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HRMS December Release – 12/30/2010 

DOP Information Systems Communication – 12/30/2010
What?
Final HRMS December Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the December 28 Release. This represents a total of 28 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 14 CRs since the November Release on an exception schedule. Additionally, we implemented 9 CRs as part of the Support Package Stack updates. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

The 28 CRs for December include updating HRMS to correctly record holiday hours in payroll for salaried employees not on a 24/7 schedule which will allow for correct reporting.  In addition, DOP has updated HRMS to reflect Public Employee Benefits Board (PEBB) 2011 employee medical and dental (imputed income only) rates. These rates are effective January 1, 2011 for the January 10th pay date. Also, for the Marine Division, the IRS is updating the mileage rate to .51 cents per mile.
Some of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing.  Also, two more agencies elected “no print” of Earnings and Deductions Statements, effective with the January 10 pay date.
Click here for the December Release and additional information:  December 28, 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
2011 Tax Related Changes – 12/30/2010 

DOP Information Systems Communication – 12/30/2010
What?
2011 Tax Related Changes 
Who?

HRMS HR and Payroll Offices
Why?
2011 Tax Related Changes
When?
Distribute immediately
Message:
As a result of the recently passed Tax Relief, Unemployment Insurance

Reauthorization, and Job Creation Act of 2010, changes will be made to the following for 2011:

· The employee tax rate for social security is 4.2%, for employers it will remain at 6.2%, the wage base limit will also remain at 106,800.00.

· The state unemployment maximum is $37,300.00.
· The Federal Advance Earned Income Credit (EIC) Payment will be discontinued effective January 1, 2011. There will be no Advance Earned Income Credit calculated in payroll starting with the January 10th 2011 payroll.
· Updates to Withholding tax table.

Resources:

http://www.irs.gov/pub/newsroom/notice_1036.pdf 

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Manual Adjustments in HRMS – 12/28/10
DOP Information Systems Communication – 12/28/10
What?          Manual Adjustments in HRMS

Who?           HRMS Payroll and Financial Offices

Why?           Tax Reporter Role suspended on January 8, 2011

When?         Distribute immediately 
Message:     Agencies should complete any year-to-date manual adjustments in HRMS for your agency in Tax Reporter PU19 by 6:00 p.m. January 7, 2011. We are providing instructions for making manual adjustments: Manual Adjustment Instructions.

Manual adjustments may be required for over or under payments for prior calendar years. In addition to entering manual adjustments, you may also make adjustment corrections (modify or delete entries), and enter manual deposits.

Tax Reporter PU19 manual entries:
Using the instructions provided, enter all manual adjustments that affect the 2010 Form W-2 Wage and Tax Statement by 6:00 p.m. January 7, 2011.

· Any manual adjustments entered by 6:00 p.m., January 7, 2011, will be included on the W-2 and your IRS Form 941 Employer's Quarterly Federal Tax Return (4th Quarter IRS 941 Report).

· Any manual adjustments entered after January 7 but before you execute your agency’s IRS 941 production run for the 2010 tax year will be included on your 4th Quarter IRS 941 Report, but you may need to complete a Form W-2C and W-3C.

· Any manual adjustments entered after January 7 and after you execute your agency’s IRS 941 production run for 2010 will not be included on your 4th Quarter IRS 941 Report or W-2. You may need to complete a Form W-2C and W-3C, and a 941-X.

	Manual Adjustments Entered:
	Manual Adjustments Entered:
	Will Be Included On:
	Will Require:

	By 1/7/2011, 6 p.m.
	
	Form W-2
4th Quarter IRS 941 Report
	N/A

	After 1/7/2011, 6 p.m.
	But prior to executing your agency’s IRS 941 2010 production run
	4th Quarter IRS 941 Report
	W-2C
W-3C

	After 1/7/2011, 6 p.m.
	And after executing your agency’s IRS 941 2010 production run
	N/A
	W-2C
W-3C

941-X


PU19 Tax Reporter access:
We will suspend access to PU19 Tax Reporter at 6:00 p.m., January 7 until 6:00 a.m. January 20, 2011 to prevent any conflict with statewide W-2 processing. This means that all manual adjustments must be completed by 6:00 p.m. on January 7 to be included on the W-2 for 2010.

Important Reminder:
Identify staff that should have access to the HRMS Tax Reporter role, and have your agency security administrator assign the role as soon as possible.

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

Email Contact: servicecenter@dop.wa.gov
Employee Overpayments – 2010 Tax Adjustments – 12/28/10
DOP Information Systems Communication – 12/28/10
What?          Employee Overpayments – 2010 Tax Adjustments

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

Message:     Since you are no longer able to adjust 2010 taxes through the payroll process in HRMS, you will need to make master data changes to employees who will continue to make repayments in 2011 for overpayments that occurred in 2010 or earlier. Employees who have any Wage Type (WT) 3223-RepayPlan Deduction payments on Infotype (IT) 0014-Recurring Payments/Deductions, and WT3224-Repay Balance on IT0015-Additional Payments will need their master data adjusted to net payment deductions.
This procedure is for any active repayment plans that started in 2010 and continue in 2011 for gross overpayments that employees are paying back to agencies.
You should use the following procedure to make the necessary adjustments:

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

2. On the Display payroll results table PC_PAYRESULT, locate each employee’s December 23rd payroll and record the amounts displayed as WT3224 and WT3225-Repay Total. WT3224 in the results table will reflect the remaining balance and WT3225 will reflect the total payments made to date.

3. Access the employee’s record in PA30, and on IT0014 use the edit button (pencil) to change the end date of the WT3223 payment to 12/15/2010. Save. The WT3224 balance will be presented and the amount should be changed to match the WT3225 amount that was recorded in step 2 from the payroll results table. Do not change the date.

4. Take the remaining balance amount from WT3224 that was recorded in step 2 from the payroll results table and calculate the net amount to be repaid in 2011.

5. This new net amount needs to be set up in IT0014 with WT3101-DB: Agency Reimbursement. Once saved, it will trigger a WT3111-Agency Reim Bal on IT0015. The start date should be 12/16/10 to the estimated end date. Unlike the WT3223/3224, the declining balance will function as designed for WT3101/3111 so there is no need to be period-specific with the deduction and balance amounts. (Helpful reminder – amounts entered with WT3101 are posted to GL1324.)

6. Run a pay simulation for period 01/2011 (transaction PC_M10_CALC_SIMU). 

7. Review the results table from this pay simulation for period 24/2010 and verify that there is a WT3223 deduction, a WT3225 repay total, but no WT3224 balance. This will verify that the WT3223/3224 has been properly ended. A remaining WT3224 balance will cause problems if future overpayment recoveries are attempted, so you should contact the DOP Service Center for assistance. 
8. Review the results table from period 1/2011 to validate the correct amount is being deducted with WT3101. You should also see a WT3111-Agency Reim Bal and a WT3121-Agency Reimb Total.

You can also find more information for collecting overpayments from a prior year on the OFM Website: Accounting > Administrative and Accounting Resources > Payroll > Related Topics> Garnishments & Overpayments > Salary Overpayments > http://www.ofm.wa.gov/resources/payroll/garnish_and_overpymts.asp
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: servicecenter@dop.wa.gov
Annual Sick Leave Buyout Processing Information and Reports – 12/22/10
DOP Information Systems Communication – 12/22/10

What?          Annual Sick Leave Buyout Processing Information and Reports

Who?           HRMS HR and Payroll Offices

Why?           First test run available

When?         Distribute immediately

Message:      DOP has prepared the first test run of the Sick Leave Buyout reports and the spool reports are now available for review. Agency action may be required.
We will be running a second test after 6:00 p.m. on Tuesday, January 6, 2011 and spool reports will be available the next morning. This will provide you with a second opportunity to review results before the final processing begins after 6:00 p.m. on Tuesday, January 13, 2011.

Understanding and Verifying Sick Leave Buyout Hours

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

· Total Sick Leave Hour Adjustments for 2010

· Total Donated Sick Lv Hrs Returned in 2010

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

More information:

· Total Sick Leave Hour Adjustments for 2010 – these Hours could include either Infotype 2013 Quota Corrections or Infotype 0416 Time Quota Compensation with “Do Not Account” indicated

If the adjustments are Quota Correction records:

Quota corrections are regarded as adjustments to Sick Leave earned and will affect what is reported as Sick Leave earned on the Sick Leave Buyout reports and statements. Sick Leave earned hours are used to determine buyout eligibility and the amount of payment. Quota corrections, like other types of records in HRMS, are date effective. If the quota correction is dated for 2010, it will be included in what is reported as Sick Leave earned for 2010.

Quota corrections that are effective dated in 2010, but are actually intended to correct prior year Sick Leave earned hours or balances, will incorrectly be reported as Sick Leave earned for 2010. Please see the 12/17/2009 Updating Prior Year Quota Corrections communication for adding a text note **YYYY to the IT2013 - quota correction records to prevent these records from adjusting the reported hours for Sick Leave earned in 2010.

If the adjustments are Quota Compensation Records with “Do Not Account” to reduce Sick Leave quota for 2010:

Quota Compensation records (0416) with “Do Not Account” box checked that were not created using the shared leave transfers (0613) could either be donations to another agency or could be adjustments to reduce Sick Leave quota balances. These records will reduce the reported hours for Sick Leave earned for the year that it is effective dated. You will need to determine if they should reduce the reported hours for Sick Leave earned on the Buyout reports for 2010. If these records are adjustments for prior year accruals or are donations to an employee in another agency, you will need to determine how these records should be reported and ensure that these are reported correctly on the Sick Leave Buyout Statement. A sample Sick Leave Buyout Statement form is included for your convenience.

· Total Donated Sick Lv Hrs Returned in 2010

Sick Leave donations that are dated in 2010 are reported as Sick Leave used on the Buyout reports for 2010. Sick Leave hours that are returned to the donor with an effective date in 2010 will reduce what is reported as Sick Leave used.  Returned Sick Leave hours that are effective dated for 2010 but are being returned from a prior year donation will erroneously reduce the number of hours that are reported as Sick Leave used for 2010. Please see the 12/17/2009 Updating Prior Year Quota Corrections communication for adding a text note **YYYY to the Infotype 2013 Quota Correction records to prevent these from reducing the year-to-date Sick Leave used/taken.

Again, you may make changes in HRMS for those records that impact eligible buyout hours, or manually calculate the eligible hours and create Sick Leave Buyout statements using the Sick Leave Buyout Statement form.

*****Agencies that are “Reporting Only” Agencies*****

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

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

Email Contact: servicecenter@dop.wa.gov
Savings Bond Program Decommissioned in HRMS – 12/21/10
DOP Information Systems Communication – 12/21/2010

What?            Savings Bond Program Decommissioned in HRMS 
Who?             HRMS HR and Payroll Offices
Why?             HRMS impact of U.S. Treasury plan to end paper savings bonds

When?           Distribute immediately

Message:      As of today, DOP has set Infotypes 0103 Bond Purchases and 0104 Bond Denominations to “Inquiry Only” with no further updates allowed.  The DZHR_RPTPYS10 - Display of Savings Bonds Purchases report will remain available in HRMS for historical data.  

We would again like to thank everyone for your success in getting Infotypes 0103 and 0104 end-dated for employees with End Dates greater than November 30.  

As reported previously, DOP has identified a list of potential former employees whose ending payroll results may contain a Savings Bonds Reserve Balance Wage Type 4110 which may still be unresolved.   

 

We ask that you do the following actions depending on your review:    

· If there is a valid Reserve Balance Wage Type 4110 for the employee, you need to update Infotype 0003 Display Payroll Status with the following dates.  This will cause a Payroll to run without causing a Retro on this employee, and refund the reserve balance.

· Earl. pers. RA date:      currently would be set to December 16, 2010

· Run payroll up to:          currently would be set to December 31, 2010

· Create an Infotype 0027 Cost Distribution record specific to the current period dates to avoid a RPCIPE Error. 

· Please follow the OFM GL 5188 Reconciliation Guidelines for further processing.

· If the Reserve amounts were paid outside the system, follow the directions above, ensure the employee is being paid with a warrant, retrieve the warrant before mailing, and cancel the warrant into your Savings Bond Reserve Balance GL 5188.

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

Email Contact: servicecenter@dop.wa.gov
Payroll Processing – 12/23/2010 Payroll – 12/20/10
DOP Information Systems Communication – 12/20/2010
What?          Payroll Processing – 12/23/2010 Payroll
Who?           HRMS HR and Payroll Offices
Why?           Congratulations on final 2010 payroll
When?         Distribute immediately
Message:     The final payroll of 2010 is processing. Your amazing efforts to enter data and make necessary corrections prior to 6:00 p.m. on Friday has resulted in an almost error free final payroll, with just 3 lockouts in more than 60,000 paychecks processed!
We would like to express our thanks to all of you for making 2010 so successful. Congratulations, and please take a well-earned rest before heading into year end and the first payroll of 2011.
2011 will bring new rewards and challenges. Thanks again for your tremendous efforts this payroll, and all year long.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP Support Package Stack Updates to HRMS – 12/17/10  
DOP Information Systems Communication – 12/17/10
What?
SAP Support Package Stack Updates to HRMS
Who?

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

Message:
DOP implemented SAP Support Package Stack updates to HRMS beginning at noon on December 10 through the weekend of December 11 - 12. We previously notified you of these activities on December 3 and sent a reminder on December 9. This communication provides you with the implementation status, as well as any impacts.
The SAP vendor support package is a collection of enhancements and fixes intended to increase the performance and functionality of SAP products, including HRMS applications. After extensive analysis and testing by DOP staff, the updates were successfully completed on schedule with the following impacts:
Impact #1 
The issue communicated on September 15 regarding the 941 Quarterly Report in Transaction PU19 Tax Reporter calculating Balance due and Overpayment incorrectly has been fixed.

Impact #2

When you click on the match code next to the Payment model field on Infotype 0014 Recurring Payments/Deductions and select the button to add a personal list, HRMS will display a “No values selected” message box.  You can choose either “No” or “Cancel” to get a list.  This issue may affect other fields on different Infotypes but the impact seems to be very limited.       
[image: image1.png]Recurting Paymenis/Deducions
Wage Type 261 Charty

Amount A 10.00 USD
Numberiunit 0.00
Assignment Number

Reasonfor Change

Novalues selected

oetese @) e

Payment model





Impact #3 
When the SAP Business Intelligence (BI) Power User accesses “Z” queries via BEx and clicks the [image: image2.jpg]


 (Exit and use the query) or the [image: image3.jpg]


 (Execute…) buttons, they may receive a prompt to save the query.  

Please select No.  The variable selection screen will be displayed so that the user can enter variables and generate the query without saving changes.

SAP vendor is aware of this issue and is working on a fix.
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS SYS FEE Quantity Billing Issue – 12/17/10
DOP Information Systems Communication – 12/17/10

What?
HRMS SYS FEE Quantity Billing issue

Who?

HRMS Payroll Offices – Accounts Payable
Why?
Incorrectly processed November HRMS SYS Fee Quantities
When?
Distribute immediately

Message:
DOP has corrected a processing issue with the November Billing regarding the Quantity for the HRMS System Fee.  Quantities billed for November incorrectly reflected information previously on the October Bill.     

Because of this processing issue on the November Billing, you may notice an adjustment on your December HRISD service invoice.

We apologize for any inconvenience this issue has caused.

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

Email Contact: servicecenter@dop.wa.gov
Email from CMS (GA) re: W-2 Distribution – 12/17/10
December 17, 2010

To:

HRMS HR and Payroll Offices

From:

Consolidated Mail Services (CMS)

Subject:
W-2 Distribution

This message is follow-up to the correspondence sent from the Department of Personnel on November 12, 2010 regarding year-end processing.

