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Final HRMS June Release – 06/30/11

DOP Information Systems Communication – 06/30/11

What?
Final HRMS June Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the June 28 Release. This represents a total of 24 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 13 CRs in June on an exception schedule. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

The 37 CRs for June includes updates to BI (Business Intelligence) and HRMS to accommodate ESSB 5860 passed by the Legislature and signed by the Governor on June 15, 2011. Some updates included the corrections of rates for overtime and leave buyouts when necessary without any type of user intervention; new quota type, absence types and wage types for Temporary Salary Reduction (TSR) Leave; updated Statewide Variants for Temporary Salary Reduction Leave; and the creation of new Date Type 27 - Temporary Salary Reduction (TSR). More information on Temporary Salary Reduction and TSR leave may be found on DOP’s website.

DOP also implemented Release 2 of the ESS Leave Tool that fixed defects from Release 1, made interface improvements, plain talked error messages, improved business rule validations and prepared the system for a single statewide configuration. We also created a new Wage Type for the Teamsters Legal Defense Fund that is included in the 2011-13 Collective Bargaining Agreements. 

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 June Release and additional information:  June 28, 2011:  Final HRMS Release.  Click on the links to review the HRMS Communications for changes that may impact your agency (or just scroll down through the Release document).

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
 SAP HRMS Business Intelligence (BI) – 06/30/11
DOP Information Systems Communication – 06/30/11

What?
SAP HRMS Business Intelligence (BI)
Who?

All HRMS BI Users
Why?
Temporary Salary Reduction (TSR) Leave Eligibility Date has been added to the Headcount and Personnel Actions InfoProviders
When?
Distribute immediately

Message:
Temporary Salary Reduction (TSR) Leave Eligibility Date (ZTSR_DT) has been added under the Employment Dates dimension in the following InfoProviders:

· Headcount and Personnel Actions (ZPA_C01) 

· Headcount and Personnel Actions with Military Service Date (ZPA_M60)

· Headcount and Personnel Actions with Education Data (ZPA_M50)

For more information about HRMS BI (Business Intelligence) Application Support, please reference the HRMS Support page. 
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP HRMS Business Intelligence (BI) – 06/30/11
DOP Information Systems Communication – 06/30/11

What?
SAP HRMS Business Intelligence (BI)
Who?

All HRMS BI Users
Why?
Workforce Indicator and Part Time Indicator have been added to the Headcount and Personnel Actions InfoProviders
When?
Distribute immediately

Message:
Workforce Indicator (ZWKFRCIND) and Part Time Indicator (ZPTIND) have been added under the Employee dimension in the following InfoProviders:

· Headcount and Personnel Actions (ZPA_C01) 

· Headcount and Personnel Actions with Military Service Date (ZPA_M60)

· Headcount and Personnel Actions with Education Data (ZPA_M50)

For more information about HRMS BI (Business Intelligence) Application Support, please reference the HRMS Support page.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP HRMS Business Intelligence (BI) – 06/30/11
DOP Information Systems Communication – 06/30/11

What?
SAP HRMS Business Intelligence (BI)
Who?

BI Power Users
Why?
Transaction RSZDELETE has been added to the BI Power User role 
When?
Distribute immediately

Message:
Transaction RSZDELETE has been added to the BI Power User Role. This transaction allows BI Power Users to delete multiple ad hoc queries instead of deleting ad hoc queries individually via BEx Query Designer. Instructions for deleting ad hoc queries are available in the BI Power User reference materials (‘BI Power User Workshop – BEx Query Designer’ and ‘Demo 4: Deleting an Existing Ad Hoc Query’).  
For information about HRMS BI (Business Intelligence) application support, please reference the HRMS Support page.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Update: HRMS BI Headcount and Personnel Actions InfoProvider – 06/30/11
Update 06/30/11:
The Headcount and Personnel Actions InfoProvider (ZPA_C01) data loads were updated with the June 15 Exception Release and are completing again as scheduled. 

HRMS BI Headcount and Personnel Actions InfoProvider – 06/06/11

DOP Information Systems Communication – 06/06/11

What?
HRMS BI (Business Intelligence) Headcount and Personnel Actions InfoProvider 
Who?

All HRMS BI Users
Why?
Headcount and Personnel Actions Data Load Schedule 
When?
Distribute immediately
Message:
The Headcount and Personnel Actions InfoProvider (ZPA_C01) data load is running longer than scheduled.

· These data loads are currently scheduled “daily” (Thursday thru Sunday) 6:00 p.m. to 6:00 a.m. The data loads are currently completing between 9:00 a.m. and 10:00 a.m. 

Note:  Data from the Headcount and Personnel Actions InfoProvider will not be available for reporting until the data load is complete. When users run a BI query or report, the header will display “Last Data Update” with the date and time when the data load is complete.

· Technical staff are working to resolve this issue. 

For more information about HRMS BI (Business Intelligence) application support, please reference the HRMS Support page.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Temporary Salary Reduction Leave – 06/30/11
DOP Information Systems Communication – 06/30/11

What?
Temporary Salary Reduction Leave 
Who?

HRMS HR and Payroll Offices

Why?
Inform agencies of the new quota type, absence types, and wage types for Temporary Salary Reduction (TSR) Leave
When?
Distribute immediately

Message:
DOP updated HRMS to add the following codes for your use effective July 1, 2011:

	Quota Type
	Absence Type
	Wage type

	49 Temp Salary Reduction Lv.
	9400 Temp Sal.Reduction Lv
	1353 - Temp Salary Reduction Lv

	
	9401 – Temp Sal.Red.lieu of sick
	1354 – Temp Sal.Red.lieu Sick


The statewide Leave Request form will be updated to show the new Absence Types 9400 and 9401, and will be available on the Forms page on the DOP website on July 1. 

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

Qualified Employees must have the Date Type 27 TSR LV Eligibility on Infotype 0041 Date Specifications for the new TSR quota to accrue up to 5.2 hours per month.

· Full-time employees who are subject to the 3% salary reduction and who have been in pay status for 80 non-overtime hours in a calendar month will accrue 5.2 hours of TSR leave each month.

· Part-time employees who are subject to the 3% salary reduction will accrue TSR leave proportionate to the number of hours the part-time employee is in pay status during the month to that required for full-time employment. This is calculated the same manner vacation and sick leave accruals are calculated for part-time employees.
Note – Full time employees who have not been in pay status for 80 non-overtime hours within the first period of the month (1st – 15th) and part time employees will receive their TSR accrual on the last day of the accrual month instead of the 1st day of the following month. 
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As a reminder, the Date Type 27 TSR LV Eligibility record may need to be updated on Infotype 0041 Date Specifications for the following actions: 

· New Hires/Rehires

· Periodic Increment Increases

· Appointment Changes

· Any other actions that affects an employee’s full time equivalent base salary 
DOP has updated the Wage Type Reporter PC00_M99_CWTR statewide variants titled SWV HRS PT 1 and SWV HRS PT 2 to include the new TSR wage types.

DOP will provide instructions at a later date on extending the TSR leave past the June 30, 2013 expiration date per provisions in ESSB 5860. 

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

Updated Statewide Variants for Temporary Salary Reduction Leave – 06/30/11
DOP Information Systems Communication – 06/30/11

What?
Updated Statewide Variants for Temporary Salary Reduction Leave
Who?

HRMS HR and Payroll Offices

Why?
Provide updated information about statewide variants to include the new Absence and Wage Types for Temporary Salary Reduction Leave
When?
Distribute immediately

Message:
DOP implemented a change to include the new 1353 Temp Salary Reduction Lv and 1354 Temp Sal Red Lieu of Sick wage types in the existing statewide variants used to determine part time hours for seniority purposes. During the week of June 28, we updated the Wage Type Reporter PC00_M99_CWTR statewide variants titled SWV HRS PT 1 and SWV HRS PT 2 to include these new Temporary Salary Reduction Leave wage types.

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

Part-Time Hours for Seniority Purposes
Absence Types for Seniority

Statewide Variant List
The Wage Type Reporter PC00_M99_CWTR statewide variants will reflect the new wage types after Payroll Day 1 of the July 25 payroll. 

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Type 4566 Teamsters Legal Defense Fund – 06/30/11
DOP Information Systems Communication – 06/30/11

What?
Wage Type 4566 Teamsters Legal Defense Fund 

Who?

HRMS HR and Payroll Offices

Why?
Inform agencies of a new Wage Type for Teamsters Legal Defense Fund 
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to create a new Wage Type for the Teamsters Legal Defense Fund that is included in the 2011-13 Collective Bargaining Agreements. The Wage Type 4566 Teamsters Lgl Defense Fnd is effective July 1, and is available for use by all agencies. 
We have updated the Wage Types Index on the DOP website with this information.
For information on collective bargaining, see the Washington State Labor Relations Office Web site.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Update to Absence Quota Type 31 Text – 06/27/11
DOP Information Systems Communication – 06/27/11

What?
Update to Absence Quota Type 31 Text 

Who?

