HCM Brown Bag Lunch Notes – May 27, 2009


Agenda

1. Additional Data Requirements

2. Position Management Cleanup
3. EEO Preparation

4. Compensation Apply FTE Check box

5. Processing Deceased Transactions
6. Pay Group Change Issues

7. Self Service Demo

8. Social Security Number Correction Process Change

1.
Additional Data Requirements – Enterprise Learning Management, Commitment Accounting and Time and Labor Projects will require additional information.  All positions and current employees will need to be updated. At this time we are asking anytime you access Position Management, Personal Information and/or Job Information add the following fields to your list of required information.
Review - HAND OUT – Additional Data Requirements
a. 
Position Management additional fields required – Reports To and Supervisor Level

b.
Personal Information – Highest Education Level, Email Addresses

c.
Job Information – Supervisor Level, and Reports 
Additional Data Requirements

PERSONAL INFORMATION
1.  Workforce Administration>Personal Information>Modify a Person or Add a Person>Biographical Details 
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Add a row and select from the drop down arrow for Highest Education Level and Save.

2.  Workforce Administration>Personal Information>Modify a Person or Add a Person>Contact Information
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Email can be updated anytime.  You must select a preferred if adding more than one email type.  Type over the existing data to change.

JOB INFORMATION

3.  Workforce Administration>Job Information>Job Data>Job Information
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Supervisor Level and Reports To, should default from PIN, to update add a row on the Work Location Tab, Action/Reason will be Data Change/Change Supervisor.  Supervisor Level field is SUPVR for supervisor or blank.  The Reports To field is the PIN number the employee reports to.

Reminder

Workforce Administration>Personal Information>Modify a Person or Add a Person>Regional
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E-Verify check box can be updated at a later date by adding a row, update the effective date and check the box
2.
Position Management Cleanup - Position Management is the beginning of utilizing Oracle/PeopleSoft to its full potential.  There are modules and records populated from the data stored in Position Management.  When updating positions information, the reason should always be UPD (Position Data Update), be sure to verify the Job Family and Job Code level for classified and for unclassified positions the job code and title match.  You may need to contact your agency OPM Liaison to correct unclassified titles. Review the Reg/Temp, Full/Part Time, Department, Location, Reports To, Supervisor Lvl, Standard Hours and Unclassified Cite Code fields and update as needed.  The CORE team has created several queries to help you, in Query Manager or Query Viewer depending upon your access, enter GO_HR_POSITION for a list of queries.   We suggest updating at least 25 positions a day, plus any on going changes (level, department, location, and reports to changes).    Positions should be updated no later than by November 1, 2009.
Query GO_HR_POSITION_VARIANCE will identify the discrepancies between position management and the Job record.  The Position Override Button should not be the standard but the exception.  Examples of exceptions are:  under fill of a position, temporary appointment of a classified position or a person changing full/part time status.  All other changes should be updated in Position Management prior to job appointment or changes.  Review - HAND OUT Maintaining Position Management and Populating Job from Position Management
Maintaining Position Management
Position Management should be maintained and updated as business needs arise.  The position override button located on job, should not be used as the standard, but as an exception.  Each agency should review their positions, for a compete list of queries enter:  GO_HR_POSITION.
[image: image5.png]PostionNumber: 09000003
Headcount Status:  Open CurrentHeadCount; g owtor 1
“Eftectie Date: [042512005 5 “statuss
Reason: Q. Position Data Update ActionDate:  04/25/2006

“Postion Status: [Apwroved 1] Status Date: 50920085 T Key Position
Job Information

‘Business Unit:

Offce of State Finance

Classitedtnclassitedinde [Orizsera 5 Job ity [

RegTemp: [Reguiar =] ) FullPart Full-Time.

“Regular Shi: T

e Short Tite: Dt Poston Dessrotion
“Reg Region: @ United States

@epartment:  [1000005 | )DCAR: Transaction Processing Company: 090 Office of State Finance
Cocatin FacanT o )Ofice ofStae Finance

Reports To: Dot-Line:

[ a
B

Salary Plan Information

|

[oneUa crade: [a sem []a

Salary Admin Plan

Standard Hours: WorkPeiod: Q. weelty
Mon  Tue  Wed Thu_ Ri__ Sa__ S
[T5o0 [eo0 [eo0 [eo0 [eo0 [ [ |
usa

(CrLsa status: Nonexempt ED)
I

SetiD

Unclassifed Cite Code Q. INFORMATION SYS PROJ (CORE)

Updated on: Updated By:





Populating Job from Position Management

Position Management was updated from a B40B to B40C, No FLSA, and Reports To.