2010 Form W-2 Wage and Tax Statements will be distributed by Consolidated Mail Services (CMS) to ensure timely delivery to employees by January 31, 2011.  CMS will be mailing the statements directly to the employees.  

The cost to process is $0.505 per piece and includes inserting, envelope, postage, and delivery to the USPS.  The charges will be reflected on an invoice from CMS addressed to your agency’s billing contact.
There is no need to respond to this email unless you have questions.  Questions can be directed to CMS.

Consolidated Mail Services contact information:

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

Jim Bradley (james.bradley@ga.wa.gov), 360-664-9507

Thank you.

Updated: ESS Forgot Password – 12/15/10
Updated 12/15/10:
We are still experiencing intermittent problems with the forgotten password/password reset feature in the ESS Portal.  The DOP Service Center has received numerous calls from employees attempting to access their earning statements or make personal information changes.  Those employees with “urgent” or “critical” needs are being advised to contact their HR/Payroll/Security Administrator office for assistance.  

DOP continues to work with the vendor to resolve the issue.  Thank you for your patience.
ESS Forgot Password – 12/14/10

DOP Information Systems Communication – 12/14/10
What?
ESS Forgot Password
Who?

HRMS HR and Payroll Offices and Agency Security Administrators

Why?
ESS Forgot Password and Reset Password functionality is not working correctly.  
When?
For immediate distribution

Message:
HRMS ESS Forgot Password link is not functioning correctly. 

During scheduled maintenance performed last weekend, a problem was encountered with the Forgot Password / Password Reset feature.  The ESS Portal is currently down this morning while we correct this problem.

Please share this information with your employees.  As soon as the problem is resolved and ESS is available again, we will send another communication.

Thank you for your patience.

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

Email Contact: servicecenter@dop.wa.gov
Annual Sick Leave Buyout Statements for Reporting-Only Agencies – 12/14/10
DOP Information Systems Communication – 12/14/10
What?
Annual Sick Leave Buyout Statements for Reporting-Only Agencies
Who?

Department of Labor and Industries



Department of Licensing



Liquor Control Board



Department of Revenue
Why?
To ensure employees of reporting-only agencies have the option to participate in the 2010 Annual Sick Leave Buyout

When?
Distribute immediately

Message: 
DOP/ISD will not be processing the Annual Sick Leave Buyout reports and statements for sick leave earned/taken in 2010 for your agency.  Due to your agency having its own internal leave system, and detailed leave activity not being available in HRMS, Department Of Personnel is unable to process Sick Leave Buyout Statements for your employees.

Please ensure that your employees are provided the option to participate in the 2010 Annual Sick Leave Buyout program.  Please contact the DOP Service Center for assistance, if needed.

PLEASE READ BELOW FOR ADDITIONAL INFORMATION TO ASSIST REPORTING-ONLY AGENCIES IN PREPARING THEIR OWN SICK LEAVE BUYOUT STATEMENTS: 
ISD is providing information about how sick leave buyout hours are determined and calculated in HRMS. Also provided is an example of a sick leave buyout statement produced in HRMS. (Note: See WAC 357-31-150 for rules.)
An active employee may be eligible in January of each year, to buy out 25% of any accrued sick leave hours in excess of 480.0 that were accumulated during the prior year if:

· The employee’s sick leave balance at the end of the prior calendar year exceeded 480.0, and 

· The employee’s sick leave accrued was greater than the sick leave taken for the prior calendar year.

The maximum payment is 25% of 96.0 hours = 24.0 hours paid. Compensation for this program will be made at the employee’s rate of salary at the time of payment.
To calculate Sick Leave Buyout:

1. Determine available hours: end of buyout year sick leave balance minus 480 hours 
2. Determine available hours: buyout year sick leave earned minus buyout year sick leave taken/used (taken includes donations) 

3. Eligible buyout hours = the lesser of the results from 1 or 2

Example:  Employee A has 547 sick leave balance as 12/31/2010, has earned 96 hours and taken 8.

· 1.  547 – 480 = 67 
· 2.  96 – 8 = 88 
· 3.  67 is less than 88; eligible buyout hours is 67

Example:  Employee B has 800 sick leave balance as 12/31/2010, has earned 96 hours and taken 8.

· 1.  800 – 480 = 320 
· 2.  96 – 8 = 88 
· 3.  88 is less than 320 so 88 are the eligible buyout hours

	Sick Leave Buyout Calculation

	Determine Available Hours

(
For Employee (

	Formula #1
End of buyout year (2010) sick leave balance minus 480 hours
	Formula #2
Buyout year (2010) 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 12/31/2010; 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 12/31/2010; 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)

Please see example of the sick leave buyout statement included with this communication.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Annual Sick Leave Buyout Processing Information – 12/14/10
DOP Information Systems Communication – 12/14/10

What?          Annual Sick Leave Buyout Processing Information

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

Message:     DOP will be processing the Annual Sick Leave Buyout reports and statements for sick leave earned/taken in 2010 for agencies that maintain leave activity in HRMS. Please review the information, instructions, and schedules below. (This communication does not apply to agencies that do not maintain leave activity in HRMS.)
We will be providing two test runs for you to review and make corrections, and a final processing. The three reports will be available as spool files, and the statements will be centrally printed and distributed or you may pick them up.

Each test process will include:

· a spool file for employees who are eligible to participate in the buyout program (report 681 ZHR_RPTPY681 – GAP 681-Buyout Statements), and

· a spool file for employees who have sufficient quota balances but who used more sick leave than was earned in 2010 (report 007 ZHR_RPTPY007 – Sick Leave Over 480 Hours-Non Elig). 

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

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

	Dec 21 - 6PM:  
	DOP will run Sick Leave Buyout reports – Test Run #1 processing the reports for Report 681 and Report 007.  Spool files for Report Gaps 681 and 007 will be available for you to review next morning.


	Jan 06 - 6PM:
	DOP will run Sick Leave Buyout reports – Test Run # 2 processing the reports for Report 681 and Report 007.  Spool files for Report Gaps 681and 007 will be available for you to review next morning.



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


	Jan 14:
	Final spool files will be available for you to save.
Sick Leave Buyout statements will be available for distribution or pickup - you will be notified when statements are ready for pickup.

You are advised to save these reports as your final records.



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


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


Understanding the Sick leave Buyout process:

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

Remember all quota records are effective dated.
· The Sick Leave Buyout reports extract and report hours that are effective dated in the year that is being reported.

· All accruals, quota corrections, quota compensation records, and absences that affect sick leave and have an effective date within the reporting year will be included in the Sick leave Buyout reports.

· Quota corrections are generally reported as adjustments to quota accruals and will be included in the reported summary for sick leave accruals unless indicated with a specific formatted text note. Please see last year’s communication 12/17/2009 Updating Prior Year Quota Corrections for adding a text note to quota corrections that should not be reported as accruals for the buyout year.  These instructions are also included in the OLQR for returning donated shared leave and creating quota corrections. If an employee has more hours reported as sick leave accrual on the Sick Leave Buyout reports than is allowed, it is likely due to quota corrections for a prior year.  Adding the text note as instructed will exclude these records from the accrual column on the report.

Frequently Asked Questions

1. Who is reported on Report 681, Gap 681 - Buyout Statements and List?

Employees who have a remaining sick leave balance of at least 480 hours as of the last day of the calendar year and who have accrued more sick leave during the calendar year than they have taken.

2. Who is reported on Report 007, Sick Leave Over 480 Hours – Non Elig?

Employees who have a remaining sick leave balance of at least 480 hours as of the last day of the calendar year but who have used more sick leave during the calendar year than they have accrued.

3. What is reported as YTD sick leave accrued?

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

3.2. Quota corrections (increases and decreases) are generally regarded as adjustments to accruals and included in the YTD sick leave accruals. Quota corrections with a start date within the 2010 reporting year will affect what is reported as sick leave accrued for 2010.

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

You can exclude Infotype 2013 Quota Corrections that are adjustments for prior years from what is reported for year to date sick leave accrual for 2010 by adding a text note **YYYY where YYYY indicates the prior year that the quota correction pertains. (Please see the 12/17/2009 Updating Prior Year Quota Corrections communication.)

4. What is reported as sick leave used?

4.1. Sick Leave Absences with effective dates in 2010.

4.2. Donations to shared leave from Sick Leave that are effective dated in 2010 Sick leave donations create quota compensation records.

4.3. Donations returned from Shared leave to Sick Leave that are effective dated in 2010 are considered as returning sick leave that was donated in 2010 and will reduce the amount for sick leave used for 2010.  

Returned sick leave that is for a prior year donation should not adjust what is reported as sick leave used for 2010.

Agencies can exclude Infotype 2013 Quota Corrections that are sick leave returns for prior years’ donations from what is reported for year to date sick leave used for 2010 by adding a text note **YYYY where YYYY indicates the prior year that the returned sick leave quota correction pertains. (Please see the 12/17/2009 Updating Prior Year Quota Corrections communication.)
4.4. All Quota compensation records (Infotype 0416) for sick leave that have an effective date in 2010.

Exception:

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

5. Can agencies run the annual sick leave buyout reports for individual employees to verify corrections?
Yes, you can run these reports for individual employees. 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: 1/1/2010 – 12/31/2010

Personnel Numbers: As needed

“Sick leave balance” is already defaulted at 480
· ZHR_RPTPY681 – GAP 681 – BUYOUT STATEMENTS
Selection Criteria:

Period: 1/1/2010 – 12/31/2010

Personnel Numbers: As needed

From Return date: 1/31/2011

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

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

We will also include a Sick Leave Buyout form in a later communication for agencies that would prefer to manually calculate eligible hours for buyout.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP Business Intelligence (BI) Temporary Layoff Report – 12/14/10 
DOP Information Systems Communication – 12/14/2010

What?
SAP Business Intelligence (BI) Temporary Layoff Report 
Who?

BI End Users / Power Users
Why?
Update Business Intelligence (BI) Temporary Layoff report to include the new Wage Type 1303 (LWOP Tmp Layoff/Agy Action)
When?
Distribute Immediately
Message:       The Temporary Layoff Report ZZPY_M02_QTLR has been updated to include the new agency initiated temporary layoff hours and amounts.  Column headings have also been updated to distinguish between agency initiated and legislatively mandated temporary layoffs.

For additional information reference HRMS Communication of 11/09/2010: “Update to New Absence and Wage Type for Agency Initiated Temporary Layoffs”.

http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/HRMSCommunications.aspx
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: servicecenter@dop.wa.gov

 PPA Website Change – 12/10/10
DOP Information Systems Communication – 12/10/10

What?
PPA Website Change

Who?

HRMS HR and Payroll Offices

Why?
PPA Information is now located on the OFM website
When?
For immediate distribution

Message:
All 2010 and upcoming Personnel/Payroll Association meeting information located on DOP’s website has been relocated to OFM’s website at  http://www.ofm.wa.gov/accounting/ppa.asp.  

You can now find all 2010 and upcoming PPA meeting information, including meeting dates, agenda and minutes, at OFM’s website.  However, all 2008 and 2009 PPA meeting information is still located at DOP’s website.
As usual, we will send you a communication a few days before each PPA meeting.  The communication will include a link to the OFM’s website for access to the meeting agenda and related information.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov

Advanced Earned Income Credit 2nd Notice – 12/09/10
DOP Information Systems Communication – 12/09/2010

What?
Advanced Earned Income Credit 2nd Notice
Who?

HRMS HR and Payroll Offices
Why?
Elimination of Advanced Earned Income Credit; agency action required 

When?
Distribute immediately

Message:
Agency action required.  This is our second notice requesting agencies to update the EIC status field on Infotype 0210 Withholding Info W4/W5 US.  Please review the list provided to determine if your agency still has records that need to be updated.  These updates need to be completed no later than Thursday, December 16.
Agency Payroll Offices will need to end date the current Infotype Withholding Info W4/W5 US 0210 by following the steps below:

· Use the copy button on the current Infotype 0210 using start date 12/24/2010 and end date of 12/31/9999.  

· Change the EIC status number to zero (0).

Note:
Employee should have a current/valid W-4 on file.  If not, per the IRS Publication 15 …. If a new employee does not give you a completed Form W-4, withhold income tax as if he or she is single, with no withholding allowances.
For More Information:

About AEIC - http://www.eitc.irs.gov/central/hot/
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov

2nd Savings Bonds Reserve Balance Review – 12/09/10
DOP Information Systems Communication – 12/09/2010

What?
2nd Savings Bonds Reserve Balance Review
Who?

HRMS HR and Payroll Offices
Why?
Resolve Potential Payroll Reserve Balance in HRMS
When?
Distribute immediately

Message:
The Department of Personnel has identified a list of potential former employees whose ending payroll results may contain a Savings Bonds Reserve Balance Wage Type 4110 which may still be unresolved.   
We ask that you do the following actions depending on your review:    
· If there is a valid Reserve Balance Wage Type 4110 for the employee, you need to update Infotype 0003 Display Payroll Status with the following dates.  This will cause a Payroll to run without causing a Retro on this employee, and refund the reserve balance.
· Earl. pers. RA date:
currently would be set to December 1, 2010

· Run payroll up to:    
currently would be set to December 15, 2010


· Create an Infotype 0027 Cost Distribution record specific to the current period dates to avoid a RPCIPE Error. 

· Please follow the OFM GL 5188 Reconciliation Guidelines for further processing.

· If the Reserve amounts were paid outside the system, follow the directions above, ensure the employee is being paid with a warrant, retrieve the warrant before mailing, and cancel the warrant into your Savings Bond Reserve Balance GL 5188.

DOP would like to thank everyone for your help in end-dating Infotypes 0103 Bond Purchases and 0104 Bond Denominations.  
Reminder:  DOP will be setting Infotypes 0103 and 0104 to “Inquiry Only” after Day 4, December 20. After December 20, no updates will be allowed, however you will be able to view existing data.

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

Email Contact: servicecenter@dop.wa.gov

Reminder: SAP Support Package Stack Updates to HRMS – 12/09/10 
REMINDER: HRMS will be unavailable beginning at noon on Friday, December 10 through the weekend of December 11-12, 2010 due to SAP Support Package Stack Updates. We will provide you with a status and impacts, if any, on Monday, December 13.

Note to BI Power Users and End Users: Due to updates to HRMS, the BI data loads for Friday (December 10, 2010) through Sunday (December 12, 2010) have been rescheduled. The update schedule is:
	Area
	InfoProvider
	Data Load Schedule - Updated due to SAP Support Package Stack Updates to HRMS
	Data Load Schedule - Regular Schedule (occurs 6:00 p.m. – 6:00 a.m.)

	OM/PA
	Staffing Assignments
	No data load on Friday December 10, 2010.
	Weekly (Friday/Saturday)

	OM/PA
	Headcount and Personnel Actions with Military Service Data 
	· No data load for Military Service data on Friday December 10, 2010.
· No data load for Headcount and Personnel Actions on Sunday December 12, 2010.
	Daily (Sunday through Thursday).  Note:  Military Service data loaded Weekly (Friday/Saturday)

	OM/PA
	Headcount and Personnel Actions with Education Data
	No data load for Headcount and Personnel Actions on Sunday December 12, 2010.
	Daily (Sunday through Thursday).  Note:  Education data loaded Monthly (1st Friday of the month).

	OM/PA
	Headcount and Personnel Actions
	No data load on Sunday December 12, 2010.
	Daily (Sunday through Thursday)

	Security
	N/A (structural authorizations for security)
	No data load on Sunday December 12, 2010.
	Daily (Sunday through Thursday)


DOP Information Systems Communication – 12/03/2010

What?
SAP Support Package Stack Updates to HRMS
Who?