HRMS HR and Payroll Offices

Why?
Inform agencies of updates to HRMS
When?
Distribute immediately
Message:
DOP recently updated HRMS, changing the text of Absence Quota Type 31 from Annual Leave/Vacation to Vacation Leave. 

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP GUI 7.20 available for download – 06/27/11
DOP Information Systems Communication – 06/27/11

What?
SAP GUI 7.20 available for download
Who?

Agency Technical Support for HRMS
Why?
Upgrade includes all previous patches, and is designed to interact with Windows 7, and Internet Explorer 8 and 9
When?
Distribute immediately
Message:
SAP GUI 7.20 is available for download. Older versions of the SAP GUI interface remain viable, but are no longer supported. If you have issues with the SAP GUI interface with HRMS, we recommend that you download version 7.20, prior to requesting support. You can access the download at the HRMS Technical Resources Website.  Always review instructions prior to downloading.
Other updates to the HRMS Technical Resources site include:
· Web browser requirements, including set up for Windows 7 and IE 8
· Desktop Requirements for SAP GUI client
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Update: New Date Type 27 - TSR LV Eligibility for Infotype 0041 Date Specifications – 06/23/11
Update 06/23/11:
There was an issue on some employee records when the new Date Type 27 – TSR LV Eligibility was populated in HRMS. When there were no available fields on Infotype 0041 Date Specifications, the system inserted Date Type 27 over another Date Type for employee’s listed on the spreadsheet. DOP has deleted the July 1, 2011 IT0041 record for these employees.  
Agencies will now have to:

· Create a new IT0041 record, using the effective date July 1, 2011;

· Determine which Date Type they can do without; and 

· Override the Date Type with new Date Type 27 using the date July 1, 2011.

This will ensure the employee will receive the TSR Leave accrual.  
Agencies should complete these updates by July 15, 2011. Please refer to the below communication sent out yesterday for the Date Specifications OLQR procedure. 
We apologize for any inconvenience this may have caused and appreciate your immediate attention to this matter. 
New Date Type 27 - TSR LV Eligibility for Infotype 0041 Date Specifications – 06/22/11
DOP Information Systems Communication – 06/22/11

What?
New Date Type 27 - TSR LV Eligibility for Infotype 0041 Date Specifications

Who?

HRMS HR and Payroll Offices

Why?
The new date type 27 is for leave accrual of the Temporary Salary Reduction (TSR) Leave 
When?
Distribute immediately
Message:
DOP has updated HRMS to populate the new Date type 27 TSR LV Eligibility on Infotype 0041 Date Specifications to record the eligibility for the new Temporary Salary Reduction (TSR) Leave. 
For fiscal year 2011-13, ESSB 5860 was passed by the Legislature and signed by the Governor on June 15, 2011. This legislation reduces base salary by 3% for most state employees of the executive, legislative, and judicial branches whose monthly full-time equivalent base salary is $2,500 or greater. The bill also provides that qualified employees who are subject to the temporary salary reduction would accrue additional Temporary Salary Reduction (TSR) leave at the rate of up to 5.2 hours per month. Because the savings comes from the actual reduction to salary, not from a reduction in time worked, TSR leave will be a form of paid leave. More information on Temporary Salary Reduction and TSR leave may be found on DOP’s website.
Agencies need to review the Updated and Exception tabs on the IT0041NewDateType27.xls spreadsheet. Click on the + to the left of your Personnel Area to view the information for your agency. 
· Updated - The employees listed on this tab have had Date Type 27 added to their IT0041 Date Specifications effective July 1, 2011. If there are employees listed on this tab that are not eligible for TSR leave, your Agency will need to remove the Date Type 27 record from IT0041.

· Exception – The employees listed on this tab will need to be reviewed and IT0041 updated, by your Agency, as appropriate for the TSR Leave eligibility. If a future dated record exists on an employee’s IT0041, the new Date Type 27 was not created because it would have delimited the future dated record. For employees with message 07 who are eligible for the TSR Leave Eligibility, click here for instructions to add Date Type 27: Update IT0041 for Date Type 27 - Future Dated Records. 
Please complete your updates by 6:00 p.m., July 15, 2011. 

New Hires/Rehires

· New Hires/Rehires entered into HRMS after June 21, with a start date prior to July 1, will need to have a new date specification record created effective July 1 if the employee is eligible for TSR Leave. See the User Procedure on the OLQR (On-Line Quick Reference) Date Specifications for updating IT0041. 

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
July 1, 2011 (3 Percent) Salary Decrease for the Directly Valuated Employees – 06/30/11

DOP Information Systems Communication – 06/30/11

What?
July 1, 2011 (3 Percent) Salary Decrease for the Directly Valuated Employees
Who?

HRMS HR and Payroll Offices
Why?
Instructions and Agency Review 
When?
Distribute immediately
Message:
The updates in HRMS to calculate the July 1, 2011 (3 Percent) salary decrease has been completed for the Directly Valuated employees to be effective on the July 25, 2011 pay date. 

Agencies should review the spreadsheet and make updates to Infotype 0008 Basic Pay as needed. Click on the + to the left of your Personnel Area to view the data for your agency. The spreadsheet contains the following tabs:

· IT8 DIRVAL_updates:  Employees listed on this tab have been successfully updated in HRMS for the 3 percent salary decrease effective July 1, 2011.  
· Exceptions:  Employees listed on this tab have not been updated. Agencies will need to review the personnel numbers on this tab and manually make updates if necessary.
If you need to make updates, create a new Infotype 0008 Basic Pay with the effective date July 1, 2011 and enter the reason code 05 – Salary Adjmnt by Leg Action.  

Any Directly Valuated employees not on this spreadsheet will need to have their IT0008 manually updated, if appropriate, by July 19, 2011.
Agencies may want to run the ZHR_RPTPAIT08 Employee Basic Pay History Report to make sure you do not have other Directly Valuated employees that need to be updated. 

In the report results, if the “I” column is blank the employees basic pay is Directly Valuated.
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See the User Procedure on the OLQR (On-Line Quick Reference) Employee Basic Pay IT 8 Report by Personnel Area on how to run the report.
The communication that was sent out on June 9 had an error in the calculation formula for Directly Valuated employees. The correct calculation formula is:

	Calculation for 3 Percent Decrease:

	Semi-Monthly Amount
	3100.67
	

	Multiplied by 2
	6201.34
	Old Monthly Amount

	Multiplied by .97 
	6015.29
	

	Rounded to the nearest dollar 
	6015
	3 Percent Monthly Salary Decrease

	Divided by 2 
	3007.50
	New Semi-Monthly Amount


New Hires/Rehires/Appointment Changes

Recommended Approach to Directly Valuated (i.e., WMS and Exempt) – for Start Date Post July 1, 2011:

· When hiring a new WMS or Exempt employee (or entering an appointment change for an existing employee), code the appropriate action reason code (e.g., 05 - WMS Appointment with Review), and on Infotype 0008 Basic Pay enter reason code 05 – Salary Adjmnt by Leg Action. Enter the appropriate annual salary amount (which reflects a 3 percent salary reduction). Doing so will help to ensure that those employees who receive the 3 percent reduction are captured for any reporting that may need to be done by DOP or at the agency level.   

· New Hires/Rehires entered into HRMS after June 9 that have a Directly Valuated Infotype 0008 Basic Pay with a start date prior to July 1, will need to have a new IT0008 record created effective July 1, 2011. Use reason code 05 - Salary Adjmnt by Leg Action. Enter the appropriate annual salary amount (which reflects a 3 percent salary reduction) unless your agency contacted DOP to add employees to the list. See the User Procedure on the OLQR (On-Line Quick Reference) Basic Pay – Indirectly or Directly Valued for updating IT0008.
Indirectly-Valuated employees
The General Service Salary Schedules effective today June 30, 2011 (WPEA) or tomorrow July 1, 2011 have been updated in HRMS.

These salary updates are pulled from the salary tables in HRMS, there will not be a new Infotype 0008 Basic Pay created on July 1, 2011. Use the arrows in the “IV” section near the bottom of the screen to see the changes in the employees pay.
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov

PPA Meeting June 28, 2011 – 06/22/11
DOP Information Systems Communication – 06/22/11

What?
PPA Meeting June 28, 2011


9:00 a.m. to 11:00 a.m. 


LNI Auditorium
Who?

HRMS HR and Payroll Offices

Why?
Agenda
When?
Distribute immediately
Message:
The next PPA meeting is Tuesday, June 28 from 9:00 a.m. to 11:00 a.m. in the Labor and Industries (LNI) Auditorium located at 7273 Linderson Way SW in Tumwater.

