Human Resources Brown Bag Meeting

March 17, 2010
Leave Transaction Changes

L12 & L13 transactions have been moved!
Due to the problems we have been experiencing with Leave transactions using the Data Change action, we will be inactivating the following Action Reason combinations effective March 1, 2010:

Data Change - L12 Suppl Workers Comp

Data Change - L13 Supplemented LWOP (not WC)

The L12 &L13 transactions will be moved to the Paid Leave action. Although these actions are categorized as unpaid leave, using the Paid Leave action will allow payroll to process any supplemental pay, shared leave or other hours which may be required. This change will also provide the following benefits:

· The employee status will automatically be set to P (leave with pay) so you will be able to easily see if the employee has been returned to active status regardless of any intervening transactions.
· The Expected Return Date field will be available to improve your ability to track and manage the employee’s leave.
· The Last Day Worked field will be set to the day before the effective date of the leave (but you may override the date)
· The employee will now show on the Leave of Absence report.  

The L14 code will be longer be necessary once employees are returned from current Data Change leave actions. When using the Paid Leave action, the L08 reason on the Return from Leave action will be used to return employees to active status.  

Agencies who currently have employees out on L12 or L13 leave are encouraged to enter a current transaction to return them from the Data Change leave code and, using the same effective date, place them back on leave using the Paid Leave action to take advantage of these benefits. For these employees, we recommend that you change the Last Day Worked to show when they originally went out on leave.

New Leave Transactions

We have added additional leave transactions to improve leave tracking.  

The new action reasons are:
· Paid Leave of Absence - Suppl FMLA Leave
· Paid Leave of Absence - Suppl Sick Leave w/o Pay
· Paid Leave of Absence - Suppl Disability w/o Pay

Employee Information Dates
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Organizational Instance

Each Organizational Instance is a combination of Empl ID and Employee Record# (Empl Rcd#)
	Original Start Date 
	The system enters the system date on which you first created a job data record in PeopleSoft.  You can override this date to enter an earlier start date, for example if the person has previously worked for the State.

	Last Start Date 
	Displays the most recent start date for this employment record#. The system populates this field originally with the effective date of the job data row with the action of Hire and then refreshes it with the effective date of job data rows with the action Rehire.

This date will be incorrect if an agency accidentally uses the Hire transaction instead of Rehire.

	First Start Date 
	Displays the first start date for this organization instance. The system populates this field with the effective date of the first job data row with the action of HIR. Note. The system does not refresh this date again unless you enter a new row in the controlling instance with one of these actions. You would normally not do this unless you needed to reset the hire date.

	Termination Date 
	Displays the effective date of the controlling instance's job data row with the action of Termination.
If you rehire, the system clears this field.

	Org Instance Service Date (organizational instance service date) 
	Not used by the State of Oklahoma. Displays the system date on which you first created this job data record (emplID/ Empl Rcd# combination) in the system. 


Organizational Assignment Data

Assignments are used to track the start and completion dates of individual assignments at the assignment level. The State does not track multiple assignments within a single EmplID/Empl Rcd# combination.

	Last Assignment Start Date
	Same as Organizational Instance Last Assignment Start Date 

	First Assignment Start
	Same as Organizational Instance First Assignment Start Date

	Assignment End Date
	Displays the effective date of the job data row with the action of TER.

	Home/Host Classification 
	This field is not used by the State and is for companies that operate in different countries.

	Company Seniority Date 
	This date is used as the date the employee joined your agency. You can override this date for an employee with prior service at your agency.

	Benefits Service Date 
	Based on the date that you enter here, the system calculates the total years, months and days of service for a worker.This date is used to determine your annual leave accrual level. You can override this date for an employee with prior State service.

	Probation Date 
	Shows the Probation Date. The OPM standard for this date is the last date of the employee’s probationary status.  (Classified Jobs only)

	Reinstatement Date
	For permanent classified employees, a Reinstatement Date is entered upon termination. OPM provides a spreadsheet with formulas that will calculate the Reinstatement Eligibility Date.

	Longevity Date 
	Shows the Longevity Date for all employees eligible to receive Longevity Pay. For a new hire, this will be the Hire Date.