HRMS HR and Payroll Offices
Why?
Details and Agency Impact

When?
Distribute immediately

Message:
DOP is applying SAP Support Package Stack updates to HRMS. HRMS, including Business Intelligence (BI) and Employee Self Service (ESS), will be unavailable to users beginning at noon on Friday, December 10 through the weekend of December 11-12, 2010.  We will provide a status of the updates on Monday, December 13.

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

Similar to the support packs and patches that Microsoft provides for Windows and Office products, these stacks are intended to increase the performance and functionality of SAP products. We will implement the current Support Package Stack beginning at noon December 10 through the weekend of December 11-12.  
Prior to implementation, we will have conducted extensive analysis and testing to understand what the updates include and to ensure they do not impact HRMS.

What you can expect:

· DOP resources will be focused on the Support Package Stack implementation, as well as the normal, ongoing activities required for payroll. You may notice delays in responses to Incidents called in to the DOP Service Center. 
· HRMS, BI and ESS will not be available beginning at noon on Friday, December 10 through the weekend of Saturday and Sunday, December 11-12.

· We will notify you on Monday, December 13 of system status and any impacts.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP Support Package Stack Updates to HRMS – 12/03/10 
DOP Information Systems Communication – 12/03/2010

What?
SAP Support Package Stack Updates to HRMS
Who?

HRMS HR and Payroll Offices
Why?
Details and Agency Impact

When?
Distribute immediately

Message:
DOP is applying SAP Support Package Stack updates to HRMS. HRMS, including Business Intelligence (BI) and Employee Self Service (ESS), will be unavailable to users beginning at noon on Friday, December 10 through the weekend of December 11-12, 2010.  We will provide a status of the updates on Monday, December 13.

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

Similar to the support packs and patches that Microsoft provides for Windows and Office products, these stacks are intended to increase the performance and functionality of SAP products. We will implement the current Support Package Stack beginning at noon December 10 through the weekend of December 11-12.  
Prior to implementation, we will have conducted extensive analysis and testing to understand what the updates include and to ensure they do not impact HRMS.

What you can expect:

· DOP resources will be focused on the Support Package Stack implementation, as well as the normal, ongoing activities required for payroll. You may notice delays in responses to Incidents called in to the DOP Service Center. 
· HRMS, BI and ESS will not be available beginning at noon on Friday, December 10 through the weekend of Saturday and Sunday, December 11-12.

· We will notify you on Monday, December 13 of system status and any impacts.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Revised - Savings Bonds Reserve Balance Review – 12/02/10
DOP Information Systems Communication – 12/02/2010

What?
Revised Savings Bonds Reserve Balance Review
Who?

HRMS HR and Payroll Offices
Why?
Resolve Potential Payroll Reserve Balance in HRMS
When?
Distribute immediately

Message:
The Department of Personnel has identified a list of potential former employees whose ending payroll results may contain a Savings Bonds Reserve Balance Wage Type 4110 which may still be unresolved.   
We ask that you do the following actions depending on your review:    
· If there is a valid Reserve Balance Wage Type 4110 for the employee, you need to update Infotype 0003 Display Payroll Status with the following dates.  This will cause a Payroll to run without causing a Retro on this employee, and refund the reserve balance.
· Earl. pers. RA date:
currently would be set to November 16, 2010

· Run payroll up to:    
currently would be set to November 30, 2010


· Please follow the OFM GL 5188 Reconciliation Guidelines for further processing.

· If the Reserve amounts were paid outside the system, follow the directions above, ensure the employee is being paid with a warrant, retrieve the warrant before mailing, and cancel the warrant into your Savings Bond Reserve Balance GL 5188.
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: servicecenter@dop.wa.gov
Savings Bonds Reserve Balance Review – 12/02/10
DOP Information Systems Communication – 12/02/2010

What?
Savings Bonds Reserve Balance Review
Who?

HRMS HR and Payroll Offices
Why?
Resolve Potential Payroll Reserve Balance in HRMS
When?
Distribute immediately

Message:
The Department of Personnel has identified a list of potential former employees whose ending payroll results may contain a Savings Bonds Reserve Balance Wage Type 4110 which may still be unresolved.   
We ask that you do the following actions depending on your review:    
· If there is a valid Reserve Balance Wage Type 4110 for the employee, you need to update Infotype 0003 Display Payroll Status with the following dates.  This will cause a Payroll to run without causing a Retro on this employee, and refund the reserve balance.
· Earl. pers. RA date:
currently would be set to November 16, 2010

· Run payroll up to:    
currently would be set to November 30, 2010


· Please follow the OFM GL 5188 Reconciliation Guidelines for further processing.

· If the Reserve amounts were paid outside the system, follow the directions above and also create a Wage Type 3100 to collect the funds back from the employee.

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

Email Contact: servicecenter@dop.wa.gov
Savings Bonds Program 4th Reminder – 12/02/10
DOP Information Systems Communication – 12/02/2010

What?
Savings Bonds Program in HRMS 4th Reminder
Who?

HRMS HR and Payroll Offices
Why?
HRMS impact of U.S. Treasury plan to end paper savings bonds

When?
Distribute immediately

Message:
This is the fourth of a weekly reminder from DOP that the U.S. Department of Treasury is phasing out the issuing paper savings bonds through employer-sponsored payroll savings plans.  

DOP has provided a list that includes all employees (Active, Inactive, and Withdrawn) who still have Infotypes 0103 Bond Purchases and 0104 Bond Denominations with End Dates greater than November 30, 2010.  

For employees in “Withdrawn” status, below are a few steps to help with ending the Infotypes if your agency is still able to access the records. 

· If there is no Reserve Balance Wage Type 4110 for the employee, then you can end date Infotypes 0103 and 0104 with the last day of the “Current” period.   
· Currently end dates on Infotypes 0103 and 0104 will be November 30, 2010.

· If there is a Reserve Balance Wage Type 4110 for the employee, then you need to end date Infotypes 0103 and 0104 with the last day of the “Prior” period.

· Currently end dates on Infotypes 0103 and 0104 will be November 15, 2010.

· In addition, you need to update Infotype 0003 Display Payroll Status with the following dates.  This will cause a Payroll to run without causing a Retro on this employee, and refund the reserve balance.

· Earl. pers. RA date:
currently would be set to November 16, 2010

· Run payroll up to:
currently would be set to November 30, 2010

Tasks and Timeline:

· Agency Payroll Offices should discourage new enrollments for the savings bonds program through HRMS.

· Agency Payroll Offices should encourage employees who currently purchase bonds through HRMS to migrate off the program as soon as possible:

· Agency Payroll Offices shall end date existing savings bonds on Infotypes 0103 Bond Purchases and 0104 Bond Denominations with an effective date not later than November 30 (for the December 10 pay date).

· Reserve Balances, if any, will be automatically refunded through the system to employees the pay period after bonds have been end-dated on Infotypes 0103 and 0104.
· The December 10 payroll should be the last opportunity to process a deduction for savings bonds.

· After December 10, DOP will run a report to identify any remaining employees who still have active Infotypes 0103 and 0104 records.

· Agencies have until December 17 to make any last-minute entries resulting from the report findings. DOP will set Infotypes 0103 and 0104 to “Inquiry Only” after Day 4, December 20. After December 20, no updates will be allowed, however you will be able to view existing data.

· The DZHR_RPTPYS10 - Display of Savings Bonds Purchases report will remain available in HRMS for historical data.

· If they haven’t done so already, OFM recommends that agencies should reconcile Account 035, General Ledger (GL) 5188 as soon as possible.  This will ensure that the proper amount is accrued in the GL for the final savings bond purchase and refunds to employees.

For More Information:

General information about TreasuryDirect: http://www.treasurydirect.gov/
Frequently Asked Questions About the Elimination of Paper Payroll Savings Bonds: http://www.treasurydirect.gov/news/news_elimination_paperpayrollqa.htm
Specific information about employers not participating in sending direct deposits: 

http://www.treasurydirect.gov/news/news_elimination_paperpayrollqa.htm#notsend
Information about creating an account with TreasuryDirect: http://www.treasurydirect.gov/indiv/indiv_open.htm
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: servicecenter@dop.wa.gov
New Year End Web Page – 12/01/2010 

DOP Information Systems Communication – 12/01/2010
What?
New Year End Web Page
Who?

HRMS HR and Payroll Offices
Why?
DOP has created a Year End web page
When?
Distribute immediately
Message:
The Department of Personnel has created a web page to act as the primary data source for Year End 2010 updates and developments.  We recommend you visit the site on a weekly basis to review the updates and keep apprised of new developments.  

The new web page is located at:
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/YearEnd/  

The page includes the following sections:

Hot Topics

This section will be used to provide information and links to let users know what DOP is currently working on or have included in recent releases and changes that impact the:

· Year End and New Year processing.

· Current or future Calendar Year End process.

· New functionality for the upcoming Year. 
· Federal and State Tax reporting changes.
Troubleshooting Resources 
This section will be used to provide information, instructions and links to Year End topics, to include, a list of frequently asked questions (FAQs) and answers DOP will put together.  We anticipate this to evolve as the web page matures.   
Related Links
DOP has included links to the IRS, SSA, PPA, and some of our partnering central service agencies such as OFM, OST, and HCA.
Communications
Communications and announcements related to Year End 2010 will be sent via the HRMS Communications Listserv and available in this section of the Year End web page.
Sick Leave Buyout
Links to all information related to the Sick Leave Buyout will be included in this section.  Again, DOP will continue to provide the communication as in the past through the listserv for the 2010 Calendar Year End and provide the link on the web page.
SSV - Social Security Verification

Links to all information related to the SSV will be included in this section.  
Savings Bond Program

This section provides information regarding the U.S. Department of Treasury phasing out issuing paper savings bonds through employer-sponsored payroll savings plans.  We have included the recent communications and links related to the savings bond program.   
The DOP Service Center will be the first point of contact in assisting your organization with Year End 2010 and the HRMS Tax Reporter Year End processing.  

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

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

HRMS November Release – 11/29/2010 

DOP Information Systems Communication – 11/29/2010
What?
Final HRMS November Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the November 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 6 CRs since the October 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 11 CRs for November include the creation of new absence type code 9396 LWOP Tmp Layoff/AgyAction and wage type code 1303 LWOP Tmp Layoff/AgyAction to be used by agencies that are implementing temporary layoff days beyond what is required by Temporary Layoff legislation (ESSB 6503). 
Some of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing. 

Click here for the November Release and additional information:  November 23, 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

Savings Bonds Program 3rd Reminder – 11/24/10
DOP Information Systems Communication – 11/24/2010

What?
Savings Bonds Program in HRMS 3rd Reminder
Who?

HRMS HR and Payroll Offices
Why?
HRMS impact of U.S. Treasury plan to end paper savings bonds

When?
Distribute immediately

Message:
This is the third of a weekly reminder from DOP that the U.S. Department of Treasury is phasing out the issuing paper savings bonds through employer-sponsored payroll savings plans.  

DOP has provided a list that includes all employees (Active, Inactive, and Withdrawn) who still have Infotypes 0103 Bond Purchases and 0104 Bond Denominations with End Dates greater than November 30, 2010.  

For employees in “Withdrawn” status, below are a few steps to help with ending the Infotypes if your agency is still able to access the records. 

· If there is no Reserve Balance Wage Type 4110 for the employee, then you can end date Infotypes 0103 and 0104 with the last day of the “Current” period.   
· Currently end dates on Infotypes 0103 and 0104 will be November 30, 2010.

· If there is a Reserve Balance Wage Type 4110 for the employee, then you need to end date Infotypes 0103 and 0104 with the last day of the “Prior” period.

· Currently end dates on Infotypes 0103 and 0104 will be November 15, 2010.

· In addition, you need to update Infotype 0003 Display Payroll Status with the following dates.  This will cause a Payroll to run without causing a Retro on this employee, and refund the reserve balance.

· Earl. pers. RA date:
currently would be set to November 16, 2010

· Run payroll up to:
currently would be set to November 30, 2010

Tasks and Timeline:

· Agency Payroll Offices should discourage new enrollments for the savings bonds program through HRMS.

· Agency Payroll Offices should encourage employees who currently purchase bonds through HRMS to migrate off the program as soon as possible:

· Agency Payroll Offices shall end date existing savings bonds on Infotypes 0103 Bond Purchases and 0104 Bond Denominations with an effective date not later than November 30 (for the December 10 pay date).

· Reserve Balances, if any, will be automatically refunded through the system to employees the pay period after bonds have been end-dated on Infotypes 0103 and 0104.
· The December 10 payroll should be the last opportunity to process a deduction for savings bonds.

· After December 10, DOP will run a report to identify any remaining employees who still have active Infotypes 0103 and 0104 records.

· Agencies have until December 17 to make any last-minute entries resulting from the report findings. DOP will set Infotypes 0103 and 0104 to “Inquiry Only” after Day 4, December 20. After December 20, no updates will be allowed, however you will be able to view existing data.

· The DZHR_RPTPYS10 - Display of Savings Bonds Purchases report will remain available in HRMS for historical data.

· If they haven’t done so already, OFM recommends that agencies should reconcile Account 035, General Ledger (GL) 5188 by November 30, 2010. This will ensure that the proper amount is accrued in the GL for the final savings bond purchase and refunds to employees.

For More Information:

General information about TreasuryDirect: http://www.treasurydirect.gov/
Frequently Asked Questions About the Elimination of Paper Payroll Savings Bonds: http://www.treasurydirect.gov/news/news_elimination_paperpayrollqa.htm
Specific information about employers not participating in sending direct deposits: 

http://www.treasurydirect.gov/news/news_elimination_paperpayrollqa.htm#notsend
Information about creating an account with TreasuryDirect: http://www.treasurydirect.gov/indiv/indiv_open.htm
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: servicecenter@dop.wa.gov

PPA Meeting November 30, 2010 – 11/24/10
DOP Information Systems Communication – 11/24/10

What?
PPA Meeting November 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 Tuesday, November 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 11/30/2010.  Included below are handouts for you to print out and bring to the meeting.

This month’s meeting will cover important year-end information, so please plan on attending.

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

· Year-end information:  2010
· Collecting a 2010 (or prior) overpayment in 2011 
· 941 to W-2 Reconciliation Sample 
· 2011 Tax Deposit Reconciliation 
· Year End OLQR Procedures  
See you Tuesday at the PPA Meeting!

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

Advanced Earned Income Credit – 11/22/10
DOP Information Systems Communication – 11/22/2010

What?
Advanced Earned Income Credit in HRMS
Who?

HRMS HR and Payroll Offices
Why?
Elimination of Advanced Earned Income Credit 

When?
Distribute immediately

Message:
Advanced Earned Income Credit (AEIC) which allowed low and moderate-income employees to receive advance payments of the earned income tax credit (EIC) through their paycheck has been repealed.  The Education Jobs Act of 2010 (IRC §3507) repeals the AEIC for tax years beginning after December 31, 2010.  Therefore, while there will be an Earned Income Credit for 2011 and beyond, there will be no advance payments of the credit.  

After December 31, 2010, employees will no longer be able to claim Advance Earned Income Credit.   

Agency Payroll Offices should inform employees who currently claim this credit that it will no longer be available after December 31, 2010.   

Agency Payroll Offices will need to end date the current Infotype Withholding Info W4/W5 US 0210 by following the steps below:

· Use the copy button on the current Infotype 0210 using start date 12/24/2010 and end date of 12/31/9999.  
· Change the EIC status number to zero (0).

DOP has provided a list of employees currently taking advantage of the Advanced Earned Income Credit that need their EIC status changed to zero (0).  