The PPA meeting information, including meeting dates, agenda and minutes, are available on Office of Financial Management’s website located at http://www.ofm.wa.gov/accounting/ppa.asp.

This month’s meeting agenda includes updates from Department of Personnel, Department of Retirement Systems, Health Care Authority and Office of Financial Management. There will also be a presentation on the N08 & N09 Report.  

See you Tuesday at the PPA Meeting!

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

Proposed July 1, 2011 (3 Percent) Salary Decrease – 06/09/11

DOP Information Systems Communication – 06/09/11

What?
Proposed July 1, 2011 (3 Percent) Salary Decrease   
Who?

HRMS HR and Payroll Offices
Why?
Instructions and Agency Review 
When?
Distribute immediately
Message:
Pending final approval and signature by the Governor, expected June 15, DOP will be updating HRMS for the proposed July 1, 2011 (3 Percent) salary decrease effective for the July 25, 2011 pay date. 

Indirectly valuated:

All indirectly valuated employees’ basic pay will be automatically updated by DOP via table updates according to the General Service Salary Schedule and Special Salary Schedules. This includes semi-monthly and hourly employees paid from a salary schedule (pay scale).
Directly valuated:

The majority of directly valuated employees (e.g., those in WMS and Exempt jobs) will be automatically updated. These employees are listed on the proposed July 1 Salary Decrease preliminary spreadsheet on the Updated – Dir Val EEs tab. All others will need to be reviewed and manually updated as needed.  Note: DOP will not be reducing those exempted such as Elected Officials. 
Agencies should review the preliminary spreadsheet and make updates to Infotype 0008 Basic Pay as needed. Click on the + to the left of your Personnel Area to view the data for your agency. The spreadsheet contains the following tabs:

· Updated – Dir Val EE – This is the proposed list of directly valuated employees to be updated. These employees will automatically be updated for the July 1, 2011 3% salary decrease. 
· Excluded hourly & daily – This is the proposed list of directly valuated hourly and daily employees. Agencies will need to manually update the salaries for these employees if necessary. Part-time employees making hourly rates of $14.37 or above need to be reduced unless CBAs specify otherwise (e.g. WPEA).
· Excluded < $2500 – This is the proposed list of directly valuated employees that make less than $2500 per month and are not subject to the 3% decrease. No updated are needed for these employees.
· Dir Val EE on Pay Scale – This is a list of employees that are on a pay scale but their basic pay is directly valued. Infotype 0008 Basic Pay will not automatically update with the proposed July 1, 2011 salary table updates. Agencies need to review the list and make any IT0008 updates by July 19, 2011.   

· Excluded 7/1/2011 IT0008 – This is a list of directly valuated employees that have a start date of 07/01/2011 or after in the Start field on Infotype 0008 Basic Pay. Agencies need to review the list and, if needed, manually update IT0008 by July 19, 2011.

The formula used to calculate the 3% decrease for employees paid on a semi-monthly amount is:
	Example No. 1:

	Semi-Monthly Amount
	3100.67
	

	Multiplied by 2
	6201.34
	Monthly Amount

	Rounded to nearest dollar
	6201
	

	Multiplied by .03 (3%)
	186.03
	3% Salary Decrease

	Rounded down to nearest dollar
	186
	Amount of Decrease

	Monthly amount minus decrease
	6015
	New Monthly Amount

	Divided by 2
	3007.50 
	New Semi-Monthly Amount

	Example No. 2:
	
	

	Semi-Monthly Amount
	3211.07
	

	Multiplied by 2
	6422.14
	Monthly Amount

	Rounded to nearest dollar
	6422
	

	Multiplied by .03 (3%)
	192.66
	3% Salary Decrease

	Rounded up to nearest dollar
	193
	Amount of Decrease

	Monthly amount minus decrease
	6229
	New Monthly Amount

	Divided by 2
	3114.50 
	New Semi-Monthly Amount


The formula used to calculate the 3% decrease for employees paid on an hourly basis is: 

	Example No. 1:

	Hourly amount
	34.57
	

	Multiplied by .03 (3%)
	1.0371
	3% Salary Decrease

	Rounded up 
	1.04
	Amount of Decrease

	Hourly amount minus decrease
	33.53
	New hourly Amount

	Example No. 2:
	
	

	Hourly amount
	14.37
	

	Multiplied by .03 (3%)
	.4311
	3% Salary Decrease

	Rounded down 
	.43
	Amount of Decrease

	Hourly amount minus decrease
	13.94
	New hourly Amount


On Thursday, June 30, DOP will furnish agencies with a final list of directly valuated employees who were automatically updated by DOP the evening of June 28, 2011. Agencies will have until July 19 to review and make any additional manual updates within the system for the July 25 pay date.
Important: Agencies need to contact DOP no later than June 24 if they have employees that need to be added to the Updated – Dir Val EEs tab, or the agency will be required to manually enter the reduction.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Temporary Layoff Day for DOP – 06/06/11
DOP Information Systems Communication – 06/06/11

What?
Temporary Layoff Day for Department of Personnel  
Who?

HRMS HR and Payroll Offices
Why?
DOP is unavailable Friday, June 10th, due to a temporary layoff day 
When?
Distribute immediately
Message:
Due to state budget reductions, the Department of Personnel will be closed on Friday, June 10th. The HRMS Service Center will be unavailable to assist with Employee Self Service (ESS) that day.
Please remind your employees that earnings statements are now available for viewing the day before payday and we encourage them to view their statement in ESS on Thursday, June 9th. If employees need assistance, please email information@dop.wa.gov or call 1-877-664-1960.
DOP will resume normal business hours on Monday, June 13th. 
Final HRMS May Release – 05/27/11

DOP Information Systems Communication – 05/27/11

What?
Final HRMS May Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the May 24 Release. This represents a total of 13 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 2 CRs in May 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 15 CRs for May include updates to BI (Business Intelligence) and HRMS to provide updates for reporting. We also began the creation of agency 1790 Department of Enterprise Services (DES) and updates to the program to implement salary reduction for directly valued employees. 
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 May Release and additional information:  May 24, 2011:  Final HRMS Release.  Click on the links to review the HRMS Communications for changes that may impact your agency (or just scroll down through the Release document).

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP HRMS Business Intelligence (BI) – 05/24/11

DOP Information Systems Communication – 05/24/11

What?
SAP HRMS Business Intelligence (BI)
Who?

BI Power Users
Why?
Some Key Figure values will display only for rows with ‘#/Not Assigned’ if you add ‘Action Type’ and/or ‘Action Reason’ to your ad hoc query
When?
Distribute with May 2011 HRMS Release
Message:
If you use the following Key Figures in an ad hoc query and you add ‘Action Type’ and/or ‘Action Reason’ to that query, the Key Figure value will display as zero for rows associated with the specific ‘Action Type’ and/or ‘Action Reason’. This is because these Key Figures are calculated based on end of calendar month and the specific ‘Action Type/Action Reason’ may occur any day in that month (any calendar day). The Key Figure value will display for rows associated with the ‘#/Not Assigned’ action (calculated based on end of calendar month).  

The Key Figure value will continue to display for queries without ‘Action Type’ and/or ‘Action Reason’.
	Key Figure
	Technical name

	Annual Salary 
	0ANSALARY

	Age in Years
	0AGE_KYF

	Length of Service
	0SRVCLENKYF

	Capacity Utilization Level
	0PAYPCT

	Headcount
	0HDCNT_FTE

	In Present Position (In Months)
	ZINPOSMKF

	In State Service (In Months)
	ZSVLENMKF

	Salary Unit Amount
	ZSAL_AMT

	Monthly Salary
	ZMONSAL

	Service Months after age 44
	ZSVAFT44

	Age in Months
	ZAGEMON

	Employment Percent
	0EMPLPCT


Example 1:  Action Type and/or Action Reason not added to query (Key Figure displays on each row).

	Calendar Year/Month
	Employee
	Age in years
	Annual Salary

	01/2011
	Employee #1
	59
	$ 44,712

	01/2011
	Employee #2
	59
	$ 58,656


Example 2:  Action Type and/or Action Reason added to query (Key Figure displays for rows associated with the ‘#/Not Assigned’).
	Calendar Year/Month
	Employee
	Calendar Day
	Action Type
	 
	Action Reason
	 
	Age in years
	Annual Salary

	01/2011
	Employee #1
	1/20/2011
	U3
	Appointment change
	01
	Prom/Trial Service Apptmt.
	0
	0

	01/2011
	Employee #1
	1/31/2011
	#
	Not Assigned
	#
	Not Assigned
	59
	$ 44,712

	01/2011
	Employee #2
	1/15/2011
	U3
	Appointment change
	01
	Prom/Trial Service Apptmt.
	0
	0

	01/2011
	Employee #2
	1/31/2011
	#
	Not Assigned
	#
	Not Assigned
	59
	$ 58,656


Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP HRMS Business Intelligence (BI) – 05/24/11

DOP Information Systems Communication – 05/24/11

What?
SAP HRMS Business Intelligence (BI)
Who?

