HR Brown Bag Lunch Notes
June 10, 2010

Help Desk - Reports to, E-mail, Phone – Stacy Bonner

**Please contact the helpdesk correctly with any urgent issues at 521-2444**

· Anything sent to the Help Desk via e-mail is not considered urgent; follow up with a call if needed.

· If your Help Desk case is payroll pending, please specify urgent or critical when you e-mail or call.

· Include as much information in your e-mail to the Help Desk as possible in order for your case to be assigned to the correct person.

· If you are interested in new applications, please open a Help Desk case. For example, I would like to find out more about A, B, C.

· The Human Capital Management (HCM) team will be putting together an HCM Advisory Board soon.

· A work list will be published on the CORE website in about two (2) months to help monitor Help Desk cases.

Affirmative Action/EEO – April Story

An e-mail was sent to the Civil Rights Administrators/AA Officer in May. A shorter version was sent through the CORE HCM Notification list the same day. The detailed e-mail is part of the handout provided.

The handouts are pages from the manual which was recently revised. The full manual for the Reports and Queries can be found on the CORE website.

· The AA/EEO Manual can be found on the OPM website. Brenda Thornton updated that manual last summer.

· Make sure your agency keeps current AA/EEO contact information on file with Brenda. She will then pass the information on to CORE. The people that received the direct e-mail from me in May are those currently listed. If you need to have any information changed send Brenda an e-mail.

· Again this year, we will be available for agencies; however, there is a slight change. Each agency AA/EEO representative must file a Help Desk case so we can track the needs and time spent on AA/EEO issues.

· On July 1, April Story will go in and run your employee population as in previous years and e-mail that to your agency. If you are bi-weekly agency, or on a different schedule and need an additional report run, submit a Help Desk case and we will be happy to get you another report to capture the July 1 data. The query will only reflect what is in the system on July 1. The intent is to capture your active workforce on June 30 for the affirmative action reporting.  ** It is very important that the discrepancy report is run and the issues resolved**
· Brenda Thornton will conduct training this summer, so keep an eye out for e-mails from her on when to signup.

· One query that isn’t listed for AA/EEO reporting but you may find useful is the GO_HR_POSITION_VARIANCE which compares the positions values to the employee values on their HR record.

· The EEO Vacancy Report was designed to help with the Goals and Timetables page – it was listing all vacancies in agency – both active and inactive. That has now been corrected and you should only get the active positions when running the report. This report only pulls active positions and should be ready by June 30.

· EEO – 4 Reports & Query Guide CORE website link: http://www.ok.gov/OSF/CORE/HCM/HCM_News.html
· Even though the EEO-4 is not due this year, you may want to run it to compare the numbers. The categories may be different, but the bottom numbers should match up. The issues we had last year with ACSA have been resolved.

HCM Toolkit Additions – Alan Binegar

· New Query for HR = GO_HR_EMAIL _ADDRESSES or GO_HR_NO_EMAIL_ADDRESSES

· The HCM toolkit shows all reports and queries available to you and is located on the CORE website.
BAS (EBC) Term Dates – Tina Wilson

· Agencies should be aware of the difference in termination dates between PeopleSoft (Oracle) and BAS (EBC).  In BAS, the termination date is the last paid day.  In PeopleSoft Job Data, the termination date is the first date the employee is inactive. **Example in handout given **
· In PeopleSoft 9.0, if you specify a deduction end date, the system takes the deduction only if the deduction end date is after or on the pay period end date.