Note:
Employee should have a current/valid W-4 on file.  If not, per the IRS Publication 15 …. If a new employee does not give you a completed Form W-4, withhold income tax as if he or she is single, with no withholding allowances.
For More Information:

About AEIC - http://www.eitc.irs.gov/central/hot/
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Savings Bonds Program 2nd Reminder – 11/18/10
DOP Information Systems Communication – 11/18/2010

What?
Savings Bonds Program in HRMS 2nd Reminder
Who?

HRMS HR and Payroll Offices
Why?
HRMS impact of U.S. Treasury plan to end paper savings bonds

When?
Distribute immediately

Message:
This is the second of a weekly reminder from DOP that the U.S. Department of Treasury is phasing out the issuing paper savings bonds through employer-sponsored payroll savings plans.  

DOP has provided a list that includes all employees (Active, Inactive, and Withdrawn) who still have Infotypes 0103 Bond Purchases and 0104 Bond Denominations with End Dates greater than November 30, 2010.  

For employees in “Withdrawn” status, below are a few steps to help with ending the Infotypes if your agency is still able to access the records. 

· If there is no Reserve Balance Wage Type 4110 for the employee, then you can end date Infotypes 0103 and 0104 with the last day of the “Current” period.   
· Currently end dates on Infotypes 0103 and 0104 will be November 30, 2010.

· If there is a Reserve Balance Wage Type 4110 for the employee, then you need to end date Infotypes 0103 and 0104 with the last day of the “Prior” period.

· Currently end dates on Infotypes 0103 and 0104 will be November 15, 2010.

· In addition, you need to update Infotype 0003 Display Payroll Status with the following dates.  This will cause a Payroll to run without causing a Retro on this employee, and refund the reserve balance.

· Earl. pers. RA date:
currently would be set to November 16, 2010

· Run payroll up to:
currently would be set to November 30, 2010

Tasks and Timeline:

· Agency Payroll Offices should discourage new enrollments for the savings bonds program through HRMS.

· Agency Payroll Offices should encourage employees who currently purchase bonds through HRMS to migrate off the program as soon as possible:

· Agency Payroll Offices shall end date existing Savings bonds on Infotypes 0103 Bond Purchases and 0104 Bond Denominations with an effective date not later than November 30 (for the December 10 pay date).

· Reserve Balances, if any, will be automatically refunded through the system to employees the pay period after bonds have been end-dated on Infotypes 0103 and 0104.
· The December 10 payroll should be the last opportunity to process a deduction for savings bonds.

· After December 10, DOP will run a report to identify any remaining employees who still have active Infotypes 0103 and 0104 records.

· Agencies have until December 17 to make any last-minute entries resulting from the report findings. DOP will set Infotypes 0103 and 0104 to “Inquiry Only” after Day 4, December 20. After December 20, no updates will be allowed, however you will be able to view existing data.

· The DZHR_RPTPYS10 - Display of Savings Bonds Purchases report will remain available in HRMS for historical data.

· If they haven’t done so already, OFM recommends that agencies should reconcile Account 035, General Ledger (GL) 5188 by November 30, 2010. This will ensure that the proper amount is accrued in the GL for the final savings bond purchase and refunds to employees.

For More Information:

General information about TreasuryDirect: http://www.treasurydirect.gov/
Frequently Asked Questions About the Elimination of Paper Payroll Savings Bonds: http://www.treasurydirect.gov/news/news_elimination_paperpayrollqa.htm
Specific information about employers not participating in sending direct deposits: 

http://www.treasurydirect.gov/news/news_elimination_paperpayrollqa.htm#notsend
Information about creating an account with TreasuryDirect: http://www.treasurydirect.gov/indiv/indiv_open.htm
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: servicecenter@dop.wa.gov

Updated Statewide Variants for Agency Initiated Temporary Layoffs – 11/17/2010 

DOP Information Systems Communication – 11/17/2010
	What?
	Updated Statewide Variants for Agency Initiated Temporary Layoffs

	
	

	Who?
	HRMS HR and Payroll Offices

	
	

	Why?
	Provide updated information about statewide variants to include the new Absence and Wage Type for Agency Initiated Temporary Layoffs

	
	

	When?
	Distribute immediately


Message:
DOP implemented a change to include the new 1303 LWOP Tmp Layoff/AgyAction wage type in the existing statewide variants used to determine part time hours for seniority purposes. During the week of November 8, we updated the Wage Type Reporter PC00_M99_CWTR statewide variants titled SWV HRS PT and SWV HRS PT 2 to include this new Temporary Layoff wage type.

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

Part-Time Hours for Seniority Purposes
Absence Types for Seniority
The Wage Type Reporter PC00_M99_CWTR statewide variants will reflect the new wage types after Payroll Day 1 of the November 24 payroll.

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

New Web Page on Grievance Information - 11/15/10
DOP Information Systems Communication – 11/15/10
What?
New Web Page on Grievance Information 

Who?

HRMS HR and Payroll Offices
Why?
DOP has created new web page on Grievance Information
When?
Distribute immediately

Message:
The Department of Personnel has created a new web page to provide information on Grievances.

How do I find the new Grievance Information page on the web site? The new page is conveniently located at: 

http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/GrievanceInformation.aspx, under the On-Line Quick Reference (OLQR) link on the Payroll tab.  

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Year-End Processing – 11/12/2010
DOP Information Systems Communication – 11/12/10

What?          Year-End Processing

Who?           HRMS Payroll Offices

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

When?         Distribute immediately 
Message:     Please review this communication carefully for 2010 year-end processing information. DOP will be updating agencies as needed to ensure a smooth year-end process. 

You can prepare for year-end processing by reconciling and correcting data that may impact 2010 wage and tax reporting information as early as possible. One of the most critical steps is preparing for an error-free final payroll of the year so that there are minimal manual adjustments or corrections that result in Form W-2C Corrected Wage and Tax Statements, Form W-3C Transmittal of Corrected Wage and Tax Statements, and/or Form 941-X Adjusted Employer's Quarterly Federal Tax Return or Claim for Refund.

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

	Date
	Payroll Processing & Comments for Final 2010 Payroll – 12/23/10
	System Availability Hours
	DOP Service Center Support
Hours

	Wednesday,
December 15, 2010
	Day 1
Normal Schedule

Last day for Cancellations -

Final Off Cycle Workbench Cutoff for 2010

All Savings Bonds effective end date of 11/30/2010
	6 a.m. to 6 p.m.
	8 a.m. to 5 p.m.

	Thursday,
December 16, 2010
	Day 2
Normal Schedule
	6 a.m. to 6 p.m.
	8 a.m. to 5 p.m.

	Friday,
December 17, 2010
	Day 3
Normal Schedule
	6 a.m. to 6 p.m.

	8 a.m. to 5 p.m.

	Monday,
December 20, 2010
	Day 4
Normal Schedule


	Normal Outage
	8 a.m. to 5 p.m.

	Date
	Other 2010 Year-End Activities
	Comments

	Tuesday,
December 21, 2010
	Sick Leave Buyout – 1st Test Reports
	Spool reports will be available Wednesday morning, 12/22/10

	Thursday,
January 6, 2011
	Sick Leave Buyout – 2nd Test Reports 
	Spool reports will be available Friday morning, 01/07/11

	Friday,
January 7, 2011
	Deadline for Manual Year-To-Date (YTD) adjustments for 2010 
	Completed by agencies by 6 p.m.



	Saturday, 

January 8, 2011
	DOP will deactivate Tax Reporter Role
	Agencies will not have access to transaction PU19

	Monday,
January 10, 2011
	Start Statewide W-2 Processing
	W-2s will be distributed by Consolidated Mail Services

	Thursday,
January 13, 2011
	Sick Leave Buyout – Final Processing
	Spool reports will be available Thursday morning, 01/14/11

DOP will contact agencies when Sick Leave Buyout statements are ready

	
	
	

	Thursday, 

January 20, 2011
	DOP will reactivate Tax Reporter Role
	Agencies will regain access to transaction PU19


What can you do to prepare?

Social Security Number (SSN) Verification Report:
We sent the first SSN Verification Errors hardcopy report to you in September. We ran and distributed a second report on November 10th. You should verify and correct any identified errors in HRMS as soon as possible to ensure accurate reporting of employee wages and taxes.

Tax Reporter manual entries:
It is highly desirable to have no errors on the last payroll of the year to prevent manual year-to-date adjustments. You are encouraged to resolve known problems as soon as possible and strive for zero errors. 

You should enter all manual adjustments that affect the 2010 Form W-2 Wage and Tax Statement by 6:00 p.m. January 7, 2011. 

· Any manual adjustments entered by 6:00 p.m., January 7, 2011, will be included on the W-2 and your IRS Form 941 Employer's Quarterly Federal Tax Return (4th Quarter IRS 941 Report).

· Any manual adjustments entered after January 7th but before you execute your agency’s IRS 941 production run for the 2010 tax year will be included on your 4th Quarter IRS 941 Report, but you will need to complete a Form W-2C and W-3C.

· Any manual adjustments entered after January 7th and after you execute your agency’s IRS 941 production run for 2010 will not be included on your 4th Quarter IRS 941 Report or W-2. You will need to complete a Form W-2C and W-3C, and a 941-X.

	Manual Adjustments Entered:
	Manual Adjustments Entered:
	Will Be Included On:
	Will Require:

	By 1/7/2011, 6 p.m.
	
	Form W-2
4th Quarter IRS 941 Report
	N/A

	After 1/7/2011, 

6 p.m.
	Prior to executing your agency’s IRS 941 2010 production run
	4th Quarter IRS 941 Report
	W-2C
W-3C

	After 1/7/2011, 

6 p.m.
	After executing your agency’s IRS 941 2010 production run
	N/A
	W-2C
W-3C

941-X


Federal Reporting:

W-2 Distribution:
W-2s will be distributed by Consolidated Mail Services. Agencies should ensure that employees’ mailing addresses are current and updated as necessary by January 7th.

4th Quarter IRS 941 Report:
We recommend you run this in test mode after each payroll (or at least monthly) to verify your deposits and liabilities are in balance.

You should be completing this process as usual, along with filing the IRS official hardcopy reports to the IRS by the January 31 deadline. However, executing the production run early and filing early for the last quarter of the year is not recommended. You may need to make adjustments reported by employees once they receive their printed W-2s.

· If you have no manual adjustments in tax reporter, you can execute a test run and balance any time after the December 23, 2010 pay date.

· If you have manual adjustments in tax reporter, you should complete all year-to-date adjustments and manual tax deposit entries prior to the January 7, 2011 W-2 print deadline. Execute a test run and balance any time after the December 23, 2010 pay date.

· The execution in production should be executed and filed prior to the January 31 deadline.

· Enter the filing date on the Generation/Filing Dates tab in tax reporter the same date you physically mail the hardcopy report to the IRS.

· Manual adjustments completed after the mailing of the 4th Quarter IRS 941 Report may require a correction using Form 941-X.

OFM Payroll Resources:

The following important items will be discussed at the November 30, 2010 PPA Year-End Meeting.
· Key Dates: End 2010 – Beginning 2011 
· Federal Requirements
· EFTPS Deposits through the OST
· Rates/Limits for 2011
· Tax Deposit Reconciliation/941 to W-2 Reconciliation
· Duplicate Forms W-2
· Emergency Payroll Payments
· Deceased Employee Payments
· Cross-Calendar Year Overpayments
· And more!!
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: ServiceCenter@dop.wa.gov

Social Security Number (SSN) Verification Failure Report – 11/10/2010
DOP Information Systems Communication – 11/10/2010
What?
Social Security Number (SSN) Verification Failure Report 
Who?

HRMS HR and Payroll Offices
Why?

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

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

Savings Bonds Program Reminder – 11/10/10
DOP Information Systems Communication – 11/10/2010

What?
Savings Bonds Program in HRMS Reminder
Who?

HRMS HR and Payroll Offices
Why?
HRMS impact of U.S. Treasury plan to end paper savings bonds

When?
Distribute immediately

Message:
This is the first of a weekly reminder from DOP that the U.S. Department of Treasury is phasing out the issuing paper savings bonds through employer-sponsored payroll savings plans.  

DOP has provided a list that includes all employees (Active, Inactive, and Withdrawn) who still have Infotypes 0103 Bond Purchases and 0104 Bond Denominations with End Dates greater than November 30, 2010.  

For employees in “Withdrawn” status, below are a few steps to help with ending the Infotypes if your agency is still able to access the records. 

· If there is no Reserve Balance Wage Type 4110 for the employee then you can end date Infotypes 0103 and 0104 with the last day of the “Current” period.   
· Currently end dates on Infotypes 0103 and 0104 will be November 15, 2010.

· If there is a Reserve Balance Wage Type 4110 for the employee then you need to end date Infotypes 0103 and 0104 with the last day of the “Prior” period.
· Currently end dates on Infotypes 0103 and 0104 will be October 31, 2010.

· In addition, you need to update Infotype 0003 Display Payroll Status with the following dates.  This will cause a Payroll to run without causing a Retro on this employee, and refund the reserve balance.

· Earl.pers. RA date
currently would be set to November 1, 2010

· Run payroll up to 
currently would be set to November 15, 2010

Tasks and Timeline:

· Agency Payroll Offices should discourage new enrollments for the savings bonds program through HRMS.

· Agency Payroll Offices should encourage employees who currently purchase bonds through HRMS to migrate off the program as soon as possible:

· Agency Payroll Offices shall end date existing Savings bonds on Infotypes 0103 Bond Purchases and 0104 Bond Denominations with an effective date not later than November 30 (for the December 10 pay date).

· Reserve Balances, if any, will be automatically refunded through the system to employees the pay period after bonds have been end-dated on Infotypes 0103 and 0104.
· The December 10 payroll should be the last opportunity to process a deduction for savings bonds.

· After December 10, DOP will run a report to identify any remaining employees who still have active Infotypes 0103 and 0104 records.

· Agencies have until December 17 to make any last-minute entries resulting from the report findings. DOP will set Infotypes 0103 and 0104 to “Inquiry Only” after Day 4, December 20. After December 20, no updates will be allowed, however you will be able to view existing data.

· The DZHR_RPTPYS10 - Display of Savings Bonds Purchases report will remain available in HRMS for historical data.

· If they haven’t done so already, OFM recommends that agencies should reconcile Account 035, General Ledger (GL) 5188 by November 30, 2010. This will ensure that the proper amount is accrued in the GL for the final savings bond purchase and refunds to employees.

For More Information:

General information about TreasuryDirect: http://www.treasurydirect.gov/
Frequently Asked Questions About the Elimination of Paper Payroll Savings Bonds: http://www.treasurydirect.gov/news/news_elimination_paperpayrollqa.htm
Specific information about employers not participating in sending direct deposits: 

http://www.treasurydirect.gov/news/news_elimination_paperpayrollqa.htm#notsend
Information about creating an account with TreasuryDirect: http://www.treasurydirect.gov/indiv/indiv_open.htm
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov

Update to New Absence and Wage Type for Agency Initiated Temporary Layoffs – 11/09/2010
Update to New Absence and Wage Type for Agency Initiated Temporary Layoffs Update – 11/09/2010:

The new absence type 9396 LWOP Tmp Layoff/AgyAction and wage type 1303 LWOP Tmp Layoff/AgyAction codes that were described in the October 28, 2010 communication below are now available to agencies for use in HRMS.

DOP Information Systems Communication – 10/28/2010
What?
New Absence and Wage Type for Agency Initiated Temporary Layoffs 
Who?

