Correcting Employment Records
· If your agency has not confirmed a Payroll on the employee since the transaction was entered, Correct History can be done for any changes. Contact the Help Desk. 
· If your agency has confirmed payroll for the employee, then data values which do not impact Payroll, such as Employee Class or Regular/Temporary, can still be corrected by contacting the Help Desk. However, if your agency does extracts from PeopleSoft HRMS to a different system and that extract has already run, you will need to be aware of the discrepancies between the two systems.

· If your agency has confirmed payroll for the employee, then other data values on Biographical Data or Job Data which do have an impact on payroll or extracts should not be corrected – a new effective-dated row must be added. These fields include:

· Name (must match Social Security Card)
· Address

· Position Number (if the correction changes default values, such as Department ID or Location Code)

· Department ID

· Location Code
· Pay Group

· Holiday Schedule

· Compensation (Comp Rate Code for base pay and Comp Rate Code for a supplemental that is consistently paid, and/or the actual Monthly or Bi-Weekly amount)

· Division (from the MDC Job Data Page, and if your agency uses Division)

· Workers Comp code

· Earnings Distribution Page for Department ID and/or Account Code

· Time Reporter Page for Status, Effective Date, and/or Workgroup 

· If you need to add a row to correct Job Information, select the appropriate Data Change transaction (ie, Division Change, Paygroup Change, etc.). The Data Change, X01 Correction, transaction type should only be used to correct salary or other fields which affect OPM’s review process. Be sure to indicate the reason for the correction in the MDC Remarks, and if payroll needs to process a retro adjustment.
* Longevity Date can be corrected by the User and does not require a Correct History Help Desk Case; however, changes to the date should be done in coordination with the Payroll’s execution of the Longevity process

* Social Security Number, Birth Date, Ethnic Group, Phone Numbers, and dates on the Employment Data page are not effective-dated which means, changes can be made at any time without inserting a row or contacting Helpdesk for correction.
* You can add a row to Benefit Program Participation without affecting the Job Data effective date, in case you forget during an appointment change or rehire.
* When contacting the Help Desk, be sure to include both Name and Employee ID to ensure accuracy.

Help Desk – (405) 521-2444 or 866-521-2444
or

helpdesk@osf.ok.gov
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