Scenario:  Employee Career Progresses one level.
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Enter the effective date, Action/Reason, and Delete the Position Number and tab out.  Reenter the Position Number and tab out the fields will populate from Position Management, the override position data button is not used.

Screen Print before the Career Progression
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Screen Print after reentering the PIN and tabbing out.
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Notice the Job Code, Reports To and FLSA Status changed.

3.
 EEO Preparation – Reminder, to start looking at your agencies data now.    EEO-4 Reports and Queries Manual revised 03/01/09 is on the CORE Website.  If you have questions regarding completing your AA/EEO plans contact Brenda Thornton at OPM (405) 521- 3082.   If you need assistance with reports or queries contact OSF Help Desk at (405) 521-2444 -------NO HAND OUTS

CORE EEO-4 Manual Link:

http://www.ok.gov/OSF/documents/EEOAAPReportQueryInstructionGuide_core_03012009.doc
4.
Compensation Apply FTE Check box – when an employee is part time and standard hours are less than 40 the FTE percentage adjust accordingly to the number of hours.  You can leave the Annual Salary at the full time rate and check the Apply FTE box in the Conversion Tab.  The Annual Salary will not change but the monthly salary will be based on the part time hours.  If an employee has DOC pay the hourly rate may not be accurate.  Always verify the rate being docked.  Review - HAND OUT Compensation/FTE
Compensation – Apply FTE Check Box

PeopleSoft will calculate part time salary, when you change from full to part time.
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Annual Salary and Monthly Compensation Rate before the change has been entered.
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Click Conversion Tab.
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Check Apply FTE and click [image: image12.png]Calculate Compensation



.
Annual Salary and Monthly Compensation Rate after you selected the Apply FTE box, notice the monthly compensation rate is reduced based on the FTE percentage.
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5.
Processing Deceased Transactions – Always verify Date of Death and Last day Worked.  When you post the Termination/S04 Deceased verify the last day worked and update as necessary.  (Actually anytime you post a termination transaction you should ensure the last day worked is accurate). A mod was implemented to update the Date of Death in Biographical Detail to be the same date used when the Deceased action was posted on the Job record.  You will need to update the date of death if different; this field is an open field and can be changed at anytime.  PAYROLL HAND OUT Check Processing for Death of an Employee

CORE Web Link:
http://www.ok.gov/OSF/documents/PRD-PY03DeathPayout_core_052009.doc
Check Processing for Death of an Employee
	Payroll Processing


There are two different ways to pay final wages to an employee’s estate due to death.  The first is when the final check(s) are paid to the estate during the same year of the employee’s death, the second is when final check(s) are paid to the estate after the year of the employee’s death (employee died 2009, final check paid 2010).  Below are explanations covering both ways of payout.

(1)   Same Year Payout   Final checks paid to the estate of an employee due to death that is paid during the same year of death, is only subject to social security, and Medicare.  
The following TRC and Earnings codes will be used for processing employee’s final checks due to notification of death.

TRC

ERNCD

DESCRIPTION


DTTER

DAL 
Deceased Annual Non PeopleSoft

DTADM
DAM
Deceased Admin Leave Payout


DTAMO
DAM
Death Admin Leave (Non-PS) CY



DBA
Death Remaining Benefit Allowance

DBD

DBD
REFUND From Un-purchased Bonds

DTHC1

DCP
Deceased Comp PUB Paid

DTHCP

DCP
Deceased Comp Time

DTCSI

DCS
Death Continuous Service Incentive

DTOTH

DCT
Deceased CT Pad Other

DTHEA

DEA
Replace REG, HRG and SRG normally used for paying regular earnings.

DEEAS

DES
Deceased Emp Expense Allow 

DGFT

DFT
Deceased Gift for EE Same Year

DTHHL

DHL
Deceased Holiday Pay

DTPAY

DHO
Death Holiday (Non PeopleSoft)

DTHLG

DLG
Death Longevity payout

DTHOS

DOS
Deceased Straight Overtime

DTHOV

DOV
Deceased Overtime



DRE
Deceased Retirement Higher ED

DTHSH

DSH
Death Shift Differential

DTSHL

DSL
Deceased Shared Leave

DTHVC

DVC
Deceased Annual Leave

These Earnings codes are setup to ignore FWT and to not maintain a gross for FWT.  The W2 will show in Box 1 only the total wages earned prior to death.  Box 2 will show only the taxes taken based on figure in Box 1.  Box 3 includes total wages (wages prior to and after death).  Box 4 taxes are based on wages reported in Box 3.  Box 5 includes total wages (wages prior to and after death).  Box 6 taxes are based on wages reported in Box 5.  