HRMS HR and Payroll Offices
Why?
New Absence and Wage Type for use by agencies implementing temporary layoffs not required by ESSB 6503
When?
Distribute immediately
Message:
DOP is creating a new absence type and wage type to be used by agencies that are implementing temporary layoff days beyond what is required by Temporary Layoff legislation (ESSB 6503). For budgetary and legal reasons, we must be able to distinguish temporary layoffs mandated by ESSB 6503 from those initiated by an agency to manage budget reductions or for any other reason allowed by rule or Collective Bargaining Agreement (CBA). The new absence and wage types will have an effective date of November 1, 2010 and will be available to use the week of November 8, 2010. 

We are also changing the title of the existing LWOP Temp Layoff absence type and wage type to indicate that the purpose is due to legislative action.  This will also be effective during the week of November 8th.
New Codes

· Absence Type:
9396 LWOP Tmp Layoff/AgyAction
· Wage Type:

1303 LWOP Tmp Layoff/AgyAction  

The new absence type and wage type will be a clone of the existing LWOP codes used for ESSB 6503 temporary layoffs - they will be configured identically to the existing codes.  

Changes to Existing Codes 

	Type
	Previous Code
	New Code

	Absence Type
	9397 LWOP Temp Layoff
	9397 LWOP Tmp Layoff/LegAction

	Wage Type
	1304 LWOP Temp Layoff
	1304 LWOP Tmp Layoff/LegAction


No changes will be made to the other absence types used for vacation leave or shared leave in lieu of temporary layoff (9398 Vac Lv Temp Layoff and 9399 Shared Lv Temp Layoff). These codes are specifically related to ESSB 6503 legislation and will not be cloned for agency initiated temporary layoffs. 

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

Payroll Processing Strategy for Year End 2010 – 11/08/2010 

DOP Information Systems Communication – 11/08/2010
What?
Payroll Processing Strategy for Year End 2010
Who?

HRMS HR and Payroll Offices

Why?
Errors and Lockouts
When?
Distribute immediately
Message:
Agencies should strive for zero lockouts and this is especially important on the final payroll processing period, December 23, 2010 pay date.  

Zero lockouts afford agencies a smoother year end process and a cleaner transition into the New Year, thus fewer manual processes and adjusting entries are required.

For tips to a zero lockout payroll, DOP recommends the following steps:

· Researching and correcting employees who were locked out from the previous payroll, including employees that are currently off staff or inactive.

· Preparing the Master Data updates for the current period as early as possible.
· Execute payroll simulations for all master data updates and check for claims and redlines.
· Final Off Cycle Workbench is on December 15th 

· Master Data updates for the final pay period should be as complete as possible by close of business December 15, 2010 on Day 1.
· Execute the following reports through Day 1:

· ZHR_RPTPYN06 Preemptive Basic Data Check 

· ZHR_RPTPYN07 Preemptive Time Data Check 

· ZHR_RPTPYN08 Preemptive Compensation Data Check
· Review spool files in HRMS and Payroll & Financial  Errors on the DOP website.
· Execute the following reports on Day 2 and Day 3:

· ZHR_RPTPYN09 Payroll Threshold
· ZHR_RPTPYN33 Payroll Journal (Review Gross to Net)
· ZHR_RPTBNN03 Report for GAP N03 (Retirement exceptions - type code mismatches)

· ZHR_RPTBNN29 EEs with No Retirement Contribution (EE's with missing Retirement Rate %)

· Day 3 should be reserved for corrections, not entering new data. 
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS BI Workshop Schedules – 11/04/10
DOP Information Systems Communication – 11/04/2010

What?  
HRMS BI (Business Intelligence) Workshop Schedules 
             
January through June 2011 
             
HRMS BI Power User Reporting, 01-04-BI01 
             
HRMS BI Custom Reports via the HRMS Portal, 01-04-BI02 

Who?   
All HRMS BI Users 

Why?   
Training schedules are now available 

When? 
Distribute immediately 

Message: The January through June 2011 Workshop Schedules for HRMS BI End Users and HRMS BI Power Users are now available. 

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

Registration Information 


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

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS October Release – 10/29/2010 

DOP Information Systems Communication – 10/29/2010
What?
Final HRMS October Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the October 26 Release. This represents a total of 10 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 3 CRs since the September 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 October include an update to the Agency 70-Day Report / 90-Day Default ZHR_RPTBNN28A report to add an error message when an Infotype 0169 Savings Plans record is missing. We have also updated the Infotype 1018 Position Cost Distribution ZHR_RPTFI1018 and Infotype 0027 Employee Cost Distribution ZHR_RPTFI0027 reports with additional roles. 
Some of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing. 

Click here for the October Release and additional information: October 26, 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
Agency 70-Day Report / 90-Day Default ZHR_RPTBNN28A - 10/29/10 

DOP Information Systems Communication – 10/29/10

What?
Agency 70-Day Report / 90-Day Default ZHR_RPTBNN28A
Who?

HRMS HR & Payroll Offices

Why?
New error message on Agency 70-Day Report / 90-Day Default report 

When?
Distribute immediately

Message:
DOP completed a Change Request in HRMS to update the Agency 70-Day Report / 90-Day Default ZHR_RPTBNN28A report to add an error message when an Infotype 0169 Savings Plans record is missing.  

This type of error can occur when an employee changes agencies and is enrolled in the Public Employees' Retirement System (PERS), School Employees’ Retirement System (SERS), or Washington Teachers' Retirement System (TRS) Plan 3. When a Plan 3 employee changes agencies he or she has a 90 day period to choose a rate option. When the benefits processor performs the appointment change in HRMS they should create an Infotype 0169 Savings Plans record with rate option 0 (zero) (see Step 58 in the Appointment Change Action - Transfer OLQR user procedure). This entry will then place the employee on the Agency 70-Day Report / 90-Day Default ZHR_RPTBNN28A report. If this entry is missed the employee will not appear on the report.  

DOP has modified the report to check for a change in agency (business area) and to verify that the corresponding Infotype 0169 Savings Plans record exists with rate option 0 (zero). If the rate option 0 (zero) record doesn’t exist or if its start date is not the same date as the business area change, then the following error message will be displayed: “No P0169 rec for agy chg”. If you receive this message, you will need to create the missing Infotype 0169 Savings Plans record with rate option 0 (zero) having the same start date as the business area change. This is necessary in order for the employee to default properly if they don’t select a rate option within the 90 day choice period.  
Resources
Appointment Change Action - Transfer OLQR user procedure

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

Email Contact: ServiceCenter@dop.wa.gov
Updated Cost Distribution Report Roles - 10/29/10 

DOP Information Systems Communication – 10/29/10

What?
Updated Cost Distribution Report Roles
Who?

HRMS HR & Payroll Offices

Why?
Updated Cost Distribution Report roles
When?
Distribute immediately

Message:
DOP completed a Change Request in HRMS to update the Infotype 1018 Position Cost Distribution ZHR_RPTFI1018 and Infotype 0027 Employee Cost Distribution ZHR_RPTFI0027 reports with additional roles. Supervisors and inquiry employees will be able to run the reports now. Previously only employees with update capability could run them. No agency action is required.
The following roles have been added to each report:


Infotype 1018 Position Cost Distribution ZHR_RPTFI1018
Centralized
BENEFITS_INQ Centralized Benefits Inquirer

COMP_ANL Centralized Compensation Analyst

FINC_INQ Centralized Financial Inquirer role

HD_SUPPLEMENTAL Central Help Desk Supplemental Transactions and Reports

Decentralized
BENE_PROC Decentralized Benefits Processor

ORG_MGT_INQ Decentralized Organizational Management Inquirer

PAY_INQ Decentralized Payroll Inquirer

PAY_SUPV Decentralized Payroll Supervisor

PERS_ADMIN_INQ Decentralized Personnel Administration Inquirer

PERS_ADMIN_SUPV Decentralized Personnel Administration Supervisor

Infotype 0027 Employee Cost Distribution ZHR_RPTFI0027
Centralized
FINC_INQ Centralized Financial Inquirer role

HD_SUPPLEMENTAL Central Help Desk Supplemental Transactions and Reports

Decentralized
PAY_INQ Decentralized Payroll Inquirer

PAY_SUPV Decentralized Payroll Supervisor

PERS_ADMIN_INQ Decentralized Personnel Administration Inquirer

PERS_ADMIN_SUPV Decentralized Personnel Administration Supervisor

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

Email Contact: ServiceCenter@dop.wa.gov
New Absence and Wage Type for Agency Initiated Temporary Layoffs – 10/28/2010 

DOP Information Systems Communication – 10/28/2010
What?
New Absence and Wage Type for Agency Initiated Temporary Layoffs 
Who?

HRMS HR and Payroll Offices
Why?
New Absence and Wage Type for use by agencies implementing temporary layoffs not required by ESSB 6503
When?
Distribute immediately
Message:
DOP is creating a new absence type and wage type to be used by agencies that are implementing temporary layoff days beyond what is required by Temporary Layoff legislation (ESSB 6503). For budgetary and legal reasons, we must be able to distinguish temporary layoffs mandated by ESSB 6503 from those initiated by an agency to manage budget reductions or for any other reason allowed by rule or Collective Bargaining Agreement (CBA). The new absence and wage types will have an effective date of November 1, 2010 and will be available to use the week of November 8, 2010. 

We are also changing the title of the existing LWOP Temp Layoff absence type and wage type to indicate that the purpose is due to legislative action.  This will also be effective during the week of November 8th.
New Codes

· Absence Type:
9396 LWOP Tmp Layoff/AgyAction
· Wage Type:

1303 LWOP Tmp Layoff/AgyAction  

The new absence type and wage type will be a clone of the existing LWOP codes used for ESSB 6503 temporary layoffs - they will be configured identically to the existing codes.  

Changes to Existing Codes 

	Type
	Previous Code
	New Code

	Absence Type
	9397 LWOP Temp Layoff
	9397 LWOP Tmp Layoff/LegAction

	Wage Type
	1304 LWOP Temp Layoff
	1304 LWOP Tmp Layoff/LegAction


No changes will be made to the other absence types used for vacation leave or shared leave in lieu of temporary layoff (9398 Vac Lv Temp Layoff and 9399 Shared Lv Temp Layoff). These codes are specifically related to ESSB 6503 legislation and will not be cloned for agency initiated temporary layoffs. 

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
PPA Meeting October 27, 2010 – 10/26/10
DOP Information Systems Communication – 10/26/10

What?
PPA Meeting October 27, 2010


9:00 a.m. to noon


OB-2 Auditorium
Who?

HRMS HR and Payroll Offices

Why?
Agenda
When?
Distribute immediately
Message:
The next PPA meeting is Wednesday, October 27 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 10/27/2010. 
This month’s meeting will include information on deferred compensation and cash outs, a DOP update on the Change Requests planned for the November HRMS Release and an update on the ESS/MSS Leave Reporting and HRMS Centralized Security projects, as well as an OFM update including information on the website redesign and Savings Bonds reconciliation.

You may also wish to review the recent HRMS Communications for more information on other topics.

See you Wednesday at the PPA Meeting!

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Overtime Request and Authorization Form – 10/20/10

DOP Information Systems Communication – 10/20/10

What?
Overtime Request and Authorization Form
Who?

HRMS HR and Payroll Offices

Why?
Overtime Request and Authorization form has been renamed

When?
Distribute immediately

Message:
The Overtime Request and Authorization form has been updated and  renamed to Overtime/Premium Pay Request and Authorization. Prior to this update, there were three versions of this form available on the DOP website. We now have one.  

Resource
Overtime/Premium Pay Request and Authorization form
Questions or Problems? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Secure File Transfer Upgrade Testing – 10/08/10

DOP Information Systems Communication – 10/08/10

What?
Secure File Transfer Upgrade Testing

Who?

HRMS HR and Payroll Offices

Why?
Inform customers of Secure File Transfer upgrade testing

When?
Distribute immediately

Message:
We recently informed you that the State of Washington is upgrading Secure File Transfer (SFT) from version 4.61 to version 4.92 on November 22, 2010. 

We strongly urge all customers who receive files from DOP via Secure File Transfer to participate in testing to ensure your processes are compatible with this new version.
DOP has put a test file that does NOT contain live data in each customer folder. The files will be available until October 22, 2010 for customer testing.
Customers should test logging in, changing passwords, and any automated processes that are used. Here is a link to suggested testing strategies: Testing Strategies. If there are any issues that need to be reported as a result of your testing, document the issue and report it to the DOP Service Center.
Questions or Problems? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Incident Summary Report – 10/04/2010 

DOP Information Systems Communication – 10/04/2010
What?
HRMS Incident Summary Report
Who?

HRMS HR and Payroll Offices
Why?
HRMS Incident Summary Report will no longer be posted on the website 

When?
Distribute immediately
Message:
Research shows the Incident Summary Report has been used primarily by Department of Personnel staff. Since this is a time consuming report to create and the usage of it appears to be very limited, we have decided to discontinue the report in its current form and no longer post it on the DOP website. If agencies need to know the status of an incident, please continue to contact the Service Center.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS September Release – 10/01/2010 

DOP Information Systems Communication – 10/01/2010
What?
Final HRMS September Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the September 28 Release. This represents a total of 10 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 6 CRs since the August 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 16 CRs for September include updates to the Employee YTD Payroll Register ZHR_RPTPY646 and Flexible Employee Data ZHR_RPTPAN02 reports. We also removed PDF Earning Statements for Pay Periods older than 2 months (4 Periods). In addition, we have prepared the SAP GUI Patch 19 and BI Patch 1300 for download by agency technicians who maintain desktops for HRMS business users.
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, three more agencies elected “no print” of Earnings and Deductions Statements, effective with the October 10 pay date.
Click here for the September Release and additional information: September 28, 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
Employee YTD Payroll Register ZHR_RPTPY646 – 10/01/10 
DOP Information Systems Communication – 10/01/10

What?
Employee YTD Payroll Register ZHR_RPTPY646

Who?

HRMS HR and Payroll Offices

Why?
Report did not allow agencies to run it based on date/year criteria
When?
Distribute immediately
Message:
DOP has completed a Change Request in HRMS to update the Employee YTD Payroll Register ZHR_RPTPY646 report to allow agencies to run the report based on date/year criteria. Previously the report would display an error when a user would try to run the report with an end year that was different than the start year.
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Flexible Employee Data Report ZHR_RPTPAN02 – 10/01/10 
DOP Information Systems Communication – 10/01/10
What?
Flexible Employee Data Report ZHR_RPTPAN02
Who?

HRMS HR and Payroll Offices
Why?
To add an additional field for more sorting options
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to add an Organizational Unit Abbreviation selectable field to the Flexible Employee Data Report ZHR_RPTPAN02. This will allow agencies to sort by division after running the report.
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP GUI Patch 19 and BI Patch 1300 Are Available for Download – 10/01/10 
DOP Information Systems Communication – 10/01/10

What?
SAP GUI Patch 19 and BI Patch 1300 Are Available for Download
Who?

Agency technicians who maintain desktops for HRMS business users

Why?
The patch fixes a variety of issues 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 19 and BI Patch 1300 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
PPA Meeting September 29, 2010 – 09/24/10
DOP Information Systems Communication – 09/24/10

What?
PPA Meeting September 29, 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, September 29 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 9/29/2010. 
This month’s meeting will include information related to Open Enrollment 2011; as well as an update from DOP on the Change Requests planned for the October HRMS Release.

You may also wish to review the recent HRMS Communications for more information on other topics.

See you Wednesday at the PPA Meeting!

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Secure File Transfer Upgrade – 09/23/10

DOP Information Systems Communication – 09/23/10

What?
Secure File Transfer Upgrade
Who?

HRMS HR and Payroll Offices

Why?
Inform customers of Secure File Transfer upgrade
When?
Distribute immediately

Message:
The State of Washington is upgrading Secure File Transfer (SFT) from version 4.61 to version 4.92 on November 22, 2010. The Production SFT URL will stay the same: www.sft.wa.gov.  No changes are required in your production environment.

