HCM Forum Notes

October 13, 2010

Welcome to the New HCM Forum - AlanBinegar
· The HCM Team has changed the format to allow for more users to attend the meetings.  The Forums will be held in the AM and PM on and bi-monthly basis.  If you would like to have a subject discussed, please submit a help desk case with your issue.
· The next HCM Forum will be Wednesday, December 15th in the AM and PM, at the Jim Thorpe Building on the 5th floor.  The AM and PM meetings are identical.  The HCM Team to see even more of the users at the next meeting.  Watch for the announcement and reminders.
· The HCM Forum PowerPoint has been placed on the CORE Website under HCM Forum Notes.
· CORE Link:  http://www.ok.gov/OSF/CORE/HCM/HCM_News.html
Tracking Disciplinary Actions and Grievances – Alan Binegar
· The HCM Team is working with OPM to develop this functionality for all agencies to utilize.  Additional security will be required before this new function will be provided to the agencies.

· Please use the link provided to view the Disciplinary Actions screen shots under HCM Forum Notes.

· CORE Link: http://www.ok.gov/OSF/CORE/HCM/HCM_News.html

· Please submit a Help Desk case if your agency is interested in the development of this new on-line process.
Enterprise Learning Management, (ELM) Update – Stacy Bonner

· Kick off Meeting was held August 25th, 2010.

· The end of November Group A, comprised of Health Department, OSEEGIB, and Career Tech will go-live.

· The Office of Personnel Management will go-live on ELM January 2011 and the Administer Training module will be retired.  The history from Administer Training module will be loaded into ELM and will be available on each employee’s transcript.

· Change in business processes.  ELM provides a paperless notification for the users.  This functionality will not only help your current users who attend training, but also the business e-mail and report to information also provides the work flow for several of the new modules, such as Time and Labor Employee/Manger Self Service, Project Costing, Grants, Contracts and Accounts Receivable and Billing.

· The CORE Team has developed two (2) automated load processes to assist agencies with completing the data entry with the population of the “Business E-mail” address and “Report To” fields within the HCM fields.  The completion of the data entry will ensure the employee receives e-mail notifications.  To initiate the process, the agencies must submit a help desk case requesting the automated data entry service.
Change Position Funding – Ed Bejarano
Navigation:  Workforce Administration > Job Information > Job Data

Changing departments on an employee that is position funded.
· HR Department will contact Payroll Department about the change and to verify how the employee is funded. Since the employee is position funded Payroll will go to Department Budget Table pull up the position funding, add a new row, enter the effective date and change status to ‘inactive’.
· Payroll can then contact HR to let them know they can update the employee’s record. HR will first go to Position Management and update the Position Number with the new department, then go to Job Data page, add a row with the new effective date re-enter the position number and click refresh and save. This will update the department number tied to the position.
· Once HR is done then they will need to contact Payroll. Payroll then goes to Department Budget Table and adds the position funding with the new department number.
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Correct Sequence:

Go to Job Record to obtain Department Number

HR contacts Payroll to verify position funding
Payroll looks for position

Payroll pulls up Position funding

Add row and enter Effective Date and enter correct Department field

Inform HR they can now move person

Position Manger updates the Position Number

Enter new Effective Date and Department

HR goes to Job Record and adds new effective date.

Delete position Number, tab, and go back and enter new Position Number

Navigation: Set up HRMS > Product Related > Commitment Accounting > Budget Information > Department Budget Table USA
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Navigation: Organizational Development > Maintain Positions/Budgets
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Navigation: Workforce Administration > Job Information > Job Data
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Navigation: Set up HRMS > Product Related > Commitment Accounting > Budget Information > Department Budget Table USA
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Payroll Processing Reports– Ed Bejarano

Payroll process reports that need to be reviewed every time:
On the CA 9.0 Main and Supplemental Payroll Processing Steps, Step 21 (Step 22 of the Projects Processing Steps) Run Pre-Commitment Accounting PayLine Time Audit Report (CA).  This report shows if there is time prior to the Company going to Commitment Accounting.  If such time exists the report will go to a status of ‘Error’. Processors will need to click details, go to View Log/Trace, and click .PDF.  If there is time it will show the Department, Employee ID, Name, when the Company went on CA, the Earns Begin and End Date, the Earns Code, and Hours (or Amount). Processors need to determine whether the data needs to be processed or not. If it needs to be changed, etc., go to Payline Security.
The other report that needs to be reviewed every time is Step 25 PreDistribution Audit Report (Step 26 of the Projects Processing Steps). This report will go to success when ran.  Even so, processors will need to look at this report.  Once you get to the .PDF if there is a problem you will see the paygroup, whether it is an on or off cycle, page number, line number and a description of the problem. To find out who the employee is you will go to Payline Security and enter Company, Paygroup, Pay Period End Date, Page number, Line number, then click search to bring up the employee data that needs fixing.
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Run Pre-Commitment Accounting Payline Time Audit Report


Shows Department, Employee ID, Date in Commitment Accounting, and Earnings Begin and End


Make sure this information pulls through


If not, check with Time keeper
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Navigation:  Payroll for North America > Payroll Processing for USA > Update Paysheets

NOTE:  You must review this report.  If you fail to run and review this report, and go to distribution actuals you will be locked up.