BI Power Users
Why?
The Headcount and Personnel Actions InfoProvider (ZPA_C01) has been updated to display “U” for Underfilled and “O” for Overfilled.
When?
Distribute with May 2011 HRMS Release
Message:
The Headcount and Personnel Actions InfoProvider (ZPA_C01) has been updated to display “U” for Underfilled and “O” for Overfilled. If you have created an ad hoc query and have added a restriction to include or exclude the old “X” indicator for Underfilled, you will need to modify the query restriction to use the new indicators “U” (Underfilled) and “O” (Overfilled). 

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Personal Leave Day for WPEA Employees – 05/24/11

DOP Information Systems Communication – 05/24/11

What?
Personal Leave Day for WPEA Employees

Who?

HRMS HR and Payroll Offices
Why?
Personal Leave Day for WPEA employees expires on June 30, 2011

When?
Distribute immediately

Message:
DOP would like to remind agencies that the Personal Leave Day for WPEA employees expires on June 30, 2011 as a result of the 2011-2013 Collective Bargaining Agreements. 
Agencies will need to manually remove Date Type 26 – Personal Leave Day Eligibility from Infotype 0041 Date Specifications. Please complete your updates in HRMS for each of your WPEA employees by June 1, 2011 using a June 30, 2011 effective date.
Click here for instructions on how to remove Date Type 26: Update IT0041 for Date Type 26 – Personal Leave Date Eligibility. 
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Types 2606 Rainier Pacific Bank and 2631 1st Security Bank – 05/19/11

DOP Information Systems Communication – 05/19/11

What?
Wage Types 2606 Rainier Pacific Bank and 2631 1st Security Bank
Who?

Payroll Offices
Why?
Wage Types are no longer valid and will not be accepted by these vendors
When?
Distribute immediately

Message:
DOP has been informed that Rainier Pacific Bank, now known as Umpqua Bank, and 1st Security Bank will no longer accept deduction type payments from HRMS.
Effective immediately, deduction type payments in HRMS are no longer accepted from Wage Types 2606 Rainier Pacific Bank and 2631 1st Security Bank. We are initiating a change request to delimit these wage types on all applicable infotypes. No agency action is required.  
Please discontinue using Wage Types 2606 and 2631 for any future transactions in HRMS. 

We have reviewed Infotype 0014 Recurring Payments/Deductions and Infotype 0015 Additional Payments and currently do not have any employees with an active record.  
Thank you for your immediate attention to this matter. 

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Organizational Management Structure Searches – 05/13/11

DOP Information Systems Communication – 05/13/11

What?
Organizational Management Structure Searches
Who?

HRMS HR and Payroll Offices
Why?
The ability to show future and delimited org units in HRMS
When?
Distribute immediately
Message: 
DOP has implemented a change in HRMS when utilizing the Organizational Management structure search. The past, present and future Organizational Units will now appear. Previously, you were only able to view current Organizational Units. You should check the “Valid from” and “Valid to” dates to determine if the Organizational Unit is appropriate for use. 
The below screen print is an example of how the Organizational Management structure search may look with past (delimited), current, and future dated Organizational Units.  
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
2011-2013 Biennium Cost Distribution in HRMS – 05/11/11

DOP Information Systems Communication – 05/11/11

What?
2011-2013 Biennium Cost Distribution in HRMS
Who?

HRMS HR and Payroll Offices
Why?
New Cost Distribution loaded in HRMS

When?
Distribute immediately
Message: 
DOP has received and loaded the AFRS cost code tables from OFM for cost distribution in HRMS for the 2011- 2013 Biennium. To allow efficiency, agencies can future date employee and position cost distribution changes in HRMS.
You may enter cost distribution changes, including those for the upcoming July 1 biennium, if the updates have been added in AFRS. These updates in AFRS will be available in HRMS for use the following day.

From now until 07/01/2011 the future dated 2011-2013 cost distribution record in HRMS will have a “ZDNU” in front of the title. The “ZDNU” typically indicates “Do Not Use” because the record in AFRS is either dated for the future or has expired. However, the record can be selected in HRMS.   

After 7/1/2011 the 2011-2013 cost distribution record will be updated and the “ZDNU” will be removed from the title in HRMS. The 2009-2011 cost distribution codes will continue to be displayed in HRMS, and any prior biennium cost distribution codes that have expired in AFRS will be updated to include “ZDNU” in front of the code description title.  

Note:  Attempting to use cost distribution codes, that have either expired or are future dated in AFRS, on current records in HRMS that contain a “ZDNU” may result in an error in AFRS and will be included in the AFRS error file.

To update Infotype 0027 Cost Distribution (Employee) or Infotype 1018 Cost Distribution (Position) for the new codes, use Copy (do not use the Pencil) with a new Start date. Using Copy will delimit the old record and create a new record, and avoid unwanted retroactive or redlines.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Job Class Titles Updated – 04/29/11

DOP Information Systems Communication – 04/29/11

What?
HRMS job class titles updated
Who?

HRMS HR and Payroll Offices
Why?
Improve usability of new interface for viewing job classification and salary information on www.dop.wa.gov
When?
Distribute immediately
Message: 
We’d like to provide a quick update on recent job class title changes made in HRMS that will be effective May 1 (on the jobs change, a new org assignment info type will display with a 5/1/2011 effective date) and to share plans for an upcoming web enhancement to the DOP website..  

This week, we changed about 335 of the 1644 classified job class titles in HRMS. The reason for this change is that we will soon deploy a new public interface on the DOP web site (www.dop.wa.gov) for viewing job specifications and salaries. The alphabetical listing from which users will select and view the job specifications is driven by the short titles from HRMS (40 characters).  Prior to the updates, the titles were inconsistent within a series and/or really abbreviated. Because of this, the new job specification listing would be difficult to use and quite possibly out of alphabetical order.

Example:  In HRMS, some Corrections jobs have the word Corrections abbreviated, some do not.  Titles vary from COR, CORR, CORRS, CORRECTIONS and CORRECTIONAL. This type of inconsistency causes CORR/CSTY OFF 4 to display prior to Corrections & Custody Officer 1, 2 and 3.

The job specification and salary pages are among the most popular on the DOP website.  This new interface will provide users with a greater ability to search for job specifications (by first letter, by title, by class code, by range, and by words listed in the job specifications).  We believe users will find it is more intuitive and requires fewer steps to get to the salary information they are seeking.

Note the screen shot below.  The user selects the union affiliation, or  and the Salary Range appears.
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Final HRMS April Release – 04/29/11

DOP Information Systems Communication – 04/29/11

What?
Final HRMS April Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the April 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 4 CRs in April 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 14 CRs for April include a number of updates to provide more accurate HRMS reporting, and add some new wage types.

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

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Infotype 0027 Cost Distribution Issue – 04/28/11

DOP Information Systems Communication – 04/28/11

What?
Infotype 0027 Cost Distribution Issue
Who?

HRMS HR, Payroll, and Financial Offices
Why?
The PA40 Appointment Change transaction may not delimit Infotype 0027 Cost Distribution
When?
Distribute immediately
Message:
Users need to validate that the Infotype 0027 Cost Distribution delimits successfully during an appointment change to transfer an employee to a new Business Area. If the employee has a current Infotype 0027, the following message will appear during the PA40 action.
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Use transaction PA30 (Maintain HR Master Data) to validate that Infotype 0027 was successfully end dated, and if not, manually change the end date.
We apologize for any inconvenience this may cause and will communicate immediately when the issue is resolved.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Web Browser Compatibility with HRMS ESS Portal – 04/27/11

DOP Information Systems Communication – 04/27/11

What?
Web browser compatibility with HRMS Employee Self Service (ESS) Portal
Who?

All users of HRMS ESS
Why?
Some browsers do not work properly with SAP Enterprise Portal
When?
Distribute immediately 
Message:
Newer versions of some web browsers are not compatible with the SAP Enterprise Portal used for HRMS Employee Self Service.  
As new browser versions are released, SAP tests them for compatibility with their products. If there are issues found, SAP develops and releases fixes for these and other known issues. In most cases this process does not happen quickly, which is why DOP recommends against installing new browsers when they first become available.  
Also, based on established SAP best practices, DOP only applies SAP fixes to HRMS twice per year. This schedule could mean an additional delay in HRMS users being able to use newly released browsers. If you use HRMS ESS, the best strategy is to confirm compatibility before upgrading your browser. 
Below are the current SAP supported browsers:
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov

Updated: 941 Employer’s Quarterly Federal Tax Return Form – 04/21/11
Updated 04/21/11:
DOP has applied the 2011 updates and the work around provided by SAP regarding the fractions issue on the IRS Form 941. You are now able to run the 941 for 1st quarter 2011.