We strongly urge all customers who receive files from DOP via Secure File Transfer to participate in the testing to ensure your processes are compatible with this new version.

To access the 4.92 version of Secure File Transfer, go to www.sft-prod.wa.gov. It will be up for testing from September 27 to October 22, 2010.
DOP will put a test file that does NOT contain live data in each customer folder between October 6 and 7, 2010. The files will be available until October 22, 2010 for customer testing.
Customers should test logging in, changing passwords, and any automated processes that are used. Here is a link to suggested testing strategies: Testing Strategies. If there are any issues that need to be reported as a result of your testing, document the issue and report it to the DOP Service Center.
What is SFT?

With Secure File Transfer (SFT), data can be transferred securely between any two online locations. Encryption-based SFT is a turnkey solution that delivers security, reliability, and performance. For more information on SFT or to submit an application, visit: http://techmall.dis.wa.gov/services/SecureFileTransfer.aspx.  

Questions or Problems? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SSN Verification Failure Report (2nd) – 09/23/10

DOP Information Systems Communication – 9/23/10
What?    Social Security Number (SSN) Verification Failure Report 
Who?     HRMS HR and Payroll Offices
Why?     Ensure all state employees have a correct W-2
When?  Distribute immediately
Message: DOP has completed running the SSN Verification Failure Report for agencies with employees who have been rejected from the Social Security Name and SSN Verification process. Agency action may be required.
A hardcopy report is being mailed to agencies today, using the contact information (mailing labels) for “Payroll Reports.” This is to protect employees’ SSNs as Personally Identifiable Information (PII) which can potentially be used to uniquely identify, contact, or locate a person. Please safeguard these reports containing employees’ PII.
Not all agencies will receive a report. Reports are created only for those employees who have data discrepancies which need to be verified. For your reference, we have compiled a list of the agencies who will receive a report: Agencies who will receive a report.
Instructions for resolving the SSN discrepancies will be included with each report. Please review and verify the information in the report as soon as possible to ensure employees’ W-2s will be correct.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
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DOP Information Systems Communication – 09/23/2010

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

HRMS HR and Payroll Offices

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

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

1 SSN not in file (never issued to anyone)

2 Name and DOB match; gender code does not

3 Name and gender code match; DOB does not

4 Name matches; DOB and gender code do not

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

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

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

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

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

Agency Action:
Please review and verify the information in the report (especially Codes 1 and *). DOP will run a second SSA Employee Validation process on November 4th, after the November 10th payroll processing.  
Follow these steps for each SSN on the report:

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

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

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

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

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

· If you are unable to contact the employee, you are encouraged to document your efforts.
Death Indicator Field:
If the SSA reports an employee as deceased, there will be a “Y” in the Death Indicator field. This field is provided to help increase the integrity of the wage and tax information reported at the Federal level.
If a “Y” appears in the Death Ind. field for an employee who is not deceased, check the employment records against HRMS to ensure the correct employee information was submitted. If you confirm the employee’s identity and the employment records are correct, the employee will need to visit their local Social Security Office to have the apparent error on their SSN record fixed.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Employee Self Service (ESS) and SAP Business Intelligence (BI) Unavailable – 09/20/10 

DOP Information Systems Communication – 09/20/10
What?
Employee Self Service (ESS) and SAP Business Intelligence (BI) Unavailable
Who?

HRMS HR and Payroll Offices
Why?
Employee Self Service (ESS) and SAP Business Intelligence (BI) will be unavailable
When?
Distribute immediately
Message:
Due to system-wide issues, Employee Self Service (ESS) and SAP Business Intelligence (BI) will be unavailable for approximately one hour somewhere between 10:00 a.m. and 12:00 p.m., while the Portal is rebooted. We apologize for the late notice and any inconvenience.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SSN Verification Failure Report (1st) – 09/20/10

DOP Information Systems Communication – 9/20/10
What?    Social Security Number (SSN) Verification Failure Report 
Who?     HRMS HR and Payroll Offices
Why?     Ensure all state employees have a correct W-2
When?  Distribute immediately
Message: DOP will run the SSN Verification Failure Report tonight, September 20th, to retrieve the list of agencies with employees who have been rejected from the Social Security Name and SSN Verification process. Agency action may be required. We will send a second communication by the end of the week that includes a list of the agencies who will receive a report.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
941 Quarterly Report – 09/15/10

DOP Information Systems Communication – 09/15/10

What?
941 Quarterly Report

Who?

HRMS HR, Payroll, and Financial Offices

Why?
Inform agencies of error in 941 Quarterly Report
When?
Distribute immediately

Message:
The 941 Quarterly Report in Transaction PU19 Tax Reporter is calculating Balance due and Overpayment incorrectly. The report is adding the amounts from the Current quarter’s adjustment for fraction of cents and Advance earned income credit (EIC) payments made to employees fields and displaying them in the Balance due or Overpayment fields. We are working on this issue and will communicate when it has been fixed. 

Workaround: If the Total taxes after adjustment for advance EIC and Total deposits, including prior quarter overpayments amounts are equal, then agencies should ignore the Balance due or Overpayment amounts when transferring the data from HRMS to the official Form 941 Employer's QUARTERLY Federal Tax Return. The form is due to the IRS for the third quarter (July – September) by October 31, 2010.

Example:
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Temporary Layoff Q & A – 09/14/10 

DOP Information Systems Communication – 09/14/10
What?
Temporary Layoff Q & A
Who?

HRMS HR and Payroll Offices
Why?
Temporary Layoff Q & A updates 

When?
Distribute immediately
Message:
The DOP Rules department has updated the Temporary Layoff Q & As on the DOP website: http://www.dop.wa.gov/TemporaryLayoffs/Pages/default.aspx. Please read this communication for the details regarding each question that was added and updated.

New Temporary Layoff Q & As:

· During a work week in which a temporary layoff occurs, if an overtime exempt employee becomes overtime eligible, is the employee considered to be overtime eligible for the purpose of standby pay?


For nonrepresented employees - Yes.  During any work week in which a temporary layoff occurs, if an overtime exempt employee becomes overtime eligible, all civil service rules and agency policies pertaining to overtime eligible employees shall apply.

For represented employees - Yes.  During any work week in which a temporary layoff occurs, if an overtime exempt employee becomes overtime eligible, the collective bargaining agreement provisions pertaining to overtime eligible employees shall apply.

**The correct standby pay compensation code for overtime eligible employees is 1249 (standby hours all agy).
· If my agency has employees who will lose their excess vacation leave due to the cancellation of scheduled leave on the temporary layoff day, can we reinstate the lost hours?

Yes. You can reinstate the vacation leave if the employee lost the excess vacation leave because of the temporary layoff day by moving it from the expired excess vacation leave quota to the quota for the current year: 

1. Create a Quota Correction using Infotype 2013 to add the hours to the Excess Vacation Leave Quota (Quota Type 40). The effective date of the quota correction should be the day after the employee’s anniversary date.  Select “Transfer collected entitlement immediately” and Save.

2. Remove the same number of hours from the expired Excess Vacation Leave. View Infotype 2006 to determine the effective date of the expired excess vacation accrual quota and use the start date of this quota as the effective date of the quota correction.  Create a quota correction using Infotype 2013 to reduce the expired Excess Vacation Leave Quota (Quota type 40) by the same number of hours. Select “Transfer collected entitlement immediately” and Save.

3. Run transaction ZT60 to update the quota record.  The expiration date of the Excess Vacation Leave quota that was added will now reflect the next anniversary date for the employee and the hours from the expired quota will have been reduced.      
Updated Temporary Layoff Q & As:

· What is the notice period for a temporary layoff? 
· Can an agency change work schedules so all full-time employees subject to a temporary layoff have the same loss in paid hours? 

· During a week of a temporary layoff can an agency temporarily modify an employee’s weekly schedule without doing a formal schedule?

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Employee Self Service (ESS) Unavailable – 09/14/10 

DOP Information Systems Communication – 09/14/10
What?
Employee Self Service (ESS) Unavailable
Who?

HRMS HR and Payroll Offices
Why?
Employee Self Service (ESS) will be unavailable
When?
Distribute immediately
Message:
Employee Self Service (ESS) will be unavailable tomorrow evening, September 15, 2010 from approximately 6:00 - 7:00 p.m. for system maintenance.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
BI Overtime Reports – 09/14/10

DOP Information Systems Communication – 09/14/10

What?
SAP Business Intelligence (BI) Overtime Reports
Who?
Persons responsible for preparing their agency’s HR Management Report due on October 15, 2010 and BI End Users / Power Users
Why?
Update Business Intelligence (BI) Overtime reports on the Portal to exclude Statewide calculations
When?
Distribute immediately
Message:
The Average Overtime ZZPY_M02_QGM10, Percent Employees Receiving Overtime ZPPY_M02_QGM11, and Overtime Costs ZZPY_M02_QGM08 reports on the Portal have been updated to exclude Statewide calculations. This change was made to improve the response time and reduce timeouts when running these reports from the Portal.  This will help agencies to complete the Overtime Usage section of the HR Management Reports that are due October 15, 2010.
Related Links:

HR Management Performance & Accountability
Questions? Contact:
Email Contact: strategichr@dop.wa.gov
National Payroll Week (Friday) – 09/10/10

DOP Information Systems Communication – 09/10/10

What?
National Payroll Week

Who?

HRMS HR, Payroll, and Financial Offices

Why?
Inform agencies of efforts by workers and payroll professionals
When?
Distribute immediately

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

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

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

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

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

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

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

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

What?
National Payroll Week

Who?

HRMS HR, Payroll, and Financial Offices

Why?
Inform agencies of efforts by workers and payroll professionals
When?
Distribute immediately

Message:
In addition to celebrating the efforts of workers and the payroll professionals who pay them, National Payroll Week (September 6-10) also recognizes the critical government programs supported by our taxes, such as social security and Medicare.

Yesterday, we shared information from HRMS reporting. Today’s metrics are about the taxes we pay to support our government programs, and come from OFM (Office of Financial Management).

In the calendar year 2009, the following payroll taxes were sent to the IRS from HRMS:

· 1st quarter:
$ 226,566,604.44
· 2nd quarter:
$ 214,348,163.98
· 3rd quarter:
$ 217,934,246.91
· 4th quarter:
$ 214,140,305.28
Total sent to the IRS from HRMS for 2009:
$ 872,989,320.61.

That’s 872 million dollars!

Visit the National Payroll Week website for more information. Learn about the programs mentioned above on the Educational Resources tab. Also, take a minute to check out the 2010 National Payroll Week artwork: View the 2010 NPW Artwork .

Tomorrow, we celebrate the hard-working payroll professionals who, along with their HR counterparts, make sure paychecks are accurate and on time.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
National Payroll Week (Wednesday) – 09/08/10

DOP Information Systems Communication – 09/08/10

What?
National Payroll Week

Who?

HRMS HR, Payroll, and Financial Offices

Why?
Inform agencies of efforts by workers and payroll professionals
When?
Distribute immediately

Message:
September 6 – 10, 2010 is National Payroll Week, a national awareness which coincides with the celebration of Labor Day and focuses public attention on America’s workers and the payroll professionals who make sure they receive their paychecks.

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

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

Today’s information provides the total number and dollar amount of paychecks paid through HRMS in 2009, as well as information on HRMS payroll errors and lockouts in 2009: 

· HRMS produced 1,580,005 paychecks:

· 1,448,125 ACH payments

· 131,880 warrants

· The paychecks consisted of:

· $2,334,778,367.27 - Net pay

· $2,216,522,434.54 - Other deductions your payroll offices managed, reconciled, input, and distributed on behalf of state employees

· This represented a total of $4,551,300,801.81 - that’s 4.5 billion dollars!
The consistently low number of lockouts reflects the outstanding work our State of Washington agency payroll professionals achieve each and every pay period!

· Total paychecks in 2009 in HRMS: 1,580,005
· Total lockouts in 2009 in HRMS: 188 (average 7.8 per pay period)

· Percentage of employees paid within HRMS: 99.988%

· Percentage of employees paid outside HRMS: 0.012%

Visit the National Payroll Week website for more information. There’s even a song created especially for this celebration: America Works. Take a few minutes to check out the Educational Resources and Calculator tabs – you’ll find helpful information and tools related to a number of payroll and paycheck topics.

Tomorrow, we’ll share some metrics regarding the amount of payroll taxes paid in 2009.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
New Agency Security Reporting Roles - 09/03/10 

DOP Information Systems Communication – 09/03/10

What?
New Agency Security Reporting Roles
SR3P_XXXX_SECURITY_REPORTING (HRMS)
ZS_BI_XXXX_SECURITY_REPORTING (BI)
Who?

HRMS Security Administrators
Why?
New agency security reporting roles

When?
Distribute immediately

Message:
DOP completed a Change Request in HRMS to create new Security Reporting roles in HRMS and Business Intelligence (BI). This is in support of the new centralized security model. These roles will be assigned as agencies convert to centralized security. No agency action is required.

The new security reporting roles will allow agencies to monitor their professional users and their role assignments. 

The role names follow:

· HRMS - SR3P_XXXX_SECURITY_REPORTING 
· BI - ZS_BI_XXXX_SECURITY_REPORTING
Note: Replace ‘XXXX’ with your Business Area for your agency’s exact role name.

The Security Reporting role can perform the following transactions:

	HRMS
	Transaction Code
	Transaction Text

	
	PA20
	Display HR Master Data

	
	PO13D
	Display Position

	
	PPOSW
	Display Org. and Staffing (WF)

	
	RSUSR200
	List of Users per Login Date

	
	SP02
	Display Spool Requests

	
	SU01D
	User Display

	
	S_AHR_61016369
	Employee List

	
	S_BCE_68001400
	Users According to Complex Criteria

	
	S_BCE_68001426
	Transactions for User

	
	ZHR_RPTPYU26
	Movement / Turnover Report

	

	BI
	RSUSR200
	List of Users per Login Date

	
	SP02
	Display Spool Requests

	
	SU01D
	User Display

	
	S_BCE_68001400
	Users According to Complex Criteria


The new security reporting role has been added to the Decentralized Role Definition Handbook.

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

Email Contact: ServiceCenter@dop.wa.gov
Quarterly Request for Agency Contact List Changes – 09/2/10

DOP Information Systems Communication – 09/2/10

What?
Quarterly Request for Agency Contact List Changes

Who?

HRMS HR and Payroll Offices

Why?
Keeping Agency Contact List Current

When?
Distribute immediately

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

Please review your agency’s information and provide updates if needed. If there are changes, you may copy the format used in the list and paste it into your email with the corrections. Remember to provide telephone numbers, including area codes and email addresses. When submitting changes, please copy the rows and cells, make the changes, and then send to DOP. It’s easier for DOP to make the updates when the formatting stays the same. Send the updates to the DOP Service Center, servicecenter@dop.wa.gov.  

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Payroll Distribution on September 7 – 08/31/10
DOP Information Systems Communication – 08/31/2010
What?            HRMS Payroll Distribution on September 7
Who?             
HRMS HR and Payroll Offices
Why?             Instructions for Payroll Pickup
When?           Distribute immediately
Message:       DOP is providing agencies with instructions for payroll distribution on temporary layoff days.

The September 10, 2010 payroll will be distributed on Tuesday, September 7, which is a temporary layoff day for many agencies. The Department of Personnel (DOP), Office of State Treasurer (OST), Department of Information Services (DIS), Consolidated Mail Services (CMS), and Capitol Courier Services will have staff available on September 7 to complete the payroll activities for the September 10 payroll.

