HCM Brown Bag Lunch Notes – Dec. 15, 2009

Agenda

1. Enterprise Learning Management Update

2. New Action Reason - Detail Extension

3. CORE HCM 2010 Training Schedule

4. Manager Self Service

5. Commitment Accounting Rollout Schedule

6. Biweekly Payroll

7. Payroll Year End Preparation

8. Open Q&A

1. Enterprise Learning Management, (ELM) Update – The mandatory revised Deposit Course was mentioned and the enrollment for the course is through ELM. The ELM demo has been provided to several agencies. Submit a help desk case if your agency is interested in rolling out ELM for internal training tracking use. Roll out to additional agencies is on-going. HRDS courses are to be entered in the Learning Administration environment, (as they are now). For more details about ELM, call Jeanie Robards at (405) 522-1780 or Stacy Bonner at (405) 522-1734.
2. New Action Reason
· Detail to Special Duty/Temp Assignments = CORE recommends that the Expected Job End Date field be utilized for C02; C13 should be used when extending a Detailed Assignment and the Expected Job End Date field should be updated; OPM will review C13 transactions; GO_HR_ON_DETAIL_LIST has been developed for special duty or temp assignments. See handout.
· HR Enhancements = CORE is currently working with ODOT on HCM enhancements that will allow agencies to move off of their legacy systems. This will be a benefit to many agencies and include items such as photos, id badges, etc. Also, Terminations from your agency will be searchable by name or SSN so that you may see their position, location and which agency’s they have been employed. Look for this functionality by February 2010.
· ORG Charts = CORE is aware that the delivered charts currently are not working.  Any agency interested in the PS ORG Chart functionality should open a Help Desk case so that Lisa McKeithan can gauge the need statewide.
3. CORE 2010 Training Schedule
· HCM Training Schedule = CORE has prepared the schedule early so that agency representatives can mark their calendars. Please take advantage of these training dates as 2010 will prove to be a year of many changes for PeopleSoft users and the State of Oklahoma.
Feb. 1-5, 2010
May 10-19, 2010
Aug. 9-17, 2010
Nov. 1-9, 2010
4. Manager Self Service, (MSS)

· Manager Self Service = February 2010 the Office State Finance will be utilizing Manager Self Service. MSS allows the employee to go to the website to enter time as currently done on a timesheet. This time entered must be approved by the manager prior to the payroll run.
5. Commitment Accounting Rollout Schedule
· As of Jan. 1, 2010, there will be 38 agencies live on Commitment Accounting. Commitment Accounting is all about the funding. Each agency will be contacted with the schedule of the Kick-off meeting, Q & A session, training, conversion and Go-Live date. Watch for the announcements.
6. Bi-Weekly Payroll
· Biweekly = ODOT & OESC will be converting to biweekly lag payroll January 2010. OPM will convert February 2010. Lottery Commission will have hourly and all new hires in a biweekly lag pay group.  Several other agencies plan to also convert to biweekly in July 2010. If your agency needs to have a meeting with CORE to discuss the process of converting to biweekly, please send in a Help Desk case.
7. CORE Shared Services
· Shared Services = CORE provides Shared Services to any agency needing short or long term HR/Payroll support. This can be on a temporary basis and is a benefit to agencies during FMLA events or staff turnovers. Please consider using this service if the need arises. Submit a Help Desk case if you might be interested. CORE also provides Shared Services for the financial modules.
8. Payroll Year End Preparation

· Year End Payroll Processing Information = Please monitor the DCAR Newsletter for changes throughout the year. In the handout provided there are important dates; instructions for handling W-2’s; reporting requirements for repayments; how to 94P’s, W-4 Exemptions, W-5’s and Other Information. Please call Lisa Raihl (405) 521-3258 or Jean Hayes (405) 522-6300 for any questions relating to this information. Special Reports were handed out to agencies listing W-5 or Exempt Status employees for the HR/Payroll to enable compliance.
9. Open Q &A – No questions were asked.
Sept. 1, 2009 - 5 Agencies