For agencies that have an overstated amount on line 7 of the 941 we have created a user procedure, Form 941-Overstated Calculation, to detail the manual adjustment to correct this. The procedure is located on the DOP website under the On-Line Quick Reference (OLQR) link on the Payroll tab. 

http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/UserProcedures.aspx
We again apologize for any inconvenience this may have caused and thank you for your patience.
Update:  941 Employer’s Quarterly Federal Tax Return Form – 04/01/11

DOP Information Systems Communication – 04/01/11

What?
Update:  941 Employer’s Quarterly Federal Tax Return Form

Who?

HRMS HR, Payroll, and Financial Offices

Why?
Update for agencies on error in 941 Employer’s Quarterly Federal Tax Return Form
When?
Distribute immediately

Message:
IRS Form 941 for 2010 and 2011 Employer’s Quarterly Federal Tax Return has rounding and calculation errors as identified below.

SAP has released the updates to fix the issues and DOP is working to get the corrections in as soon as possible. Until they are corrected we recommend that agencies hold off on running the 941 for 1st quarter 2011.  

Issue 1:  Line 7a continues to calculate rounding incorrectly which is causing Line 8 to be incorrect and creates a mismatch on Line 10 of the 941 and the Total on Schedule B (Form 941).  This is resulting in the incorrect portion of the amount in Line 7a ending up in Balance due (Line 14) or Overpayment (Line 15) on the 941 form.  

Issue 2:  The wrong rate is being calculated in Box 5A on the 941 1st quarter 2011 form and is not configured to the IRS specifications. 

Please contact the DOP Service Center if you have questions about this issue.  For other reconciliation questions, contact the Office of Financial Management (OFM).  

We apologize for any inconvenience this may cause and will communicate immediately when the corrections are applied.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
April PPA Meeting Cancelled – 04/11/11

DOP Information Systems Communication – 04/11/11

What?
April PPA Meeting Cancelled
Who?

HRMS HR and Payroll Offices

Why?
Meeting Cancelled
When?
Distribute immediately 
Message:
Due to pending legislation, collective bargaining agreements, and other resource reasons, there is not sufficient detailed material available to present at the April 26 PPA meeting. Therefore, in the interest of honoring your time and resources, the PPA Executive Committee has decided to cancel the meeting.    

The Personnel Payroll Association has found that its most valuable materials often come from the ideas and work put forth by the users of our shared statewide systems and processes. So, if you would like to see more materials presented more often at PPA meetings, please send your ideas, tips, tricks, thoughts, questions, and needs to Jay Minton (DSHS) at jay.minton@dshs.wa.gov, Shelly Madison (DOP) at shellym@dop.wa.gov or contact your friendly PPA Executive Committee representative. The only bad idea is the one that isn’t shared. 
The next scheduled meeting is June 28 and will be in the Labor and Industries (LNI) Auditorium located at 7273 Linderson Way SW in Tumwater. We hope to see everyone there. 
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Agency Retirement Transmittal Report – 04/05/11
DOP Information Systems Communication – 04/05/11

What?
Agency Retirement Transmittal Report
Who?

HRMS HR and Payroll Offices
Why?
Notify agencies of changes regarding the Agency Retirement Transmittal Report
When?
Distribute immediately

Message:
DOP recently completed a Change Request to correct the use of three action codes displayed in the Retirement Transmittal Report.  

Action Codes:

· ‘Begin’ – Indicates when an employee becomes a new member to a system or plan.

· ‘Trans’ – Indicates when an employee selects to participate in a Plan 3 (3X) during the January transfer option period.  This code will appear only once for an employee during the January reporting period.

· ‘PL CH’ – Indicates when an employee chooses Plan 2 (2N) or Plan 3 (3C) or defaults to Plan 3 (3D).

Beginning with the April 11, 2011 payroll, DOP will no longer print the agency copy of the Retirement Transmittal Report. Agencies should continue to access this in HRMS by running the DRS Report Analysis ZHR_RPTBNN46.  

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Quarterly Request for Agency Contact List Changes – 04/04/11

DOP Information Systems Communication – 04/04/11

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. 

Since the list is continually changing, please review your agency’s information on the most current list posted on the DOP website and provide any 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 to maintain this important list.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Final HRMS March Release – 04/01/11

DOP Information Systems Communication – 04/01/11

What?
Final HRMS March Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the March 29 Release. This represents a total of 18 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 6 CRs in March 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 24 CRs for March include a number of updates to BI (Business Intelligence) and HRMS to provide more accurate reporting. There was also an update to payroll processing that will correctly calculate percentage based union dues for employees when a mid period transfer exists.
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 March Release and additional information:  March 29, 2011:  Final HRMS Release.  Click on the links to review the HRMS Communications for changes that may impact your agency (or just scroll down through the Release document).

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Final HRMS February Release – 03/03/11
DOP Information Systems Communication – 03/03/11

What?
Final HRMS February Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the February 24 Release. This represents a total of 22 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 4 CRs in February 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 26 CRs for February include a number of updates to BI (Business Intelligence) and the creation of six new work schedules in Infotype 0007 Planned Working Time to be used by agencies effective March 1, 2011. 
Another CR completed will allow users to view the last 12 months of issued earnings statements in Employee Self Service (ESS). In addition, employee earnings statements will now be available for viewing on the day prior to each payday. 

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 February Release and additional information:  February 24, 2011:  Final HRMS Release.  Click on the links to review the HRMS Communications for changes that may impact your agency (or just scroll down through the Release document).

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
New Work Schedules in HRMS – 03/03/11
DOP Information Systems Communication – 03/03/11
What?            New Work Schedules in HRMS
Who?             HRMS HR and Payroll Offices
Why?             Inform agencies of new work schedules for use in HRMS  
When?           Distribute immediately
Message:      DOP has implemented a Change Request (CR) in HRMS to add the following new work schedules effective March 1, 2011.  

· R042 2WkM&W-F9, T 8, 2nd T 0

· R044 2WkM&W-F9, T 0, 2nd T 8
· R048 2WkMT&ThF-9, W8, 2nd W0

· R050 2WkMT&ThF-9, W0, 2nd W8

· R052 2WkM-W&F-9,Th8, 2nd Th0

· R054 2WkM-W&F-9,Th0, 2nd Th8
The newly added work schedules will be reflected in the drop down menu when selecting the match code button [image: image8.png]


 in the Work schedule rule field on Infotype 0007 Planned Working Time.  
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Important note:

Although the start date of the new work schedules in the dropdown is displayed as 2/1/2011, to avoid possible errors, agencies must not add these new schedules with an effective date earlier than 3/1/2011.

Questions? Contact:

DOP Service Center: (360) 664-6400

Email Contact: servicecenter@dop.wa.gov
Earnings Statements in ESS – 02/18/11

DOP Information Systems Communication – 02/18/11

What?
Earnings and Deductions Statements Availability Schedule
Who?

HRMS HR and Payroll Offices
Why?
Notify agencies of earnings statements availability in ESS
When?
Distribute immediately

Message:
In the upcoming February 24 HRMS release, DOP will complete a change request to the availability of earnings and deductions statements in Employee Self Service (ESS). You will now be able to view the last 12 months of issued earning statements when you are logged into ESS.

In addition, employee earnings statements will now be available for viewing on the day prior to each payday beginning February 24.            

Instructions for employees wanting to access their earnings statements issued within the last 12 months are posted on the ESS welcome screen.

[image: image10.png]Welcome

You can no longer access the state job site from the HRMS Portal. To search and
‘apply for state jobs, use the online recruiting system at wuny careers wa gov. If you have
not applied for a state job since July 2010, you need to create a profile and enter an
application in the new system before you can be considered for a job.

Employee Self Service

Personal Information - Click on the link above to update your personal information,
including address, emergency contact and email

Be sure to enter your e-mail address in the ‘Personal Information” section of ESS. Ifyou
lose or forget your password, your new password will be sent o this email address. (See.
Password Problems below)

Eamings Statement - Selecthis option to view and print any eamings statement
issuedin the past 12 months. Eamings statements are posted for viewing on the day
prior to payday. (Example: On February 24, 2011, you wil be able to select and view the
February 25, 2011, eamings statement and all eamings statements issued in the past
12 months.) Ifyou need a specific eamings statementthat is not available on the list,
‘contact your payrolloffce.

Password problems? Ifyou enter an incorrect password five times, you will be locked
outof the system. Ifthis happens, click on the "Forgot Password" link to have a new.
password sentto your email address. We advise that you enter your work email
‘address in ESS so password changes are defivered there.