There are two General Deductions to be taken out of this check.  One is for garnishments and handled by the use of a deduction subset of ‘DEA’ on the One-Time Deduction page.   In accordance with PER 40-175-3a the other General Deduction, ‘SPOUSE’, is for surviving Spouse or Children, with a maximum set to not exceed $3000.00.  (The SPOUSE deduction will not be passed to AP, you will need to manually create the voucher in the AP module.

For Benefit Deductions, if the employee has been paid during the current month and his/her benefit deductions have already been taken select ‘NONE’ for Benefit Deductions on the One-Time Deduction page ‘Benefit Deductions Taken’, else, all Benefit Deductions will be deducted.

(2)   Next Year Payout    If an employee’s final pay due to death is paid during the following year, his/her wages are NOT subject to taxes.   In this case Payroll will cut the check using the earnings codes below.  The wages paid this employee would NOT show as part of any of the taxable wages.  Only the 1099 will show these wages and be reported accordingly.

There are two General Deductions to be taken out of this check.  One is for garnishments and handled by the use of a deduction subset of ‘DEA’ on the One-Time Deduction page. The other General Deduction is for Surviving Spouse, ‘SPOUSE’ with a maximum set to not exceed $3000.00.  For Benefit Deductions, if the employee has been paid during the current month and his/her benefit deductions have already been taken select ‘NONE’ for Benefit Deductions on the One-Time Deduction page ‘Benefit Deductions Taken’, else, all Benefit Deductions will be deducted

The following earnings codes will be used for processing employee’s final checks due to notification of death where the payment is being made the following year:

TRC

ERNCD

DESCRIPTION


DEEAF

DEF
Deceased EEA, Pd Following Yr

DHADM
TAM
Deceased Admin Leave Pad Following Yr

DTRFY

TAN
Deceased Annual (Non PS) Following Yr



TBA
Death Remaining Benefit Allowance Following Yr

DBRFY

TBD
Deceased Bond Refund Following Yr

DCTF3

TCO
Deceased Comp Time Paid Other Following Yr

DCTFY

TCP
Deceased Comp Time Following Yr

DRGFY

TEA
Deceased Regular Pay Following Yr

DGFT1

TFT
Deceased Gift Paid Following Yr

DHLFY

THL
Deceased Holiday Pay Following Yr

DHOFY

THO
Deceased Holiday (Non PS) Following Yr

DLGFY

TLG
Death Longevity Following Yr

DOTFY

TOV
Deceased Overtime Following Yr

DDPFY

TSH
Deceased Differential Pay Following Yr

DSHFY

TSL
Deceased Shared Leave Following Yr

DALFY

TVC
Deceased Annual Leave Following Yr

	Processing Steps to Follow


Human Resources
Update the date of Death on the HR Personal Data record.

Navigation:  Workforce Administration > Personal Information > Use >

                       Modify a Person

Update Job Data with the effective date (first day the employee is no longer paid) using the Action of ‘Termination’ and Reason Code ‘S04’ (Deceased).

Navigation:  Workforce Administration > Job Information > Job Data

Benefits

Update Sick and Annual Leave Plans terminating with effective date first of the following month.

Navigation:  Benefits > Enroll in Benefits > Leave Plan.

Update Savings Plans (Sooner Save, Sooner Save Adm Fee, OLERS, OPERS, etc.) terminating with effective date first of the following month.
Navigation:  Benefits > Enroll in Benefits > Savings Plan

Update Retirement Plan (OPERS Step-Up Plan, etc.) terminating with effective date first of the following month.

Navigation:  Benefits > Enroll in Benefits > Retirement Plan

Payroll

Update Additional Pay data used to payout Uniform Allowance, Car, etc., terminating with effective date first of the following month.  (NOTE: BEA.RBA will be automatically updated by EBC after processing the termination through BAS.)


Navigation:  Payroll for North America > Employee Pay Data USA > 



          Create Additional Pay

NOTE:  After pay sheets are created turn off ‘OK-To-Pay’ on the payline for BEA and RBA.  Then add a payline inserting rows of data using the same amounts corresponding with the correct deceased Earnings Codes listed above.


Update employees’ Direct Deposit terminating with the effective date of the employee’s death.  No death payouts should be sent via direct deposit after an employee’s death.


Navigation:  Payroll for North America > Employee pay Data USA > 



          Request Direct Deposit


Update Garn Spec Data changing status to ‘Completed’, if employee has any ongoing garnishments, after the final payroll has been processed for the deceased.