· If you have your payroll output inserted and mailed by CMS, no action is required – your payroll will be processed as usual.

· If you pick up your payroll output at OB2, the building is closed. Please use the service level entrance door in the parking area normally used for handicapped and vendor parking. Use the phone on the wall to the left of the glass double doors to direct-dial security staff to let them know you are picking up payroll.

· If you pick up your payroll output at OST (GA building), the building is closed. Please call 360-902-8994, either by using a cell phone, or before you leave your office to come to the GA building. An OST staff person will arrange to meet you at the back door in the parking area and escort you downstairs.

To change your payroll pickup/delivery options:

· If you normally pick up at OB2, but wish to have your payroll sent to OST for later pickup, please call the DOP Service Center by noon on Friday, September 3 to make those arrangements. Capitol Courier picks up payroll at the end of the OB2 distribution time to transport to OST.

· If you normally pick up at OB2 or OST, but wish to have your payroll delivered to you by CMS, please call the DOP Service Center to make those arrangements by noon on Friday, September 3. Please be aware that CMS will not deliver the payroll output to you until Wednesday September 8.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
BI Sick Leave Custom Reports New Requirements – 08/30/10

DOP Information Systems Communication – 08/30/10

What?
SAP Business Intelligence (BI) Sick Leave Report
Who?
Persons responsible for preparing their agency’s HR Management Report due on October 15, 2010 and BI End Users / Power Users
Why?
Update Business Intelligence (BI) report on the Portal to correct Overall Results

When?
Distribute immediately
Message:
The Overall Results for the Avg Sick Leave Hrs Used per capita and Avg Sick Leave Hrs Balance in the Sick Leave ZZPT_M02_QGM07 report on the Portal have been updated. The Avg Sick Leave Hrs Used per capita now excludes DOL, DOR, L&I, and LCB since they do not use HRMS to record their Sick Leave Used/Earned.
Please double-check your agency’s Avg Sick Leave Hrs Used per capita and Avg Sick Leave Hrs Balance overall results to ensure you have the correct amounts.  No change is necessary for the statewide amounts that were included in the HR Management standard report format template. Statewide numbers in the template were already correct.
Related Links:

HR Management Performance & Accountability
Questions? Contact:
Email Contact: strategichr@dop.wa.gov
HRMS August Release – 08/25/2010 

DOP Information Systems Communication – 08/25/2010
What?
Final HRMS August Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the August 24 Release. This represents a total of 9 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 14 CRs since the July Release on an exception schedule. Additionally, we implemented 7 CRs as part of the Support Package Stack updates. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

The 30 CRs for August include the implementation of enhancements to the Warrant / ACH Register and Summary report. We also updated the WMS Management Type and Separations During Review Period BI reports with new planning and performance requirements. In addition, we updated HRMS to correctly calculate payroll when range based assignment pay exists with a mid-period rate change.
Some of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing. Also, two more agencies elected “no print” of Earnings and Deductions Statements, effective with the September 10 pay date.
Click here for the August Release and additional information: August 24, 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
Warrant / ACH Register and Summary – 08/25/10 

DOP Information Systems Communication – 08/25/10
What?
Warrant / ACH Register and Summary ZHR_RPTPY635
Who?

HRMS HR and Payroll Offices
Why?
Performance enhancements to the Warrant / ACH Register and Summary ZHR_RPTPY635 report
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to incorporate performance optimizations to the Warrant / ACH Register and Summary ZHR_RPTPY635 report. Please read this communication for the details regarding each enhancement.
Performance Enhancements:

· The report runs much faster.

· There are more Report Types to choose from.
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· Agencies now have the ability to view information in employee level detail.
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For more information on running reports using the Warrant / ACH Register and Summary ZHR_RPTPY635 report, see the Warrant/ACH Register and Summary user procedure in the OLQR.
The HRMS Training Team gave a presentation on the updates to the Warrant / ACH Register and Summary ZHR_RPTPY635 report at the August 24 PPA meeting. Click here to view the presentation.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Medical Aid Report for Quarter ZHR_RPTPY394 – 08/25/10 

DOP Information Systems Communication – 08/25/10
What?
Medical Aid Report for Quarter ZHR_RPTPY394
Who?

HRMS HR and Payroll Offices
Why?
Update source data for more accurate reporting
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to update the Medical Aid Report for Quarter ZHR_RPTPY394. The report was previously pulling the medical aid override data from InfoType 0234 Add. Withh. Info. US as of the last day of the pay period. The report will now pull medical aid override data from the Payroll Results table for more accurate reporting. 
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Calculation Correction for Mid-Period Rate Changes – 08/25/10 

DOP Information Systems Communication – 08/25/10
What?
Calculation Correction for Mid-Period Rate Changes
Who?

HRMS HR and Payroll Offices
Why?
Incorrect reduction of Wage Types 1003, 1007, and 1008 when WT1222 is used with IT0554
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to correctly calculate payroll when range based assignment pay exists with a mid-period rate change. Please read this communication for the details regarding each update that was implemented as a result of this Change Request.
The series of rules developed to accurately reduce Wage Type 1003 Pay Period Salary, 1007 Assignment Pay by Range, and 1008 GrpC Loc AssignPy by Rng when used with WT1222 Reg Hours Worked Salaried for costing differences or when an alternate rate is desired did not accommodate multiple Work Center/Basic Pay (WPBP) splits or using planned hours from the employee’s work schedule. The rules were updated to correctly reduce WTs 1003, 1007, and 1008 when used in this scenario.
HRMS will now allow for the use of a Wage Type 1222 Reg Hours Worked Salaried in InfoType 0554 Hourly Rate per Assignment which will pay hours at an alternate rate without the agency having to enter a manual WT1223 Salary Hours Override. HRMS will use the planned hours from the employee’s work schedule if the manual WT1223 entry does not exist. 
In addition, HRMS will display a payroll Redline when a user creates an IT0554 record with an hourly rate for a salaried employee or vice/versa.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
PPA Meeting August 24, 2010 – 08/23/10
DOP Information Systems Communication – 08/23/10

What?
PPA Meeting August 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 Tuesday, August 24 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 8/24/2010. Please print the handouts below and bring them with you to the meeting, if you wish.

This month’s meeting will include information related to the HRMS/BI Temporary Layoff and Warrant / ACH Register and Summary reports. 

OFM has information on Logged Changes in Infotype Data, as well as details about the OFM website redesign. The PPA Cross Agency 035 Reconciliation Workgroup will present information regarding General Ledger 5181 Health Insurance Reconciliation, Research and Pro-Active Procedures. DOP will let you know about Change Requests planned for the September HRMS Release, an update on the ESS/MSS Leave Reporting project, and an introduction to the new HRMS Communications Specialist: Keli Brooks.
Handouts – please print and bring these to the meeting, if you wish:

· HRMS/BI Temporary Layoff Report
· Warrant / ACH Register and Summary
· Logged Changes in Infotype Data Instructions
· CATSDA Instructions
· GL 5181 Employee Insurance Deductions Payable
You may also wish to review the recent HRMS Communications for more information on Temporary Layoffs and other topics.

See you Tuesday at the PPA Meeting!

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP Support Package Stack Updates to HRMS – 08/23/10 
DOP Information Systems Communication – 08/23/2010
What?
SAP Support Package Stack Updates to HRMS
Who?

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

Message:
DOP implemented SAP Support Package Stack updates to HRMS on the weekend of August 21 - 22. We previously notified you of these activities on August 5 and sent a reminder on August 20. This communication provides you with the implementation status, as well as any impacts and changes.

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

Impact 
As a result of Stack implementation, we identified an error that occurs when a user tries to make a second shared leave donation in Infotype 0613 Absence Donation Administration US from the same donor to the same recipient during the same transaction (such as when trying to donate a different quota type to the same recipient). The second shared leave donation will not process and you will receive the following error: 

“Personnel number <recipient PRNR> is locked by user <HRMS user’s PRNR>” 
DOP has identified a workaround as outlined below:
· Enter the first donation and save your record
· Back out of PA30
· Start a new PA30 transaction
· Enter second donation
Note: This issue doesn’t happen when entering a second shared leave donation for a different recipient.

For more information on creating shared leave donations see the Shared Leave Donation user procedure in the OLQR.

We are working with the vendor to resolve this issue and will keep you informed.


As a result of Stack implementation, we identified the following minor and cosmetic changes:

Change #1 - Infotype 0210 Withholding Info W4/W5 US
Change #2 - Infotype 0009 Bank Details
Change #3 - Infotype 0019 Monitoring of Tasks
Change #4 - Infotype 0194 Garnishment Document
Change #5 - Infotype 0235 Other Taxes US
Change #1
On Infotype 0210 Withholding Info W4/W5 US, the Alternative formula field is now two digits instead of one. There is also no longer a default. If no value is selected the box will be blank. No action by agencies is required.
Additionally, there is a new check box between the W-5 filing status section and the Overrides (from Infotype 0234) section titled “Check here if the last name differs from that shown on the Social Security card”. This change was implemented to correlate with changes made by the IRS to the Form W-4 Employee's Withholding Allowance Certificate. 
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Change #2
On Infotype 0009 Bank Details, there is a new selection in the Bank details type matchcode: (F2) Bank Details Supplem. Health Insurance. This change was implemented due to legislation for future federal programs. Agencies should not use this new option at this time, as the system does not currently support multiple ACH processing.
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Change #3

On Infotype 0019 Monitoring of Tasks, in the Reminder section, the Operator for Task Types box is wider. No action by agencies is required.
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Change #4

On Infotype 0194 Garnishment Document, when accessing the Display Text box for a Maintain Text entry, the title of the Display Text box has changed from “Infotype Text” to “Text”. No action by agencies is required.
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Change #5

On Infotype 0235 Other Taxes US, in the Tax type exceptions section, on the Other Taxes table, some of the headings have changed. No action by agencies is required.
	New Heading
	Old Heading

	Tax Type Description
	Description

	Default Formula number
	Formula number

	Override Formula Text
	Text
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Savings Bonds Program – 08/20/10
DOP Information Systems Communication – 08/20/2010
What?
Savings Bonds Program in HRMS
Who?

HRMS HR and Payroll Offices
Why?
HRMS impact of U.S. Treasury plan to end paper savings bonds

When?
Distribute immediately

Message:
The U.S. Department of Treasury is phasing out issuing paper savings bonds through employer-sponsored payroll savings plans. This new process has an impact on Washington State employees who currently purchase savings bonds using deductions processed through HRMS. Please read this communication for instructions and a timeline to transition your employees who purchase bonds.
According to the Treasury, electronic savings bonds will reduce the cost of the savings bonds program, eliminate issues with bonds being misplaced or destroyed, and fit with their long-term goal of issuing all securities electronically. 

The U.S. Department of Treasury will now require an ACH (Automated Clearing House) transaction to issue electronic savings bonds. At this time, HRMS is configured to process only one ACH direct deposit payroll transaction per employee. Since that one ACH transaction is currently used for the transfer and deposit of employee net pay only, HRMS will no longer be able to support the savings bonds purchase program for state employees. However, employees may choose to purchase electronic bonds outside of HRMS by setting up an account with TreasuryDirect using their own savings or checking account.

Tasks and Timeline:
· DOP will provide a Payday FYI on September 10 with information about the U.S. Treasury’s plan to stop paper savings bonds, including links to the TreasuryDirect site so employees can be informed about their options.
· Agency Payroll Offices should discourage new enrollments for the savings bonds program through HRMS.
· Agency Payroll Offices should encourage employees who currently purchase bonds through HRMS to migrate off the program as soon as possible:

· Agency Payroll Offices shall end date existing Savings bonds on Infotypes 103 Bond Purchases and 104 Bond Denominations with an effective date not later than November 30 (for the December 10 pay date).
· Reserve Balances, if any, will be automatically refunded through the system to employees the pay period after bonds have been end-dated on Infotypes 103 and 104.
· The December 10 payroll should be the last opportunity to process a deduction for savings bonds.
· After December 10, DOP will run a report to identify any remaining employees who still have active Infotype 103 and 104 records.
· Agencies have until December 17 to make any last-minute entries resulting from the report findings. DOP will set Infotypes 103 and 104 to “Inquiry Only” after Day 4, December 20. After December 20, no updates will be allowed, however you will be able to view existing data.
· The Display Savings Bonds Purchases ZHR_RPTPYS10 report will remain available in HRMS for historical data.
· If they haven’t done so already, OFM recommends that agencies should reconcile Account 035, General Ledger (GL) 5188 by November 30, 2010. This will ensure that the proper amount is accrued in the GL for the final savings bond purchase and refunds to employees.

For More Information:

General information about TreasuryDirect: http://www.treasurydirect.gov/
Frequently Asked Questions About the Elimination of Paper Payroll Savings Bonds: http://www.treasurydirect.gov/news/news_elimination_paperpayrollqa.htm
Specific information about employers not participating in sending direct deposits: 

http://www.treasurydirect.gov/news/news_elimination_paperpayrollqa.htm#notsend
Information about creating an account with TreasuryDirect: http://www.treasurydirect.gov/indiv/indiv_open.htm
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP Support Package Stack Updates to HRMS – 08/23/10 
DOP Information Systems Communication – 08/23/2010
What?
SAP Support Package Stack Updates to HRMS
Who?

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

Message:
DOP implemented SAP Support Package Stack updates to HRMS on the weekend of August 21 - 22. We previously notified you of these activities on August 5 and sent a reminder on August 19. This communication provides you with the implementation status and any impacts.

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

Impact #1
As a result of Stack implementation, we identified an error that occurs when a user tries to make a second shared leave donation in Infotype 0613 Absence Donation Administration US from the same donor to the same recipient during the same transaction (such as when trying to donate a different quota type to the same recipient). The second shared leave donation will not process and you will receive the following error: 
“Personnel number <recipient PRNR> is locked by user <HRMS user’s PRNR>” 
DOP has identified a workaround as outlined below:
· Enter the first donation and save your record
· Back out of PA30
· Start a new PA30 transaction
· Enter second donation
Note: This issue doesn’t happen when entering a second shared leave donation for a different recipient.

For more information on creating shared leave donations see the Shared Leave Donation user procedure in the OLQR.

We are working with the vendor to resolve this issue and will keep you informed.
As a result of Stack implementation, we identified the following minor and cosmetic changes:

Change #1
On Infotype 0210 Withholding Info W4/W5 US, the Alternative formula field is now two digits instead of one. There is also no longer a default. If no value is selected the box will be blank. 

Additionally, there is a new check box between the W-5 filing status section and the Overrides (from Infotype 0234) titled “Check here if the last name differs from that shown on the Social Security card”. This change was implemented to correlate with changes made by the IRS to the Form W-4 Employee's Withholding Allowance Certificate. 
[image: image17.png]I mEE e

 Pessen
|
EEOCPEEER

40 formusovse

et PTMRGARY e ::a!

o2 pcrumononmes.us, can uex

e et e s S . A New check box

o

Now 2 digits





Change #2
On Infotype 0009 Bank Details, there is a new selection in the Bank details type matchcode: (F2) Bank Details Supplem. Health Insurance. This change was implemented due to legislation for future federal programs. 
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Change #3
On Infotype 0019 Monitoring of Tasks, in the Reminder section, the Operator for Task Types box is wider. 
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Change #4
On Infotype 0194 Garnishment Document, when accessing the Display Text box for a Maintain Text entry, the title of the Display Text box has changed from “Infotype Text” to “Text”. (Note: To view the Display Text box, make sure the All radio button in the Period section is selected or the Display Text box may not appear.) 
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Change #5

On Infotype 0235 Other Taxes US, in the Tax type exceptions section, on the Other Taxes table, some of the headings have changed as follows:
	New Heading
	Old Heading

	Tax Type Description
	Description

	Default Formula number
	Formula number

	Override Formula Text
	Text
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-----------

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Reminder: SAP Support Package Stack Updates to HRMS – 08/19/10 
REMINDER: HRMS will be unavailable this weekend due to SAP Support Package Stack Updates. We will provide you with a status and impacts, if any, on Monday, August 23.

