HR Brown Bag Lunch Notes

April 15, 2010

Twenty-five agencies were represented at the HR Brown Bag Lunch held in April. The questions and comments were good, and a lot of information was dispensed. Following are the discussion points and the handouts from the meeting.

Agenda

· HCM Functionality Enhancements

· Total Compensation Statements

· ELM Update

· Employee Self Service Password Reset Change

· May HCM Training

· Help Desk Basics

· Reviewing Transactions

· Job Code & Cleanup Support

· Managing Terminations

· Paycheck Reversals

· Tax Changes

· Leave Accrual Run Control Changes

· Query Changes

HCM Functionality Enhancements

With the recent bi-weekly implementation of the Department of Transportation, additional functionality has been provided to the HCM user community. Transportation is experiencing fewer problems and more accurate data being pulled from the system.  Get in touch with Gary Sloup – Department of Transportation for more details. Also, the Department of Tourism has been very pleased with the bi-weekly process and experience.

· Statewide Employee View Report, (see below): The report provides more access and detail.

· Report shows active and terminated employees
· No confidential information is provided

· Position history page shows pay rate changes, what agency; etc.

· The report shows history of employee and start and ending comp rate.

· Can see employees from other agencies and concurrent employment with other agency

· The report is not tied to HR Generalist; all HCM users should be able to view report. If you cannot see the report, submit a Help Desk case.

· Employee Badge, (see below). This feature provides an effective way to track parking and building passes. The employee photo is a manual process.

· New Query: GO_PY_Not_Paid_Since_Prompt Payroll users will have the access to this report.

Total Compensation Statements

· The Total Compensation Statements sent by the Governor’s Office are estimates.

· There is a form on the BASS System to encourage your employees to complete.
· SoonerSave and OPERS questions are on the survey.
· For any questions, please refer your employees to the agency’s benefit coordinator.

Enterprise Learning Management, (ELM) Demo

Demo provided in March and we had positive feedback. If you would like to attend a demo, please submit a Help Desk case.
Employee Self Service Password Change

At the end of March, there was a change to the password. Now, employees must call the OSF Help Desk to have their Employee Self Service account activated. The Revised Manual is on the CORE section of the OSF website. Due to the volume of calls to the OSF Help Desk, please coordinate your implementation with Jeanie Robards. Also, when your agency decides not to print the payroll advice, call Jeanie Robards to coordinate the timing.

Encourage your employee to enter their agency e-mail in Employee Self Service. The e-mail is the way messages are sent throughout the HCM as well as the Financials application.
HCM Suite of Courses May Training

The CORE team will provide the Suite of HCM courses the week of May 10. there are still seats available, and this would be a good time to have a refresher. Remember, the whole week will bring you up-to-speed on the how’s and why’s to make the system most efficiently.
Help Desk

Amy Max with the OSF Help Desk, and formerly HCM user in PeopleSoft, will answer many of the Help Desk questions, or route them to the appropriate CORE team member.

· All cases must come through the OSF Help Desk. Please provides detailed information, such as Employee ID, etc.

· Critical issues – please contact OSF Help Desk by phone, as e-mails are worked hourly
· Plans are being made to supply more support staff as the new functions are made available
OPM Reviewing Transactions

· Rejection Report available:  GO_HR_REJECTED_TRANSACTIONS
· Transaction Correction: Call OSF Help Desk and provide the following:
· Employee Id

· Name of Employee

· Date of the transaction

· Explanation of what requires correction

· OPM corrects the Position changes

· Job Codes – must be corrected on the HR as well as the position side.

· MPC Transactions, must provide documentation

Job Code & Cleanup Support

There are no unclassified job codes available. For any job codes not currently in use, please inform OPM. If no job code is available, OPM advises to go to general job code. E-mail OPM liaison with the title change, effective date and the EEO 4 designation.
Managing Terminations

· Benefits NOT terminated

· Leave, (sick and annual), are NOT terminated

· Static Group Time and Labor

· Why not touch T&L and Benefits
Paycheck Reversals
· Payroll Cancellations Warrants Forms – DO NOT send to J.P. Morgan

· Fax to OSF

· Use 12 font type

· Document should be on ONE page, (Last line, MUST be on form)
· $ Amount – This is the net amount of the warrant you are cancelling
· Time Line Processing (3 dates, not on pay date) no later than noon on 27th of month

· Takes 7-10 business days to process

· Jean Hayes phone number: (405) 522-6300
· Social Security Number Change
· Call Help Desk

FYI:  Cannot process a paycheck reversal and payroll at the same time. (One payroll processing on calendar at a time)
Tax Changes

Tax Relief for agencies that hire employees that were laid off from another agency, due to the recession, (FICA Tax Relief)


New Hire – with the employee been unemployed $1,000.00


Hired, been with agency for a year - $1000.00

As soon as the information and forms are received from the Federal government, CORE will post on the website and send an announcement.