Need help? Goto www.dop wa govipayrollless




Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
BI Users Group Meeting – 02/28/11
DOP Information Systems Communication – 02/28/11

What?
BI Users Group Meeting
Who?

All Active BI Users
Why?
New BI Users Group to Facilitate Information and Data Sharing

When?
Distribute immediately
Message:
DOP is establishing a BI Users Group and will host regular meetings. To get the group started, we have scheduled a kick-off meeting for Thursday, March 17th from 10:30 am to noon. The meeting will be held in the DOP office located at 521 Capitol Way South, in Conference Room A. At this meeting, we will work with the attendees to develop a structure for ongoing meetings, identify clear goals, discuss a practical meeting schedule, and begin to share information.

We request that interested staff planning to attend this meeting please RSVP to Jennifer Gammell at Jenniferg@dop.wa.gov by Friday, March 11th. Statewide, there is over 700+ staff that has been given access to BI since 2008.  We have no idea how many people to expect and want to ensure we have adequate space for this meeting.

We ask that only staff who have taken the BI User Training and are actively using this application attend the meetings. The discussions will focus on the use of the application and the language will be ‘technical’. We have learned from previous such groups that staff with little to no experience using the application will be lost and it slows down the rest of the group. These meetings will not substitute for the formal training that is available through DOP.

Questions? Contact:
DOP Planning and Performance Division: (360) 664-0386
Email Contact: strategichr@dop.wa.gov  
Update: HRMS BI Quota InfoProvider – 02/28/11

Update 02/28/11:
The data for the Quota InfoProvider for November 2010 and December 2010 has been reloaded.

HRMS BI (Business Intelligence) Quota InfoProvider – 02/07/11

DOP Information Systems Communication – 02/07/11

What?
HRMS BI (Business Intelligence) Quota InfoProvider  
Who?

All HRMS BI Users
Why?
Quota Data Load Schedule  
When?
Distribute immediately
Message:
The data loads for the Quota InfoProvider did not process as expected for November 2010 and December 2010.
The Quota InfoProvider schedule was set up to process on the last day of the month for the prior month’s data (e.g. December data scheduled to load on the last day in January). The Quota data load processed past midnight and began processing the next month’s data.
An updated Communication will be sent after the November/December data has been reloaded later this month.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
PPA Meeting February 28, 2011 – 02/24/11
DOP Information Systems Communication – 02/24/11

What?
PPA Meeting February 28, 2011


9:00 a.m. to 11:00 a.m. 

OB-2 Auditorium
Who?

HRMS HR and Payroll Offices

Why?
Agenda
When?
Distribute immediately
Message:
The next PPA meeting is Monday, February 28 from 9:00 a.m. to 11:00 a.m. in the OB-2 Auditorium.  

The PPA meeting information, including meeting dates, agenda and minutes, are available on Office of Financial Management’s website located at http://www.ofm.wa.gov/accounting/ppa.asp.

This month’s meeting agenda includes updates from Department of Retirement Systems, Health Care Authority and Office of Financial Management.  

See you Monday at the PPA Meeting!

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Payroll Distribution on February 22 – 02/09/11
DOP Information Systems Communication – 02/09/11
What?
HRMS Payroll Distribution on February 22
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 February 25, 2011 payroll will be distributed on Tuesday, February 22, 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 February 22 to complete the payroll activities for the February 25 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, February 17 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, February 17.  Please be aware that CMS will not deliver the payroll output to you until Wednesday February 23.
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: servicecenter@dop.wa.gov
2011 PPA Meeting Calendar – 02/01/11

DOP Information Systems Communication – 02/01/11

What?
2011 Personnel Payroll Association (PPA) Meeting Calendar  
Who?

HRMS HR and Payroll Offices
Why?
Calendar has been posted 
When?
Distribute immediately
Message:
The calendar of PPA meetings for 2011 has been posted on OFM’s website at http://www.ofm.wa.gov/accounting/ppa.asp.  

The first PPA meeting of 2011 will be February 28, from 9:00 a.m. to noon in the OB-2 auditorium.  
All other meetings scheduled for the remainder of 2011 and January 2012 will be in the Labor and Industries (LNI) Auditorium located at 7273 Linderson Way SW in Tumwater.  

As usual, we will send you a communication a few days before each PPA meeting.  The communication will include a link to 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
Final HRMS January Release – 01/31/11

DOP Information Systems Communication – 01/31/11

What?
Final HRMS January Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the January 25 Release. This represents a total of 31 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 10 CRs in January on an exception schedule. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

The 41 CRs for January include a number of updates to BI (Business Intelligence), Medical Aid rate adjustments, and the creation of a new work schedule in Infotype 0007 Planned Working Time to be used by agencies effective February 1, 2011.  Other CRs suspended and restored your access to the PU19 Tax Reporter for better W-2 processing. 

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

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

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Pay Calculation for Part-Time Salaried Employees in HRMS – 01/31/11

DOP Information Systems Communication – 01/31/11

What?
Pay Calculation for Part-Time Salaried Employees in HRMS  
Who?

HRMS HR and Payroll Offices
Why?
Pay calculations for part-time salaried employees are now processing correctly in HRMS
When?
Distribute immediately
Message:
DOP has completed a Change Request in HRMS to update how pay is calculated for part-time salaried employees.  No agency action is required.

Previously, part-time salaried employee’s payroll was prorated differently than that of full-time in HRMS.  This was resulting in payroll calculations that were not correct when it came to calculating mid-period splits and leave without pay (LWOP), such as temporary layoff days.  Another related issue was that Bereavement LWOP did not reduce pay.  

HRMS has been updated to successfully calculate pay for part-time salaried employees in the following conditions eliminating the need for workarounds.

· Mid-period change including part-time and full-time percentages for a salaried employee.
· Mid-period schedule change for part-time salaried employees.

· Mid-period change in salary and schedule for part-time salaried employees.

· Schedule substitutions exist for a part-time salaried employee.

· Any part-time salaried employee using the absence type for Bereavement LWOP. 

The only scenario that remains an issue is when a mid-period change in working percentage and schedule substitution exist for a salaried employee.  

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

New Work Schedule in HRMS – 01/25/11
DOP Information Systems Communication – 01/25/11

What?
New Work Schedule in HRMS
Who?

HRMS HR and Payroll Offices
Why?

Inform agencies of a new work schedule for use in HRMS  
When?
Distribute immediately
Message:
DOP has implemented a Change Request (CR) in HRMS to add new work schedule R272 4-8.5s/6: T-F 8.5, St 6 effective February 1, 2011.  This work schedule was added to correctly report retirement hours and remain in compliance with FLSA laws for payroll calculation with actual pay period hours.  

The newly added work schedule will be reflected as R272 4-8.5s/6: T-F 8.5, St 6 in the drop down menu when selecting the match code button [image: image11.png]


 in the Work schedule rule field on Infotype 0007 Planned Working Time.  
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Questions? Contact:

DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
PU19 Tax Reporter Now Available – 01/20/11

DOP Information Systems Communication – 01/20/11

What?          PU19 Tax Reporter Now Available

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

When?         Distribute immediately

Message:     Tax Reporter (transaction PU19) is being restored to the Tax Reporter role today during Day 4.  Please check any Adjustments (Employee Details) and Errors and Warnings tomorrow using the Tax Reporter Log Manager.  Please see PU19 Tax Reporter W-2 Annual Processing Procedures for updated instructions.

We suspended access to Tax Reporter (transaction PU19) at 6:00 p.m., January 7 until today to prevent any conflict with statewide W-2 processing. 

All manual adjustments completed by 6:00 p.m., January 7 are included on the W-2s for 2010, which have been distributed to employees by Consolidated Mail Services. Any manual adjustments entered at this time may need Forms W-2C/W-3C.

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

2011 Medical Aid Rates – 01/07/11
DOP Information Systems Communication – 01/07/11

What?
2011 Medical Aid Rates 

Who?

HRMS HR and Payroll Offices

Why?
2011 L&I Medical Aid Rates have been updated in HRMS 

When?
For immediate distribution

Message: 
DOP has updated HRMS for the 2011 L&I (Labor and Industries) Medical Aid rates effective for the 1/25/2011 pay date.

Along with the rate changes, we have added new Risk Class codes, inactivated any codes no longer used, and made changes to sub codes.

To view the new 2011 Medical Aid rates use report ZHR_RPTPYU05 Medical Aid Rates by Override Group. To run the report, use the Effective Date 01/16/2011, or use Statewide Variant SWV Med Aid and enter the Pers. Area (from OG Text). Payroll simulations for the 1/25/2011 pay date will now reflect the 2011 rates.

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

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

Update:  941 Employer’s Quarterly Federal Tax Return Form – 01/26/11
DOP Information Systems Communication – 01/26/11

What?
Update:  941 Employer’s Quarterly Federal Tax Return Form

Who?