Navigation:  Payroll for North America > Employee Pay Data USA >

                                  Deductions > Create Garnishment


Update General Deductions, except for EBC (EBC deductions are deductions starting with a numeric 0) and ‘BOND’ deductions, inserting a ‘Deduction End Date’ effective the first of the following month, following the death of the employee.


Navigation:  Payroll for North America > Employee Pay Data USA > 



          Deductions > Create General Deductions

Update Savings Bonds (when applicable).  Check the US Savings Bond Activity Log to verify if the employee has a balance.  Note the amount to be refunded on the paysheet using the ‘One Time Deductions’ override process.


Navigation:  Payroll for North America > Employee Pay Data USA >



          Deductions > Review U.S> Savings Bonds

Stop the BOND general deduction effective the pay period start date of the current payroll cycle the deceased payment is being processed.


Navigation:  Payroll for North America > Employee Pay Data USA > 

                                  Deductions > Create General Deductions

Time and Labor

Run the ‘GO_TL_COMP_DAY_BAL’ query to see if there are balances in the employee’s comp time plan(s) that need to be paid.  Print the results of the query off.


Navigation:  Reporting Tools > Query Manager

NOTE:  If you want to verify Comp Time balances on line navigate to Manager Self Service > View Time > Compensatory Time

Enter any balances owed the deceased into Timesheet using the appropriate TRC Codes listed above along with the hours owed on a date prior to the deceased date of death.


Navigation:  Manager Self Service > Report Time > Timesheet

Calculate the prorated Longevity amount, if any is due the employee, and enter the calculated amount into Timesheet using the appropriate TRC code listed above.

The number of regular hours owed prior to the date of death, along with the calculated override rate, also needs to be entered into the Timesheet using the appropriate code listed above.  To calculate the override hourly rate take the employee’s monthly salary from Job Data Compensation page and divide it by the number of workable hours possible for the month.  

	Other Processing


Manual adjustments will need to be made in AP for printing of 1099-MISC Processing, to show wages paid to employee’s estate due to death.
6.
Pay Group Change Issues – When an employee terminates and has leave to be paid out, Do Not change the pay group AFTER main payroll has processed.  The leave payout should always be processed with the same pay group as the regular check paid on.  Changing the pay group on the same row as the termination will not be picked up by payroll.  The terminated row is inactive and payroll will look at the most recent active row to determine pay group and funding.
When an employee changes positions or clean up of FLSA status don’t change pay group in middle of pay period.  The pay group can be changed on the next pay period.  CORE staff will not insert rows effective the beginning of a pay period for pay group changes due to a FLSA status change in the middle of the pay period.  Review - HAND OUT Other Pay Group Changes
Other Pay Group Changes
Terminations - When an employee terminates and has leave to be paid out DO NOT change the pay group AFTER main payroll processes.  The leave payout should be processed on the same pay group as the main payroll check paid.  The annual leave pay can be processed on an off cycle payroll.

The termination row posted in HR is not read by payroll except for the date.  Changing funding or pay group at the same time as termination row will not be picked up in payroll.  Payroll looks at the most recent active row to determine the pay group and funding. 

FLSA updates – When an employee changes positions or clean up of FLSA status, keep in mind the FLSA and pay group should sync up however, the Pay Group change should be done at the first of a pay period.

REMINDER

MID-MONTH CONSIDERATIONS

Changing pay groups mid-month can cause two checks to be produced for the same payroll.  The BEA will be paid twice and depending on the type of pay group change the deductions may or may not double.

The pay group change temp to regular BH1 to BE1 or SH1 to SE1 is acceptable.

OUR RECOMMENDATION

Pay group changes should always be effective the first of the pay period.  You can continue with HR employment related changes on the correct date; however, the Pay Group change should be done at the first of a pay period.

7.
Employee Self Service Demo – Take about 10 minutes to show you a few things.  Your agency can request view only or update.  For a copy of the Employee Self Service manual, log on to the CORE Website, under HCM Module Training Manuals/Employee Self Service.  If you’re agency is interested in Employee Self Service contact Jeanie Robards at 522-1780 (jeanie.robards@osf.ok.gov).

CORE Employee Self Service Manual Link:

http://www.ok.gov/OSF/documents/EmployeeSelfServiceManual_core_03302009.doc
8.
Social Security Number Process Change – In the near future there will be a process change when a social security number requires correction.  Please contact the Office of State Finance either Lisa Raihl – 405 521-3258, lisa.raihl@osf.ok.gov or Jean Hayes – 405 522-6300, jean.hayes@osf.ok.gov.  When corrections are made with the Social Security Number, there are prior year implications for taxes that must be addressed.
Department is equal to Department Funding, can only chose one.
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