Leave Accrual Run Control Changes, (see below)

Only 2 ways you can run the Leave Accruals process. Based on the pay Period End Date of the On-Cycle Pay Calendar that the Run ID is associated with, the Accrual Process Date can only be 1 day earlier than the Pay Period End Date or equal to the Pay Period End Date.

Managing Terminations
This topic will be discussed at the next Brown Bag Lunch.

Using Statewide Employee View

This functionality can be used to find any person in PeopleSoft HCM. In addition to the Emplid and Name, the search results will display a row for each unique Company, Position, and Effective Date combination in the employee’s Job record and will not be restricted to the user’s security access.

Navigation

Home > Workforce Administration > Personal Information > Statewide Employee View (0491)
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Enter the Employee ID, Name (or partial name), or Social Security Number.

Select [image: image2.png]Search



 to open the Results page.
Search Results
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The search results page will return all records that meet your criteria with a separate row for each unique Position, Department ID, or Effective Date that is part of the employee’s Job data history. This allows you to see the Agencies an employee has worked at, the dates they were employed and whether they are currently active with an agency.
Additional Information

Even though an employee is included in your search results, you may not have security access to view the employee on any other pages or queries in PeopleSoft. The Search Match functionality does not override the security in other areas of the PeopleSoft application.

You should try to keep your Search Results as small as possible by entering as much information as you can in the Search Criteria page. If no results are returned, you can conduct another search with a little bit broader criteria.

You can click on the column heading in the Search Results to sort by that field. For example, if you click on the Company field heading the records with 548 will display before 580.

This feature will be useful if you want to see that an employee once worked in your agency, but has moved to another agency. You can navigate to Position History, Organizational Development >Position Management >Review Position/Budget Info >Position History to see more details about the dates the employee was in your Agency.
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Employee Badges

Navigation

Home > Workforce Administration > Personal Information > Badges

Enter the Employee ID on the search page and click  [image: image5.png]Search



 . The Badge page will display for the employee requested:
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Badge Type:  Select from the values below.  You can add additional badge types by clicking the [image: image7.png]


 button.
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Effective Date: Enter the date the badge was issued, changed, inactivated, etc. You can add additional effective dated rows for each badge type by selecting[image: image9.png]


.

Status: Active or Inactive

Badge Number: Enter the badge ID, up to 20 alpha-numeric characters
Expiration Date: Enter if appropriate
Comments: Enter if appropriate

Click [image: image10.png]


. 

Employee Photos

Navigation: Home > Workforce Administration > Personal Information > Citizenship > Identification Data

Enter the Employee ID on the search page and select [image: image11.png]Search



.  The Citizenship/Passport page will display for the employee requested:  Select the Employee Photo Tab.
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To add a photo:  Click [image: image14.png]


 button, and you will be able to browse your PC or network for a picture, then click [image: image15.png]Upload



  and [image: image16.png]


  the record.  To remove a picture, use the [image: image17.png]


  button.
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OPM Classification
1. Rejection Report –Agency’s can view Transactions Rejected by OPM

a. Reporting Tools> Query> Query Viewer> GO_HR_REJECTED_TRANSACTIONS

· Click Excel put in agency # and click View Results

b. Run report at least once a week.

2. When you see a transaction that needs to be corrected email the helpdesk at helpdesk@osf.ok.gov include the following in each e-mail:
a. Employee ID;
b. Name of Employee;
c. The date of the transaction you would like to be corrected; and
d. Explanation of what you want corrected and why it needs to be corrected
3. If it is a correction on the Position side, OPM corrects those
4. Job Codes

a. Title Changes: e-mail OPM the job code you want to change along with the effective date and EE04 Category
b. Position Report: Compare position side to employee side: GO_HR_POSITION_VARIANCE. Run the report quarterly

Instructions for Cancellation of Payroll Warrants and Direct Deposit Advices

Cancellation of Payroll warrants and direct deposits must be requested via the revised OSF Form PWC, dated September 2009.

Paper Warrant Cancellations: 

The original warrant must be marked cancelled, attached to the completed PWC form, and then sent to OSF Transaction Processing. These requests cannot be processed by fax. 

Direct Deposit Cancellations:

Fax OSF Form PWC (09/09) to 405-521-3902. Verify the fax was successful.  After faxing the request to OSF, mail the original PWC to OSF Transaction Processing.

Requests for cancellation of direct deposits must be made by completing the revised PWC form and faxing it to OSF to initiate the cancellation procedures. To ensure that direct deposit funds are returned, the PWC request must be received by 12:00 P.M. three business days prior to the effective pay date. Any faxed request for cancellation of direct deposits after that cutoff will be subject to recall or reversal procedures which are subject to denial by the employee’s bank.