HRMS HR, Payroll, and Financial Offices

Why?
Update for agencies on error in 941 Employer’s Quarterly Federal Tax Return Form
When?
Distribute immediately

Message:
IRS Form 941 for 2010 and 2011 Employer’s Quarterly Federal Tax Return has rounding and calculation errors as identified below.

DOP is still working with SAP to correct these issues and they will not be fixed before the fourth quarter due date of January 31st.
Line 7a continues to calculate rounding incorrectly which is causing Line 8 to be incorrect and creates a mismatch on Line 10 of the 941 and the Total on Schedule B (Form 941).  This is resulting in the incorrect portion of the amount in Line 7a ending up in Balance due (Line 14) or Overpayment (Line 15) on the 941 form.  
The work around is to shift the amount in Line 14 or 15 to increase or decrease Line 7a.  Lines 14 and 15 should be zero, unless you are anticipating a tax refund due to manual adjustments or overpayment activity.
If the amount shows in Line 14 Amount Due, decrease Line 7a.

If the amount shows in Line 15 Overpayment, increase Line 7a.

Example 1:

· Line 14 Amount Due shows 0.16, and Line 7a shows -0.21.

· Change Line 14 to zero

· Decrease Line 7a to -0.37

Example 2:

· Line 15 Overpayment shows 0.16, and Line 7a shows -0.21

· Change Line 15 to zero

· Increase Line 7a to -0.05

Be sure to manually validate the arithmetic on the form 941 is correct before filing, and that the total on Schedule B matches the total in Line 10 Total Tax.  Do not file if anything is incorrect.
Please contact the DOP Service Center if you have questions about this issue.  For other reconciliation questions, contact the Office of Financial Management (OFM).  

We apologize for any inconvenience this may cause and will communicate when the issues have been resolved.  
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Update:  Merrill Lynch has Integrated with Bank of America – 01/25/11
Update 01/25/11:
It has come to our attention that routing number 044000804 is a valid number belonging to JP Morgan Chase and is shared by other institutions.  This routing number change only applies to Merrill Lynch customers.  Please check with your potential employees provided in the list below before making any changes in HRMS.   
Thank you and we apologize for any confusion this may have caused.    
Merrill Lynch has Integrated with Bank of America – 01/21/11

DOP Information Systems Communication – 01/21/11

What?          Merrill Lynch has integrated with Bank of America

Who?           Payroll Offices
Why?           Inform agencies of new bank routing number
When?         Distribute immediately

Message:    Merrill Lynch has recently integrated with Bank of America.  All employees who currently have a Merrill Edge Cash Management Account (CMA) should be notified they have been assigned a new Bank of America routing and transit number.  Agency action is required.  
The previous routing number was 044000804.  With the integration, the new routing number will be 084301767.  

DOP is providing a list with details of those employees that show as having the old routing number 044000804 on the Infotype 0009 Bank Details record in HRMS.  We have received confirmation not to expect any automated update from Bank of America regarding this change.  Agencies with these employees will be required to make the changes manually.  

In addition, based on the timing of the manual update, the employee may be in pre-note status and receive a warrant for the next payroll process so we are recommending that you update their Infotype 0009 Bank Details record in HRMS with the new routing number 084301767 in the bank key field as soon as possible. 
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Annual Sick Leave Buyout – Final – 01/14/11 

DOP Information Systems Communication – 01/14/11

What?
Annual Sick Leave Buyout - Final

Who?

HRMS HR and Payroll Offices
Why?
Instructions for Annual Sick Leave Buyout 
When?
Distribute immediately
Message:
DOP completed the final Sick Leave Buyout process last night. The final Sick Leave Buyout Spool Reports are now available for your review. You may save these reports for your records of the final process.

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

If you need to make corrections or adjustments for eligible Sick Leave Buyout information that is not reflected in the final processing, you may create manual Sick Leave Buyout Statements using this blank electronic copy of the Sick Leave Buyout Statement form. (See Sick Leave Buyout Calculation Instructions below.)
Signed Sick Leave Buyout Statements for employees who wish to participate in the annual sick leave buyout are due at the agency payroll offices by January 31.
Instructions to process the annual sick leave buyout
Use the Time Quota Compensation method 9005 Sick Leave Buyout–Annual:
	1. Transaction: 
	PA30

	2. Select: 
	Time Quota Compensation Infotype 0416

	3. Select: 
	“Create”

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

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

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

	7. Save Record 
	


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

We are providing information about how sick leave buyout hours are determined and calculated in HRMS if you need to create or make corrections to a Sick Leave Buyout Statement. (Note: See WAC 357-31-150 for rules.)
An active employee may be eligible in January of each year to buy out 25% of any accrued sick leave hours in excess of 480.0 that were accumulated during the prior year if:

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

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

The maximum payment is 25% of 96.0 hours = 24.0 hours paid. Compensation for Sick Leave Buyout will be 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.

· 547 – 480 = 67 

· 96 – 8 = 88 

· 67 is less than 88; eligible buyout hours is 67 
Example: Employee B has 800 sick leave balance as 12/31/2010, has earned 96 hours and taken 8.

· 800 – 480 = 320 

· 96 – 8 = 88 

· 88 is less than 320 so 88 are the eligible buyout hours 
	Sick Leave Buyout Calculation

	Determine Available Hours

For Employee 

	Formula #1
End of buyout year (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).

Preparing for Sick Leave Buyout for 2011:

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

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

Following this procedure at the same time that you are creating quota corrections will ensure accuracy for the year end Sick Leave Buyout reports process and save you from having to enter all the text notes at the end of the year.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
January PPA Meeting Cancelled – 01/13/11

DOP Information Systems Communication – 01/13/11

What?
January PPA Meeting Cancelled
Who?

HRMS HR and Payroll Offices

Why?
Meeting Cancelled
When?
Distribute immediately 
Message:
The January 26 PPA meeting is cancelled. The next meeting will be February 28 in the OB-2 Auditorium.

The PPA Executive Committee is soliciting any suggestions for topics to discuss at future meetings.  You may send your suggestions to Jay Minton (DSHS) at jay.minton@dshs.wa.gov or Shelly Madison (DOP) at shellym@dop.wa.gov. 

Please join us on February 28 for the next PPA Meeting.  

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Form W-2 Wage and Tax Statement Information – 01/11/11 

DOP Information Systems Communication – 01/11/11

What?          Form W-2 Wage and Tax Statement Information

Who?           HRMS HR and Payroll Offices

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

When?         Distribute immediately 

Message:     On Monday, January 10, 2011 DOP (Department of Personnel) started producing the employee W-2 files in HRMS.  DIS (Department of Information Services) will print the W-2s and CMS (Consolidated Mail Services) will mail them to employees by January 20, 2011.

The 2010 W-2 print includes the mandatory copies B and C with the Notice to the Employee printed below, and does not include the State and Local copies. 

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

We will restore the Decentralized Tax Reporter role to include transaction PU19 on January 20.  Once access is restored, you should check the Tax Reporter Log Manager for Errors and Warnings which may have resulted from the W-2 process and take the appropriate action to ensure wages and taxes are correctly reported.

We will provide more information on January 20, including updated Tax Reporter procedures.

The Year End webpage is a great resource for year-end process information and links to OLQR instructions: Home>Payroll>HRMS>HRMS Support> Yearend .   Click on Year End Reports for a list of reports you should run. For example, you’ll find instructions for running the ZHR_RPTPY661 Tax Exempt Status Report to find employees who have claimed exempt tax status.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
941 Employer’s Quarterly Federal Tax Return Form – 01/10/11

DOP Information Systems Communication – 01/10/11

What?
941 Employer’s Quarterly Federal Tax Return Form

Who?

HRMS HR, Payroll, and Financial Offices

Why?
Inform agencies of error in 941 Employer’s Quarterly Federal Tax Return Form
When?
Distribute immediately

Message:
IRS Form 941 for 2010 and 2011 Employer’s Quarterly Federal Tax Return has rounding and calculation errors as identified below.
2010 Form: 

· Line 7a has a rounding issue which is causing Line 10 on the 941 and the Total on Schedule B (Form 941) to not match.  This is resulting in a Balance due or possible Overpayment on the 941 form.

2011 Form: 

· Line 7a has a rounding issue which is causing Line 10 on the 941 and the Total on Schedule B (Form 941) to not match.  

· Line 5a, Column 2, is not calculating the Social Security tax correctly.  This is causing a Balance due on the 941 form.

DOP is working with SAP to correct these issues and will communicate when they have been fixed.  We anticipate these will be resolved before the fourth quarter due date of January 31st.  

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Annual Sick Leave Buyout Processing Information and Reports for Second Test – 01/10/11 – UPDATED
Update:

This communication inadvertently listed January 13th as a Wednesday when it is actually Thursday.  To clarify, Thursday January 13th is the processing date.  We apologize for any confusion this may have caused. 