From the Predistribution Audit Report information:

Enter Company

Enter Pay Group

Enter Page Number

Enter Line Number
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Business Process Documents – Nancy Tarrant
· The HCM Team in conjunction with the Office of Personnel Management are developing a series of Business Process documents that will clearly define how issues concerning the HCM module will be coordinated between the Agency, the HCM Team and the Office of Personnel Management.  If you have any questions concerning these documents, please submit a Help Desk case.

· The first in the series is called BP-01 Shift Differential and Skill Based Pay.  Please follow the link provided below to the document posted under the heading Business Process.

· CORE Link: http://www.ok.gov/OSF/CORE/HCM/HCM_News.html
Business Process Documents – Nancy Tarrant
· Following are the instructions to request a Check Reversal.

· A step-by-step document called Reversals has also been placed on the CORE website under HCM How To Documents.

· CORE Link:  http://www.ok.gov/OSF/CORE/HCM/HCM_News.html

· If corrected check processes are not processed on an Off Cycle Payroll, the employee’s paycheck will not process correctly. If you have questions concerning Reversals, please call the Help Desk.  405 521-2444 or 866 521-2444.

Scenario 1

Check is process having a pay end date of 4/30/2010 and a check issue date of 4/30/2010.
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CY balances get loaded based on check issue date (4/30/2010).  CY 2010, Quarter = 2, Period = 4.

FY balances get loaded based on pay end date (4/30/2010), FY 2010, Quarter = 4, Period = 10.

Agency sends form into DCAR requesting a reversal.

Agency changes employee to a Supplemental Pay Group and processes him/her on the Supplemental Payroll.
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CY balances get loaded based on check issue date (5/12/2010).  CY 2010, Quarter = 2, Period = 5.

FY balances get loaded based on pay end date (4/30/2010), FY 2010, Quarter = 4, Period = 10.

DCAR starts processing the Reversal as an off-cycle.  It errors out on the confirmation process because the employee, during the pay period the check covers, is NOT in the M1E pay group.  (NOTE: The employees’ JOB record shows an effective dated row of 4/1/2010 where he/she was moved into the S1E pay group.)

This causes DCAR to delete the reversal transaction.  CORE temporarily deletes the JOB row.  DCAR then is notified to run the Reversal process.  CORE is notified when the process is completed and adds the deleted JOB row back in.

Next month guess what happens?  Someone forgets to put the employee back into their M1E Pay Group and we have an unhappy camper.

Scenario 2

Check is processed having a pay end date of 4/30/2010 and a check issue date of 4/30/2010.
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CY balances get loaded based on check issue date (4/30/2010).  CY 2010, Quarter = 2, Period = 4.

FY balances get loaded based on pay end date (4/30/2010), FY 2010, Quarter = 4, Period = 10

Agency sends the Reversal request to DCAR.  DCAR processes the reversal.
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CY balances get loaded based on check issue date (04/30/2010).  CY 2010, Quarter = 2, Period = 4.

FY balances get loaded based on pay end date (05/04/2010), FY 2010, Quarter = 4, Period = 11

Agency inserts an effective dated row, 4/1/2010, in JOB and moves employee to Supplemental pay group, S1E. Agency runs process to pay employee.  Pay Confirmation errors out on the S1E pay group and is only noticed if the payroll administrator looks to see if there are error messages in the log.
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The error is caused from the system trying to update the FY balances for FY 2010, Quarter = 4, Period = 10 which is based on the pay Period End Date of the Supplemental payroll, but there are future dated balances for FY 2010, , Quarter = 4, Period = 11 created during the confirmation of the reversal process.

To fix this problem, OK-To-Pay gets unchecked on all of the employees pay lines, a final calc is re-run and then the confirmation process is run again to finish confirming the rest of the payroll.  The agency then has to run an off-cycle to pay the employee that required a check reversal.
When an agency needs to re-cut an entire check, it must be done as an off-cycle.  If the reversal is processed by it-self, the Pay Calendar can be set to bring in all the employees’ deductions.  Payroll must manually insert their BEA and RBA on the pay lines.  If the off-cycle check is being run with others, the deduction settings can be changed for this one persons check by going to the ‘One Time Deduction’ tab.  Contact CORE for assistance.
Helpdesk- Reports To, Email, Phone – Stacy Bonner
**Please contact the helpdesk correctly with any urgent issues at 405 521-2444 or 866 521-2444**
Anything sent to the helpdesk via email is not considered urgent, follow up with a call if needed.

If your helpdesk case is payroll pending, please specify urgent or critical when you email or call.

Include as much information in your email to the helpdesk as possible in order for your case to be assigned to the correct person.
· Anything sent to the helpdesk via email is not considered urgent, follow up with a call if needed.

· If your helpdesk case is payroll pending, please specify urgent or critical when you email or call.

· Include as much information in your email to the helpdesk as possible in order for your case to be assigned to the correct person.
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