Leave Buyout Statements using this blank electronic copy of the Sick Leave Buyout Statement form. (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 31.

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 12/31/2009, 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 12/31/2009, 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 (2009) sick leave balance minus 480 hours
	Formula #2

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

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

-480 hours
   67 hours
	96 hours

- 8 hours
88 hours
	67 is less than 88

67 = eligible buyout hours for Employee A

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

-480 hours
 320 hours
	96 hours

- 8 hours
88 hours
	88 is less than 320

88 = eligible buyout hours for Employee B


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

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

· The rate of pay is based upon the employee’s hourly rate, if the employee is hourly. If the employee is salaried, the hourly rate is determined by dividing the period salary by 87 (2088 annual hours / 24 payroll periods).

Preparing for Sick Leave Buyout for 2010:

This is a reminder to continue to use the text note **YYYY procedure (please see the 12/17/2009 Updating Prior Year Quota Corrections communication) to help control how quota corrections to adjust sick leave are reported on the Sick Leave Buyout reports and statements. If the quota corrections for sick leave pertain to a year that is prior to the buyout reporting year, (2010 for this year), you should create a text note on the quota correction record **YYYY where YYYY is the year that the quota correction pertains (for example, 2009 if the correction is for 2009).

This also pertains to sick leave that is returned from donations. If the sick leave that is being returned was donated in a prior year, you should create a text note **YYYY on the quota correction that is created from the leave return process that indicates the year that the sick leave was donated.

Following this procedure at the same time that you are creating quota corrections will ensure accuracy for the year end Sick Leave Buyout reports process and save you from having to enter all the text notes at the end of the year.

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

Email Contact: ServiceCenter@DOP.WA.GOV
Reminder: Payroll Processing Day 2 on Saturday – 1/14/10

DOP Information Systems Communication – 1/14/10

What?
Reminder: Payroll Processing Day 2 on Saturday

Who?

HRMS HR and Payroll Offices
Why?
Remind agencies Day 2 is on Saturday, January 16

When?
Distribute immediately

Message:
DOP reminds agencies that Day 2 of the payroll process for the January 25 pay date is on Saturday, January 16, 2010. HRMS will be available from 6:00 a.m. to 6:00 p.m., Day 1 RPCIPE and ALAS errors will be posted and emailed as usual, however the DOP Service Center won’t be staffed.

When the 2010 calendars were initially drafted according to the formula based on state paydays, state and federal holidays, payroll processing, and electronic banking timelines, the schedule for the January 25 pay date began with Day 1 on Thursday, January 14. Since this was two days back into the previous pay period, we adjusted the schedule so that Day 1 fell on Friday, January 15.

One of the many factors we consider when creating the calendars is when the ACH file must be transmitted to the financial institutions. In this case, we had to schedule Day 2 on Saturday, January 16 in order to provide enough time for all activities, including the ACH process.

The 2010 January-June HRMS Payroll Calendar and the 2010 July-December HRMS Payroll Calendar are available on the HRMS Support Web site on the Payroll Calendars & Schedules page.

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

Email Contact: ServiceCenter@dop.wa.gov
Form W-2 Wage and Tax Statement Information – 01/13/10

DOP Information Systems Communication – 01/13/10

What?
Form W-2 Wage and Tax Statement Information

Who?

HRMS HR and Payroll Offices

Why?
Provide information regarding the Form W-2 process and print/distribution information

When?
For immediate distribution

Message: 
On Monday, January 11, 2010 HRMS started producing the employee W-2 files. DIS (Department of Information Services) will print the W-2s and CMS (Consolidated Mail Services) will mail them to employees by January 20, 2010.

The 2009 W-2 print includes the mandatory copies B and C with the Notice to the Employee printed below, and does not include the State and Local copies. 

If you determine any W-2s are incorrect, you will need to create a W-2C and a W-3C. The Form 6559 Transmitter Report and Summary of Magnetic Media, and W-3C which lists your agency totals for some W-2 fields, are available in the Tax Reporter Log Manager.

We will restore access to transaction PU19 Tax Reporter to the “Tax Reporter” role on January 21. Once access is restored, you should check the Tax Reporter Log Manager for Errors and Warnings that may have resulted from the W-2 process and take the appropriate action to ensure wages and taxes are correctly reported.

We will provide more information on January 21, including updated PU19 Tax Reporter procedures.