Annual Sick Leave Buyout Processing Information and Reports for Second Test – 01/07/11

DOP Information Systems Communication – 01/07/11

What?
Annual Sick Leave Buyout Processing Information and Reports for Second Test

All corrections must be completed by 6:00 p.m. January 13

Who?

HRMS HR and Payroll Offices

Why?
Sick Leave Buyout reports from second test process are ready for review
When?
Distribute immediately

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

Second Test Run
Special Notes for YTD Sick Leave Earned
Employment Status Changes
Quota Corrections
Shared Leave Returns (Sick Leave)
Reports for Non-Eligible and Buyout Statements
“Reporting Only Agencies”
Second Test Run: We created a second test and processed Sick Leave Buyout Reports on January 6. Spool reports are now available for review. Hopefully, you were able to review results from the first test run on December 21. Please review the results from the second test reports and make any necessary adjustments. Final processing for Sick Leave Buyout statements and reports begins after 6:00 p.m. on Thursday, January 13, 2011.

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

1. Changes in Employee Sub Group and/or Employment Percent may affect Sick Leave accruals reported on the Sick Leave Buyout statements and reports. Sick leave accruals that are reported for the Sick Leave Buyout statements and reports are based upon the availability date of the accrual. Employees should ordinarily have only 12 months of accruals, but a change in employee sub group or employment percent (for example, part time to full time, monthly to hourly, or from or to 100% employment percent) can cause a change in the availability date of the sick leave accrual. This may affect in which month (or year) a sick leave accrual will be reported.

For instance, an hourly employee whose sick leave availability date is normally the 1st of the following month will have their December 2009 sick leave accrual available on January 1, 2010 and their December 2010 accrual available on January 1, 2011. If there are no master data changes, they will have 12 months of accruals in each year. However, if the employee sub group is changed to monthly and their employment percent is 100% in January 2010, the availability date of the monthly accruals will be the 16th of the accrual month. In this example, the employee will have their December 2009 accrual posted on January 1, 2010 and their January 2010 accrual posted on January 16, 2010. This may cause an employee to appear to have more than 12 months of accruals in 2010 although the employee has only one accrual per month. 

This would also pertain if the employee was changed from or to 100% Employment Percent.
2. Quota Corrections will affect what is reported as Sick Leave Earned for 2010. Quota corrections affect what is reported as sick leave accruals on Sick Leave Buyout reports, and sick leave accruals are used to determine the number of hours eligible for buyout. Quota corrections, like other types of records in HRMS, are date effective. If the quota correction is dated for 2010, it will be reported as an adjustment to YTD sick leave accruals for 2010.
Employees reported with more than 96 hours of sick leave accrued for 2010 may have a quota correction dated for 2010 that is an adjustment for a date earlier than 1/1/2010. You should pay particular attention to these hours and determine whether or not quota corrections should be reported as adjustments to sick leave earned for 2010.

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

3. Shared Leave (Sick Leave returned to donors): Effective dating in HRMS for returned sick leave can have an impact on the way HRMS calculates sick leave hours available for the Annual Sick Leave Buyout process. Please review the following information to understand the impact and determine whether or not you will need to take action to ensure your Annual Sick Leave Buyout calculations are accurate. This applies only to those employees who are eligible for Annual Sick Leave Buyout.

· Sick Leave that was donated in 2009 or prior, but was returned in 2010:

· If the returned sick leave was effective dated in HRMS on or before 12/31/09, the calculation for the 2010 Annual Sick Leave Buyout won’t be impacted. The returned hours from a prior year will not be considered in the current year’s buyout calculation. No further action is required.

· If the returned leave was effective dated in HRMS 01/01/10 or later, the calculation for 2010 Annual Sick Leave Buyout will be impacted because the returned leave will reduce the hours that are reported as sick leave used for 2010.

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

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

ZHR_RPTPY007 – Sick Leave over 480 – Non Elig 

Selection Criteria:

Period: 1/1/2010 – 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 

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

If you determine that the sick leave earned or taken is not reported correctly on the Sick Leave Buyout statement, (possibly due to Master Data changes), rather than making retroactive changes, you have the option of modifying or creating a Sick Leave Buyout Statement with the desired information. A blank electronic copy of the Sick Leave Buyout Statement form is provided for your convenience, if needed.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Update:  HRMS Training Going ‘On-Demand’ – 01/07/11

Update 01/07/11:
Please follow your agencies normal business process for registering for classes.  

Your agency training representative will need to contact the DOP Service Center with the requested class information.  
HRMS Training Going ‘On-Demand’ – 01/06/11 

DOP Information Systems Communication – 01/06/11
What?
HRMS Training Going ‘On-Demand’
Who?

HRMS HR and Payroll Offices
Why?
HRMS Training is Going ‘On-Demand’
When?
Distribute immediately
Message:
New for 2011, all HRMS instructor led courses will be offered ‘on-demand’ for all agencies.  There is a minimum requirement of six employees in order for a class to be scheduled.  Once the minimum has been reached, we will schedule the class on or around payroll Day 4 of the current month.

HRMS instructor led courses that will be offered on-demand:

· Basics

· Benefits

· Employee Hiring and Processing

· Financial Reporting

· Garnishments

· Maintain Payroll Master Data

· Organization Management

· Payroll and Reports

· Personnel Time Recording

· Quotas

To schedule your on-demand classes, please contact the DOP Service Center and provide the name of the class or classes that you would like to schedule, as well as a contact name and number.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Reminder: Manual YTD (Year to Date) Adjustments – 01/06/11 

DOP Information Systems Communication – 01/06/11

REMINDER:  Please complete any remaining manual adjustments by 6:00 p.m. tomorrow, at which time Tax Reporter will be unavailable until 6:00 a.m. January 20. 

What?
Reminder for Manual YTD (Year to Date) Adjustments

Who?

HRMS HR and Payroll Offices

Why?

Prepare for W-2 processing

When?
For immediate distribution

Message:   This is to remind you that manual adjustments need to be entered prior to W-2 forms being processed on January 10, 2011. For complete details and schedule, click here to review the original communication sent November 12 2010 Year-End Processing.
Manual Adjustments:

You should enter all manual YTD adjustments that affect the 2010 Form W-2 Wage and Tax Statement by 6:00 p.m. January 7, 2011. Please review 2010 Manual Adjustments for manual adjustment communication with instructions.

Tax Reporter access:

We will suspend access to Tax Reporter (transaction PU19) 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.

We will start processing W-2s on January 10, 2011. Any manual adjustments entered after this time will continue to affect the 4th Quarter IRS 941 Report but you may need to complete a Form W-2C and W-3C.

W-2 Distribution:

W-2s will be distributed by Consolidated Mail Services. Reference CMS email dated December 17: W-2 Distribution Follow Up Message.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
2011 PEBB Rate Changes in HRMS – 01/04/11
DOP Information Systems Communication – 01/04/11

What?          2011 PEBB Rate Changes in HRMS

Who?           HRMS HR and Payroll Offices
Why?           Medical and Dental rate changes in HRMS
When?         Distribute immediately

Message:     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.

For more information on 2011 PEBB benefits, go to the Health Care Authority Web site.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
2010 W-2 Reporting Changes and PU19 Tax Reporter – 01/03/11 
DOP Information Systems Communication – 01/03/11
What?
2010 W-2 Reporting Changes and PU19 Tax Reporter
Who?
HRMS Payroll Offices

Why?
HRMS Year End Reporting Changes 
When?
Distribute immediately

Message:
DOP has completed all changes for W-2 reporting for 2010. Also, please be aware that we will be removing access to Tax Reporter (transaction PU19) in January.

W-2 Reporting Changes

DOP implemented a Change Request in HRMS to update Form W-2 Wage and Tax Statement and Form 1099-R Distributions From Pensions, Annuities, Retirement or Profit-Sharing Plans, IRAs, Insurance Contracts, etc. No agency action is required.

The following changes were made, and have no impact to year end processing:

· W-2 Notice to Employee and 1099-R Notice to Recipient were updated per the requirements of the IRS for standard annual revisions to dates and figures.

· W-2 and Form 1099-R Transmitter Report and Summary of Magnetic Media reflects a new form number for 2010.

W-2
 - ZHR_F_W2_Mult_10
1099R - ZHR_F_1099R_2010
· W-3 Transmittal of Wage and Tax Statements were updated per the requirements of the IRS adding the new box 12b for Hire Exempt Wages and Tips, this box will not be used by SOW.

PU19 Tax Reporter - Access

To prevent access issues with W-2 processing, you will not have access to Tax Reporter (transaction PU19) from 6:00 p.m., January 7, through 6:00 a.m., January 20. Please plan your work accordingly.

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

Email Contact: servicecenter@dop.wa.gov
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