Note to BI Power Users and End Users: Due to stack implementation, the BI data loads for Payroll and Time have been rescheduled. The updated schedule is:

	Area
	InfoProvider
	Data Load Schedule - Updated 

(occurs 6:00 p.m. – 6:00 a.m.)
	Data Load Schedule - Regular 

(occurs 6:00 p.m. – 6:00 a.m.)

	Payroll
	· Employee Specific Payroll Data (ZPY_M01)


· Employee Specific Payroll Data with Personnel Actions (ZPY_M02)
	Monday, August 23

*Data available in BI on Tuesday
	Friday, August 20

	Time
	· Time and Labor (ZPT_M01)
	Tuesday, August 24

*Data available in BI on Wednesday
	Saturday, August 21


Note: Due to maintenance, the DOP website will also be unavailable from approximately 9:00 a.m. to 1:00 p.m. on Saturday, August 21.
DOP Information Systems Communication – 08/05/2009

What?
SAP Support Package Stack Updates to HRMS
Who?

HRMS HR and Payroll Offices
Why?
Details and Agency Impact

When?

Distribute immediately

Message:
DOP is applying SAP Support Package Stack updates to HRMS. HRMS will be unavailable to users on the weekend of August 21-22, 2010. We will provide a status of the updates on Monday, August 23.

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

Similar to the support packs and patches that Microsoft provides for Windows and Office products, these stacks are intended to increase the performance and functionality of SAP products. We will implement the current Support Package Stack on the weekend of August 21-22.

Prior to implementation, we will have conducted extensive analysis and testing to understand the updates and any impacts to HRMS.

What you can expect:

· DOP resources will be focused on the Support Package Stack implementation, as well as the normal, ongoing activities required for payroll. You may notice delays in responses to Incidents called in to the DOP Service Center. 
· HRMS will not be available on Saturday, August 21 or Sunday, August 22.

· We will notify you on Monday, August 23 of system status and any impacts.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP Support Package Stack Updates to HRMS – 08/05/10 

DOP Information Systems Communication – 08/05/2010
What?
SAP Support Package Stack Updates to HRMS
Who?

HRMS HR and Payroll Offices
Why?
Details and Agency Impact

When?
Distribute immediately

Message:
DOP is applying SAP Support Package Stack updates to HRMS. HRMS will be unavailable to users on the weekend of August 21-22, 2010. We will provide a status of the updates on Monday, August 23.

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

Similar to the support packs and patches that Microsoft provides for Windows and Office products, these stacks are intended to increase the performance and functionality of SAP products. We will implement the current Support Package Stack on the weekend of August 21-22.

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

What you can expect:

· DOP resources will be focused on the Support Package Stack implementation, as well as the normal, ongoing activities required for payroll. You may notice delays in responses to Incidents called in to the DOP Service Center. 
· HRMS will not be available on Saturday, August 21 or Sunday, August 22.

· We will notify you on Monday, August 23 of system status and any impacts.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Payroll Distribution on August 6 – 08/02/10 

DOP Information Systems Communication – 08/02/10
What?
HRMS Payroll Distribution on August 6
Who?

HRMS HR and Payroll Offices
Why?
Instructions for Payroll Pickup
When?
Distribute immediately
Message:
DOP is providing agencies with instructions for payroll distribution on temporary layoff days.

The August 10, 2010 payroll will be distributed on Friday, August 6, which is a temporary layoff day for many agencies. The Department of Personnel (DOP), Office of State Treasurer (OST), Department of Information Services (DIS), Consolidated Mail Services (CMS), and Capitol Courier Services will have staff available on August 6 to complete the payroll activities for the August 10 payroll.

· If you have your payroll output inserted and mailed by CMS, no action is required – your payroll will be processed as usual.

· If you pick up your payroll output at OB2, the building is closed. Please use the service level entrance door in the parking area normally used for handicapped and vendor parking. Use the phone on the wall to the left of the glass double doors to direct-dial security staff to let them know you are picking up payroll.

· If you pick up your payroll output at OST (GA building), the building is closed. Please call 360-902-8994, either by using a cell phone, or before you leave your office to come to the GA building. An OST staff person will arrange to meet you at the back door in the parking area and escort you downstairs.

To change your payroll pickup/delivery options:

· If you normally pick up at OB2, but wish to have your payroll sent to OST for later pickup, please call the DOP Service Center by noon on Thursday, August 5 to make those arrangements. Capitol Courier picks up payroll at the end of the OB2 distribution time to transport to OST.

· If you normally pick up at OB2 or OST, but wish to have your payroll delivered to you by CMS, please call the DOP Service Center to make those arrangements by noon on Thursday, August 5. Please be aware that CMS will not deliver the payroll output to you until Monday August 9.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS July Release – 07/30/2010 

DOP Information Systems Communication – 07/30/2010
What?
Final HRMS July Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the July 27 Release. This represents a total of 18 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 10 CRs since the June 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 28 CRs for July include a new BI report to provide a high level, monthly overview of the amount and hours associated with Temporary Layoff related activities related to ESSB 6503. We also updated the Reconciliation of Remittance Posting Items report to better return expected results, and improved the accuracy of data in the Payroll Journal report.
Some of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing. Also, two more agencies elected “no print” of Earnings and Deductions Statements, effective with the August 10 pay date.
Click here for the July Release and additional information: July 27, 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
Reconciliation of Remittance Posting Items PC00_M99_URMR – 07/29/10 

DOP Information Systems Communication – 07/29/10
What?
Reconciliation of Remittance Posting Items PC00_M99_URMR
Who?

HRMS HR and Payroll Offices
Why?

Report updated to improve data
When?
Distribute immediately
Message:
DOP has implemented a Change Request (CR) in HRMS to update the Reconciliation of Remittance Posting Items PC00_M99_URMR report to consistently return the expected data. Additionally, the report has some “cosmetic” changes described below.
This CR resolves issues with displaying report data and expanding and collapsing lines in the report output.
· For most agencies, the report now correctly displays the expected data whether you execute the report for a specific vendor or all vendors for your Business Area. You will now be able to run the report with no entry in Vendor and open the detail for each Vendor on the Remittance Detail – Overview. Previously, you had to run the report separately for each Vendor to see the data.

· Larger agencies may need to run a few vendors at a time to avoid run time errors.

· Also, large reports run in the background may still error and we are continuing to work on resolving this issue. 
You may notice a few cosmetic changes in the updated report:

· The Vendor column on the Remittance Detail – Overview is sorted numerically, however vendor numbers are nine digits, with the first two or three being zeroes. The updated report does not recognize leading zeroes, so you may notice Vendor 714401 now displays at the bottom of the list; it previously displayed at the top of the list because the actual number code is 000714401, even though the leading zeroes are not displayed on the report.
· The Remittance summary pages now display in Personnel Number order.
· Depending on the length of the employee’s name, the spacing between the name and SSN may not be consistent.

· Bolding of line headers and spacing of data may appear slightly different in the updated report.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Mid-Period Separation Action – 07/29/10 
DOP Information Systems Communication – 07/29/10
What?
Mid-Period Separation Action
Who?

HRMS HR and Payroll Offices
Why?

Payroll Redline with a manual Wage Type 1223
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to cause a payroll Redline when Wage Type 1223 Salary Hours Override is manually entered in conjunction with a mid-period separation action.

Other types of mid-period changes with a WT1223 manual entry already cause payroll Redlines to avoid an overpayment to the employee. This Change Request corrects this issue specific to a mid-period separation, eliminating a major cause of the difficult process of collecting an overpayment from a terminated employee.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Type 1225 Extra Work Hours – 7/29/10
DOP Information Systems Communication – 7/21/10
What?
Wage Type 1225 Extra Work Hours
Who?

HRMS HR and Payroll Offices
Why?

Wage Type updated for FLSA regular rate for calculation of overtime 
When?
Distribute immediately
Message:
DOP has implemented a Change Request (CR) in HRMS to include Wage Type 1225 Extra Work Hours in the FLSA (Fair labor Standards Act) regular rate for calculation of overtime. No agency action is required, however please review the communication below regarding retroactive actions.

WT 1225 is used primarily for part-time salaried employees. This CR resolves an issue where employees having a combination of a WT1225 entry, overtime hours, and shift differential or standby pay within the same pay period were overpaid (usually only pennies) because the WT1225 hours and dollars were not included in the FLSA regular rate for calculation of overtime.

Note: If an action causes a retro back to previous pay periods where the above conditions exist, the retro pay calculations will reflect WT1225 entries as included in the FLSA regular rate for calculation of overtime, therefore bringing forward any overpayment to the current pay period. According to your agency’s business processes, you may choose to collect from the employee or offset with the appropriate wage type.
 Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Payroll Journal ZHR_RPTPYN33 Report – 7/29/10
DOP Information Systems Communication – 7/29/10
What?
Payroll Journal ZHR_RPTPYN33 Report 
Who?

HRMS HR and Payroll Offices
Why?

Report has been updated to report correct hours for specific wage types
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to correct the way specific wage types are reported on the Payroll Journal ZHR_RPTPYN33. No agency action is required.

The Payroll Journal report is used to validate the accuracy of payroll based on the State of Washington Office of Financial Management State Administrative & Accounting Manual (SAAM) Chapter 25.20.30.
We have updated HRMS to not report the following exchange and compensatory time earned wage types as hours worked on the Payroll Journal report. These types of hours should not be included as hours worked on the report since they will also be reported when the employee takes the exchange or compensatory time. This Change Request improves the accuracy of the Payroll Journal reporting data.

	Wage Type
	Wage Type Text

	1306
	Exchange Time Earned

	1343
	Comp time earned straight

	1344
	Comp time earned at 1.5

	1345
	Comp time earned at 2


Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
 PPA Meeting July 28, 2010 (Cancelled) – 7/27/10
DOP Information Systems Communication – 7/27/10
What?
PPA Meeting July 28, 2010

Who?

HRMS HR and Payroll Offices

Why?
Meeting is Cancelled
When?
For immediate distribution

Message:
The PPA Meeting scheduled for tomorrow, July 28, has been cancelled. The next PPA Meeting will be August 24.

This month’s meeting has been cancelled – sorry for the late notice. Next month, the PPA will present many interesting topics, including a PPA Workgroup presentation on 035 Reconciliation for General Ledger 5181 Health Insurance, and more information on the Logged Changes in Infotype Data S_AHR_61016380 report. Also, tentatively scheduled for the August meeting are presentations on a new BI report for Temporary Layoff and improvements to the Warrant / ACH Register and Summary ZHR_RPTPY635 report in HRMS. Rounding out the meeting, we’ll have updates of interest by DOP and OFM.

Please join us on August 24 for the next PPA Meeting.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
New BI Custom Report Available Via HRMS Portal – 7/21/10
DOP Information Systems Communication – 7/21/10
What?
New BI Custom Report available via HRMS Portal
Who?

BI End Users and BI Power Users
Why?

Temporary Layoff Report (due to ESSB 6503)
When?
Distribute immediately
Message:
A new BI custom report for Temporary Layoff data has been added to the HRMS Portal for BI reporting (under the “Layoff Data” tab). Temporary Layoff Report ZZPA_C01_QTLR provides a high level, monthly overview of the amount and hours associated with Temporary Layoff-related activities.

Report fields are restricted by the following Wage Types:

· Temp Layoff – 1304 LWOP Temp Layoff

· Vac Lv in Lieu of Temp Layoff  - 1351 Vac Lv Temp Layoff

· Share Lv in Lieu of Temp Layoff - 1352 Shared Lv Temp Layoff 
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Updated: SAP BI AFRS Payroll Info-Provider (ZPY_C51) – 7/16/10
Updated 07/16/10:

OFM sent corrected data files that were loaded into the AFRS Payroll Info-Provider on July 15 and July 16, 2010.

Sorry for any inconvenience this issue has caused.

SAP BI AFRS Payroll Info-Provider (ZPY_C51) – 07/09/10

DOP Information Systems Communication – 07/09/10
What?
SAP Business Intelligence (BI) AFRS Payroll Info-Provider (ZPY_C51)
Who?

SAP Business Intelligence Power Users and End Users
Why?

Pay Period 2010-13 Salary and Benefit data show incorrect amounts in the AFRS Payroll Info-Provider (ZPY_C51)
When?
Distribute immediately
Message:
The AFRS data file received from OFM for Pay Period 2010-13 is showing incorrect amounts (doubled amounts) for some of the Salary and Benefit data. OFM is aware of the issue and will be sending corrected data files as needed, at which time we will provide an update.

It appears that AFRS-related data includes additional transactions (transaction code 976 RECLASSIFY EXPENSES) that should not have been included in the data file. When received, the corrected data files will be loaded into the AFRS Payroll Info-Provider (ZPY_C51).

The following BI custom Reports use the AFRS Payroll Info-Provider (ZPY_C51):

1. Distribution of Payroll and Related Costs (ZZPY_C51_Q180A)
2. Who Charged Report (ZZPY_C51_Q901)
3. Monthly Position Cost Report (ZZPY_C51_Q450)

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Creating Quota Corrections for Temporary Layoff – 7/07/10
DOP Information Systems Communication – 7/21/10
What?
Making Vacation Leave Accrual Available for Temporary Layoffs for Employees with $2500 or Less Monthly Full-Time Equivalent Salary, and Less than Six Months Continuous State Employment
Who?

HRMS HR and Payroll Offices
Why?

In accordance with ESSB 6503
When?
Distribute immediately
Message:
DOP is providing instructions for creating quota corrections in HRMS to allow certain employees with less than six months of continuous state employment to use accrued vacation leave in lieu of temporary layoff. This is in accordance with ESSB 6503 State Agencies - Reduction in Operating Expenses as passed by the Legislature and signed into law by the Governor on April 27, 2010.
ESSB 6503 allows employees with a monthly full-time equivalent salary of $2500 or less to choose to use accrued vacation leave (as well as donated shared leave) in lieu of temporary layoff. The bill also allows those employees the option to use accrued vacation leave for the temporary layoff days even if they are within their first six months of continuous state employment. 

The Vacation Leave Usage for Temporary Layoff procedure provides instructions for creating infotype 2013 Quota Corrections records in HRMS which will allow absence type 9398 Vac Lv Temp Layoff to be entered on the temporary layoff days for those employees who are within their first six months of continuous state employment. This procedure is to be used for the purposes of ESSB 6503, during the 2009-2011 fiscal biennium only.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov

2011 HRMS Payroll Calendars – 7/02/10
DOP Information Systems Communication – 7/02/10
What?
2011 HRMS Payroll Calendars
Who?

HRMS HR and Payroll Offices
Why?

Calendars have been published!
When?
Distribute immediately
Message:
DOP has published the 2011 HRMS Payroll Calendars. This is two months earlier than our normal publication schedule, however we thought the calendars might be helpful for planning purposes due to the temporary layoffs.

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

After we make any preliminary adjustments, Personnel/Payroll Association (PPA) Executive Committee members review the DRAFT calendars and provide recommendations for additional changes, if any.
Thanks to everyone who helped with the calendar, and we will continue to involve agencies in HRMS planning activities.
The 2011 January-June and July-December HRMS Payroll Calendars are available on the Payroll Calendars & Schedules page on the DOP website. The 2011 Pay Periods Guide, which you may use as a reference to enter the appropriate pay period in HRMS for reports, is also available.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
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