The OLQR is a great resource for year-end process information and instructions: Home > Payroll > Human Resource Management System > On-Line Quick Reference > HRMS Reports. Click on Year End Reports for a list of reports you should run. For example, you’ll find instructions for running the Tax Exempt Status Report ZHR_RPTPY661 to find employees who have claimed exempt tax status.
Questions? Contact:

DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@DOP.WA.GOV
Update: Access has been restored - -1/08/10

UPDATE:

We have now successfully restored access to PU19 Tax Reporter and you may continue to enter any remaining manual YTD adjustments. Again, we apologize for the inconvenience, and as stated below, you now have until 6:00 p.m. tomorrow (Saturday, January 9) to complete your entries, if needed.

PU19 Tax Reporter Update - 01/08/10

DOP Information Systems Communication – 01/08/10

What?
PU19 Tax Reporter UPDATE
Who?

HRMS HR and Payroll Offices

Why?
Schedule update
When?
URGENT
Message: 
DOP had previously notified you we would suspend access to PU19 Tax Reporter at 6:00 p.m. today to prevent conflict with statewide W-2 processing. Unfortunately, during our transport process today, the PU19 transaction was suspended at 2:00 p.m. We are restoring access to PU19 as quickly as possible and will adjust our schedule to allow you more time to enter your final manual adjustments.

We will let you know immediately once access to PU19 is restored today. We will delay our process to remove access until 6:00 p.m. tomorrow, Saturday, January 9 to give you additional time to enter any final adjustments you may have. Access will be restored at 6:00 a.m. on January 21, as previously communicated.
We apologize for any inconvenience this may cause you and will implement all necessary safeguards to prevent this from happening in the future.

Questions? Contact:

DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@DOP.WA.GOV
Update: Microsoft Security Patch KB974455 – 01/08/10

UPDATE: 

 Microsoft has provided an update to the information described in the 10/20/2009 HRMS Communication (below) regarding a workaround for a security patch issue involving Single Sign On (SSO) to the HRMS Portal. Please see the new yellow highlighted information in FAQ #1 (Microsoft  correction posted 1/8/2010) on the HRMS Technical Resources site. 

Note: This information is directed to your Agency Technical Staff.

 
HRMS Technical Communication 10/20/09

What?             Microsoft Security Patch KB974455

Who?                  Agency Technical Staff

                        Please route to appropriate staff

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

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

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

If you have installed Security Patch KB974455 (or intend to in the future), and wish to apply Microsoft’s workaround, your technical staff responsible for these types of updates can access the HRMS Technical Resources site. Click on the FAQs for the instructions to make the registry entry change so professional users can continue to use SSO when accessing the Portal.    01/08/10 – please see new yellow highlighted information in FAQ #1 (Microsoft  correction posted 1/8/2010)
Please note that if you chose not to use the Microsoft workaround, or your technical staff is delayed in making this registry entry change, your professional users may still access the system by entering their state email address and network password when prompted.

No further information is available at this time.

Questions? Contact:
DIS  Servicedesk: (360) 753-2454

Email Contact: servicedesk@dis.wa.gov 
Annual Sick Leave Buyout Processing Information and Reports – Second Test – 01/08/2010

DOP Information Systems Communication – 01/08/10

What?
Annual Sick Leave Buyout Processing Information and Reports for Second Test
All corrections must be completed by 6:00 p.m. January 13

Who?

HRMS HR and Payroll Offices

Why?
Sick Leave Buyout reports from second test process are ready for review
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: We created a second test and processed Sick Leave Buyout Reports on January 7. Spool reports are now available for review. Hopefully, you were able to review results from the first test run on December 22. 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 13, 2010.

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

1. Changes in Employee Sub Group and/or Employment Percent may affect 2009 Sick Leave accruals reported on the Sick Leave Buyout statements and reports. Sick leave accruals that are reported for the Sick Leave Buyout statements and reports are based upon the availability date of the accrual. Employees should ordinarily have only 12 months of accruals, but a change in employee sub group or employment percent (for example, part time to full time, monthly to hourly, or from or to 100% employment percent) 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 employee whose sick leave availability date is normally the 1st of the following month will have their December 2008 sick leave accrual available on January 1, 2009 and their December 2009 accrual available on January 1, 2010. If there are no master data changes, they will have 12 months of accruals in each year. However, if the employee sub group is changed to Monthly and their employment percent is 100% in January 2009, the availability date of the monthly accruals will be the 16th of the accrual month. In this example, the employee will have their December 2008 accrual posted on January 1, 2009 and their January 2009 accrual posted on January 16, 2009. This may cause an employee to appear to have more than 12 months of accruals in 2009 although the employee has only one accrual per month. 