Please refer to the Longevity Pay Program Guide, which can be accessed on the Office of Personnel Management Web site at opm.ok.gov under HR and Employee Services.

	Last Verification Date
	Displays the latest date on which the worker verified his or her personal data in the system.

	Business Title
	Displays the worker’s official title, the system enters the title for the position number that you assign to the worker on the Work Location page.


NOTE: The system will automatically set the Company Seniority Date and the Service Date to the effective date that was entered on the ‘Work Location’ page on a new hire.

If the employee has had prior service, click the Override checkboxes to change the dates.

Enterprise Learning Management - (ELM)

· ELM is the new training application that is currently used to enter CORE courses, but in the future all the HRD enrollment will be completed in ELM.

· Benefits:

· Agencies can choose to roll out enrollment down to the employee

· Agency managers can enroll employees in courses and approve training

· Agencies can track all types of learning in one system for their employees

· Agencies that provide training - can track training in ELM

· When employees are enrolled, if they have their e-mail in Employee Self Service, the employee receives a confirmation through ELM of enrollment, waitlist, dropped and reminders to attend class.

· News:

· All of DEQ's and CORE histories have been loaded into ELM (over 11,000 lines).

· DEQ manager training has been completed

· DEQ division representatives will be trained in April 2010
· DEQ will open to their employees the ability to enroll themselves in courses by May 31, 2010.

· Notifications have the what, where and when information on each notice

ELM Demonstration

Monday, March 29, 2010

Jim Thorpe Building, 5th Floor Conference Room

1:30 – 3:00 p.m.

Submit a Help Desk case if your agency would like to attend

Employee Self Service

· Employee Self Service is part of the suite with the Human Capital Management (HCM) applications

· CORE login:  https://corehr.ok.gov/psp/mrhri/?cmd=login&languageCd=ENG&
· Password Reset functionality MUST have established, change or set up forgotten password help by selecting a QUESTION and populating the RESPONSE field, then click SAVE

· Setting up “MY SYSTEM PROFILE” is highly recommended for all PeopleSoft users

· 3-strikes rule still applies and user will have to call the OSF Help Desk to unlock the account
· If you answer your security question accurately, then you will be issued a temporary password

· Upon the successful login with the temporary password, you will be prompted to create a new one

· If you are locked out by 3-strikes or are unable to use this functionality, please call the OSF Help Desk
· DR being produced to have the payroll advise print on one page
HELP DESK:  Important Information
· OSF Help Desk should be the first point of contact

· E-mail: helpdesk@osf.ok.gov or (405) 521-2444 or (866) 521-2444

· Urgent requests must be made by phone to the OSF Help Desk and all e-mail requests are standard priority

· Business Practice: OSF Help Desk cases must be logged for all Customer Service Requests

· Case must be created for the HCM Team to begin work on any requests
Good to Know

· Recently, the Department of Transportation converted to biweekly payroll and the process has provided some enhancements that every agency can use.

· 2 Queries to use

· Go_HR_Retirement_Estimate   (OLERS information only and does not provide sick time buyout)

· Go_HR_Summery  (parameters are dates and show actions)

· The HCM Team can advise on System Functionality

· History Correction or Deletion: After payroll have been run, history correction or deletion is very limited

· Corrections: If possible guidance will be given by CORE to allow customer to make corrections independently at the user level

· X01: Should only be used to correct salary or other fields which affect OPM’s review process

· CORE Web site: Available 24 hrs per day with HCM Query Toolkit, Newsletters, Manuals, Notes, Presentations, etc. available

Manager Self Service

· Manager Self Service allows the employees and managers to enter time into the Time and Labor application directly. The manager approves the time for their employees online.
· OSF went live on Manager Self Service on  March 1, 2010. Regular and temporary employees use the application to enter their time.

· Reports are available to view. Submit a help desk case to have them sent.

· Demo will be provided; watch for the announcement

Commitment Accounting

· Group E was recently converted and now there are 3 more groups to be completed.
· The FLSA was changed to exempt on the position for each employee when the agency was converted

Biweekly Payroll Update

· Contact Nancy Tarrant if your agency is interested in the biweekly payroll.
Sooner Save Admin Fee Change

· $1.52 for this year
