HCM Brown Bag Lunch Agenda – Jan. 29, 2009

1. Hire Process Changes

2. Use of Correct History and Data Change X01 Correction

3. Termination Process Change

4.  CORE Web site

Meeting Notes

Reviewed Handouts opened for questions after each:

1.
Hire Process - The biggest change with the HCM version 9.0 upgrade is the splitting of the Hire process into 1) Adding a Person and  2) Adding an Employment Instance. Many people have had problems completing both pieces of the Hire process either because they see a warning message and try to fix the problem, but exit the process, or they hit the Save button instead of the Add Relationship button, or perhaps are timed out.  This causes the 'person' to be saved, but no one can see them since they haven't been attached to an agency yet. If you encounter a warning message during the hire process, select cancel and go back and correct the entry.  After the entry has been corrected, do not save, but select Add Relationship to continue and complete the hire. The only exception is an error on the Social Security Number.  If you receive this error, then stop immediately and contact the Help Desk.

On the back of the Hire Process handout there are instructions on how to complete the Hire process if you exited the process before finishing the Job information.  Be very careful with this work-around process and ensure that you see Empl Rcd#: 0 when completing the Hire. If you see a different number, stop immediately and call the Help Desk. (See Hire Process Document)

2.
Correcting Employment Records - There is a lot of confusion on when to request HelpDesk correction on employee records and when to add a row to correct transactions. The handout provides guidelines based on whether payroll has run since you entered a transaction and whether to use the Data Change X01 correction transaction. Please note that many fields listed at the bottom of the handout are not effective-dated and so can be changed at any time without Help Desk correction. 

    
  Lisa Raihl - Office of State Finance, commented that anytime a change is made to the Social Security number, you must contact her at (405) 521-3258 or Jean Hayes at (405) 522-6300.


 Alan reminded everyone when submitting a Help Desk Case by email, to include Name and Empl ID in the body of text not subject line, and if the case is critical you should call the Help Desk at (405) 521-2444 or 866-521-2444 rather than sending the case by e-mail.

3.
REVISED Termination Process - Another change with the upgrade to 9.0 affects the Termination Process. An additional step is now required which is to go to the Earnings Distribution page and change the Earnings Distribution Type to None. If this step isn't done it will cause problems if the employee is ever rehired by a state agency. The existing funding will no longer be valid and the agency may not be able to find any of their valid Combo Codes (accounts). The current Termination Process steps are listed on the handout, and on the flip side we have included the work-around in case you run into a rehire that was terminated incorrectly.  Basically, you will need to change the Earnings Distribution Type to None, which will give you a scary warning message about earnings distributions being deleted, and then change the Earnings Distribution Type back to By Percent. At that point, your Combo Codes will be available.

4.
CORE Web site - The HCM Helpful Hints provides Web page links on the HCM section of the CORE Web site. The URL or address is shown at the bottom of the page, and you should add that link to your favorites since it contains lots of helpful information.  You will find all the training manuals there, along with the HCM Query Toolkit which describes the supported HR reports that are available. The HCM Module New link will take you to additional important documents, such as the Payroll Processing Checklist, the Brown Bag Notes, Leave Accrual Rates, and other training documents. You can also find the CORE Training Schedule on the CORE HCM page, (see HCM Helpful Hints).

5.
 What does HCM stand for........... Human Capital Management.