This would also pertain if the employee was changed from or to 100% Employment Percent.
2. Quota Corrections will affect what is reported as Sick Leave Earned for 2009. 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 2009, it will be reported as an adjustment to YTD sick leave accruals for 2009.

Employees reported with more than 96 hours of sick leave accrued for 2009 may have a quota correction dated for 2009 that is an adjustment for a date earlier than 1/1/2009. You should pay particular attention to these hours and determine whether or not quota corrections should be reported as adjustments to sick leave earned for 2009.

Please see 12/17/2009 Updating Prior Year Quota Corrections for updating quota corrections that are adjustments for prior years.

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 2008 or prior, but was returned in 2009:
· If the returned sick leave was effective dated in HRMS on or before 12/31/08, the calculation for the 2009 Annual Sick Leave Buyout 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 01/01/09 or later, the calculation for 2009 Annual Sick Leave Buyout will be impacted because the returned leave will reduce the hours that are reported as sick leave used for 2009.

Please see 12/17/2009 Updating Prior Year Quota Corrections for updating quota corrections that are adjustments for prior years.

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: 1/1/2009 – 12/31/2009

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: 1/1/2009 – 12/31/2009

Personnel Numbers: Enter up to 50 at a time

From Return date: 1/31/2010

“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.

If you determine that the sick leave earned or taken is not reported correctly on the Sick Leave Buyout statement, (possibly due to master data changes), rather than making retroactive changes, you have the option of modifying or creating a Sick Leave Buyout Statement with the desired information. A blank electronic copy of the Sick Leave Buyout Statement form is provided for your convenience, if needed.
Questions? Contact:

DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@DOP.WA.GOV
HRMS Communications Listserv Subscriptions 01/07/10
DOP Information Systems Communication – 01/07/10
What?
HRMS Communications Listserv Subscriptions

Who?

HRMS HR and Payroll Offices



All HRMS Communications Listserv Subscribers

Why?
Changes in email address standards

When?
For immediate distribution

Message: 
You may be aware that the Information Services Board (ISB) adopted a common email address naming convention for Washington State executive branch agencies and agencies headed by separately elected officials. As agencies change to the new naming convention, your subscription to the HRMS Communications listserv may need to be updated.

The new naming convention applies to the “local” portion of the address (to the left of the @) and has been established as firstname.lastname, with some further variations for duplicate names. An example of an email address that complies with the naming convention would be john.doe@dop.wa.gov.
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john.doe @ dop.wa.gov




Agencies making the change to the ISB’s naming convention usually keep the old addresses available as “aliases” for a period of time determined by each agency. At some point before your agency removes the aliases you will need to either change your subscription or re-subscribe to the HRMS Communications listserv in order to keep receiving important messages about the state’s HR and payroll system.

What do I need to do, and when?

· If your agency has completed the change to the ISB’s naming convention, there is no reason to wait and you should update your subscription soon.

· If you self-subscribed to the HRMS Communications listserv after July 10, 2008, you will have an account and password, and you may change your subscription at any time at http://listserv.wa.gov/cgi-bin/wa?A0=HRMSCOMMUNICATIONS.
· Prior to July 10, 2008, you may have been automatically added to the HRMS Communications listserv because you were a member of the old PERSPAYREPS listserv or internal DOP Outlook distribution lists used during the HRMS Project. You may create your own account using your new email address by going to:
http://listserv.wa.gov/cgi-bin/wa?A0=HRMSCOMMUNICATIONS. To register and create a password, click on “Log In” and then “get a new LISTSERV password.”
· If your agency has not yet completed the change to the ISB’s naming convention, please make sure you follow the instructions above to subscribe or re-subscribe soon after your agency completes the process.

· If you know someone in your agency who needs to receive the HRMS Communications but is not yet a subscriber, please have them follow the above instructions to subscribe, using their new email address.

Note: If you have a Portal professional user account where you log in using Single Sign On (SSO) (https://myhrms.wa.gov/irj) or your email address as your userid, you will receive a separate communication regarding how this change may impact your system access.

For more information, you may review the following: E-mail Address Naming Standard (doc), located on the Information Services Board (ISB) website: http://isb.wa.gov/policies/enterprisearchitecture.aspx
Questions? Contact:

DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@DOP.WA.GOV
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