Once the funds have been returned to the State, OSF will process a cancellation in the payroll system which returns the funds to the agency. If the funds cannot be recovered from the bank, the agency will be notified and must follow the existing overpayment procedures.

Form Instructions and Definitions

Complete all of the following sections:
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Claim # or Pay Run ID – PS agencies use the Pay Run ID and Legacy agencies use the FY and Claim # the warrant was processed under originally.

Payment ID# – This is the warrant number of the item you are cancelling.
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Receiver’s Name – Enter the employee’s name as it appears on the payroll warrant to be cancelled.

PS EMPLID or SSN – PS agencies enter the EMPLID and Legacy agencies enter the SSN.  Enter the Empl ID or SSN as it appears on the payroll warrant to be cancelled.

Receiver’s Routing # – All transit/routing numbers should be 9 digits and start with either 01-12 or 21-32.  Please double check that the number you are entering is the transit/routing number used on the payroll warrant to be cancelled. Each agency is responsible for maintaining this information on the system.

Account # – Enter the employee’s bank account number as it appears on the payroll warrant to be cancelled. Please double check that the number you are entering is the number used on that warrant.

Pay/Effective Date – Enter the issue date of the payment you are cancelling.

Receiver’s Account Type – Check the appropriate account for the warrant to be cancelled.

$ Amount – This is the net amount of the warrant you are cancelling.

Payroll Warrant Cancellation Procedures for Direct Deposits

The Payroll Warrant Cancellation (PWC) Procedures allow for processing time. Depending on the timing of the PWC, either a Stop Payment/Delete or a Reversal will be initiated. Please follow all instructions for faxing and completing the form. The OSF Form PWC and instructions are located on the OSF website.  The following link will take you to the DCAR Forms section of the website: http://www.ok.gov/OSF/Comptroller/DCAR_Forms.html. The agency is responsible for sending the original form to Transaction Processing after successfully faxing the form. Please be sure to verify the fax was successful.

· Stop Payment/Deletes are initiated for payroll items that have been processed and have an effective date 3 or more days prior to the items effective date.
· The OSF Form PWC will need to be faxed to the Office of State Finance by noon 3 or more business days prior to the effective date of the payroll item. For example, Sept. 30 payroll cutoff will be Sept. 25 at noon. Successfully processed stop payment/deletes prevent the funds from being deposited into the employee’s bank account.
· OSF is notified of the return on the effective date of the payroll item. The warrant cancellation will be completed after receiving both the original form and the bank notification.

· Reversals are initiated for payroll item(s) that do not fall into the Stop Payment/Delete time frame. A reversal is a debit transaction that follows the credit payroll item to the employee’s bank account.  
· The receiving bank has five (5) business days from the date of the reversal request to return the item. All reversal items are at risk of not being returned to the State.

· National Automated Clearing House Association (NACHA), rules require that an employee be notified in writing of a reversing entry and the reason for the reversing entry no later than the effective date of the reversing entry. Please notify the employee no later than the day the OSF Form PWC is submitted to OSF. 

The statement below can be modified by your agency and used to inform your employee(s) of the pending reversal.
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The agency is responsible for recovering the funds from the employee should the funds not be returned to the State. Please refer to O.S. 74 Chapter 27A, Section 940-2.19 D for proper procedures for recovering overpayments if needed. The agency should submit the OSF Form 94 for processing if the employee pays back the funds through a miscellaneous payroll deduction or cash.

Payroll Warrant Cancellation Procedures for Paper Warrants

The OSF Form PWC will need to be completed as applicable for the paper warrant and sent to Transaction Processing along with the voided payroll warrant. Upon receiving the documents, the warrant will be cancelled.

If you have any questions regarding these procedures, please contact Jean Hayes at (405) 522.6300, jean.hayes@osf.ok.gov. or Lisa Raihl at lisa.raihl@osf.ok.gov.

Run Control Page for Leave Accruals:

Navigation:  Benefits > Manage Leave Accruals > Calc Periodic Accrual (0446)
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There are only 2 ways you can run the Leave Accruals process. Based on the pay Period End Date of the On-Cycle Pay Calendar that the Run ID is associated with, the Accrual Process Date can only be 1 day earlier than the Pay Period End Date or equal to the Pay Period End Date.

NOTE: Pay Run ID below, 09010M0800, is associated with Pay Calendars having Pay Period End Date = 02-28-2010.
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A payroll item will be posted in error to your bank account on MM/DD/YY. A reversal has been issued and will post to your account to pull these funds back to the State. Please keep the full amount of this deposit in your account. If the State cannot retrieve the full amount of the deposit, action will be taken in accordance with applicable procedures to retrieve the funds from you.
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