· If a stop date is needed for a garnishment, the date must be greater than the check date for the garnishment to be withheld.
FLSA Status – Nancy Tarrant

· Query to show discrepancies = GO_HR_POSITION _VARIANCE

· CRM software is being updated

· All e-mails and phone numbers will be uploaded each month

Grants, Contracts, Projects Update – Nancy Tarrant

· All agencies are now on Commitment Accounting

· Lucille is working on the Higher Ed Project

· Ed Bejarano is testing the combo code load process

· CORE will be running the conversion process for all agencies

· Please see FY Combo Code Conversion Schedule

· All payrolls must be complete including off cycle’s before this conversion is completed

· All agencies on monthly and bi-weekly payroll must have supplemental payrolls completed one day earlier

· If the agency completes payrolls early, please put in a helpdesk case to advise CORE. Someone will call to confirm is it OK to run the conversion process

· Please do not run payrolls early for July until CORE has all the combo codes converted. Transactions are OK to run, just not payrolls

· Only business e-mails and phone numbers put in Employee Self Service will be transferred to other applications

Commitment Software Project

· Business phone and e-mail will be uploaded and updated here

· Problems with phones will start here

Check Reversals

· If you need a check reversal, please ask for another off cycle calendar. Do not change the paygroup. If you are not comfortable with this process, please call CORE.

Saving Bonds

· Purchasing of Saving Bonds must be done through EFT, but the Treasurer’s Office cannot handle more than one (1) EFT. Working on this issue with the Treasurer Office.

· There is no state statue that says the state must offer the purchase of savings bonds to employees

· Employees can always purchase savings bonds online through the federal reserve

FY Combo Code Conversion Schedule

It’s that time of year again, new FY is approaching. Below is the schedule for running the FY Combo Code Conversion process.

· Evening of 30 June 2010 – Department of Human Services. This process must be run prior to running your pay cycle that pays on the 15th of July 2010.

· Evening of 7 July 2010 – All Agencies Having Bi-Weekly Payrolls. This process must be run prior to running your ‘B01’ or ‘C26’ pay cycle which pays on the 16th of July 2010.

(NOTE:  This date includes agencies running both Monthly and Bi-Weekly payrolls. All Supplemental and Off-Cycle payrolls must be completed and sent to GL by 5:00 PM on the 7th of July.) 

· Evenings of 19 and 20 July 2010 – All Monthly Anticipatory Agencies  

NOTE:  As soon as all of your on and off-cycle payroll processes are completed for the June pay period, please notify CORE by creating a Help Desk Case asking for the case to be assigned to the HCM Payroll group. This will enable us to try and schedule your FY Combo Code Conversion Process earlier.
Termination Dates Review

Agencies should be aware of the difference in termination dates between PeopleSoft (Oracle) and BAS (EBC).  In PeopleSoft Job Data, the termination date is the first day of being inactive. In BAS, the termination date is the last paid day.

For instance, if the employee’s last paid day is 06/30/10, then that date is entered in BAS, not 07/01/10 which is the required date for PeopleSoft’s Job Data. If the agency mistakenly enters 07/01/10 in BAS, then the carriers and EBC will expect premiums for July and the agency will be obligated to pay the premiums.
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General Deduction End Date from BAS updated by the System
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General Deduction End Date updated by online user by adding a row

In PeopleSoft 9.0, if you specify a deduction end date, the system takes the deduction only if the deduction end date is after, or on, the pay period end date.
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In Create Garnishments, on Garnishment Spec Data 3, leave the Stop Date field blank if you want the garnishment deduction to continue until the garnishment is satisfied. Otherwise, enter the date the deduction should stop. This date must be greater than the check date for a pay period to withhold the garnishment for that pay period. For example, if the biweekly pay period has an end date of 06/05/10 and a check date of 06/18/10, then the garnishment stop date must be greater than 06/18/10 to withhold the garnishment in the 06/05/10 pay period. This applies to the monthly schedules as well. If the employee is on the supplemental for pay period ending 04/30/10, then the stop date of the garnishment must be after 05/12/10.
Employee’s last paid day.  Use in BAS.





Termination date for Job Data in PeopleSoft





Employee’s last paid day.  Use in BAS.





Termination date for Job Data in PeopleSoft











5/5/2010

Page 1 of 6





Page 1 of 6Revision Date






Page 1 of 6Revision date