	Group
	Agency
	Agency Name
	FTE

	Group A
	160
	Commerce
	173

	Group A
	290
	Employment Security Commission
	783

	Group A
	452
	Mental Health
	2,267

	Group A
	566
	Tourism and Recreation
	981

	Group A
	568
	Scenic Rivers Commission
	26

	
	4,230


Dec. 1, 2009 - 19 Agencies

	Group
	Agency
	Agency Name
	FTE

	Group B
	022
	Oklahoma Abstractor’s Board
	2

	Group B
	055
	Arts Council
	15

	Group B
	065
	Banking Department
	42

	Group B
	090
	Finance
	175

	Group B
	125
	Mines
	35

	Group B
	127
	Children and Youth
	27

	Group B
	170
	Construction Industries Board
	27

	Group B
	292
	Environmental Quality
	621

	Group B
	305
	Governor's Office
	32

	Group B
	307
	Interstate Oil Compact Commission
	9

	Group B
	345
	Transportation Department
	2,251

	Group B
	435
	Lottery Commission
	41

	Group B
	440
	Lt. Governor
	9

	Group B
	510
	Nursing Board
	27

	Group B
	548
	Personnel Management
	107

	Group B
	606
	Ardmore Higher Education Center
	14

	Group B
	607
	Ardmore Higher Education Center - Retire
	2

	Group B
	635
	Consumer Credit
	16

	Group B
	740
	Treasurer of Oklahoma
	61

	
	3,813


Jan. 1, 2010 - 14 Agencies


	Group
	Agency
	Agency Name
	FTE

	Group C
	047
	Indigent Defense System
	126

	Group C
	049
	Attorney General
	170

	Group C
	185
	Corporation Commission
	495

	Group C
	199
	Court of Criminal Appeals
	68

	Group C
	219
	District Courts
	650

	Group C
	220
	District Attorney’s Council
	1,202

	Group C
	265
	Education Department
	387

	Group C
	266
	Educational Television Authority
	76

	Group C
	270
	Election Board
	238

	Group C
	298
	Merit Protection Commission
	11

	Group C
	515
	OPERS
	49

	Group C
	516
	OSEEGIB
	182

	Group C
	557
	Police Pension and Retirement
	11

	Group C
	677
	Supreme Court
	220

	
	3,885


Feb. 1, 2010 - 18 Agencies
	Group
	Agency
	Agency Name
	FTE

	Group D
	040
	Agriculture, Food and Forestry
	442

	Group D
	315
	Firefighters Pension and Retirement System
	10

	Group D
	320
	Willdlife Conservation
	394

	Group D
	326
	Disability Concerns
	8

	Group D
	342
	Medicolegal Investigations
	69

	Group D
	350
	Historical Society
	199

	Group D
	353
	Horse Racing Commission
	66

	Group D
	355
	Human Rights Commission
	14

	Group D
	369
	Workers Compensation Court
	89

	Group D
	385
	Insurance Department
	121

	Group D
	390
	CompSource Oklahoma
	385

	Group D
	400
	Juvenile Affairs
	994

	Group D
	405
	Labor
	93

	Group D
	410
	Land Office
	53

	Group D
	415
	CLEET
	46

	Group D
	800
	Career and Technology Education
	352

	Group D
	835
	Water Resources Board
	101

	Group D
	978
	Turnpike Authority
	557

	
	3,993


March 1, 2010 - 8 Agencies


	Group
	Agency
	Agency Name
	FTE

	Group E
	025
	Military Department
	478

	Group E
	030
	ABLE Commission
	44

	Group E
	300
	Auditor and Inspector
	122

	Group E
	306
	Pardon and Parole Board
	45

	Group E
	308
	OSBI
	333

	Group E
	340
	Health Department
	2,292

	Group E
	650
	Veterans Affairs
	1,951

	Group E
	670
	J.D. McCarty Center
	228

	
	5,493


April 1, 2010
 - 43 Agencies


	Group
	Agency
	Agency Name
	FTE

	Group F
	131 (994)
	Corrections
	4,709

	Group F
	020
	Accountancy Board
	9

	Group F
	039
	Boll Weevil Eradication
	16

	Group F
	045
	Architects and Landscape Architects
	3

	Group F
	060
	Aeronautics Commission
	10

	Group F
	092
	Aeronautics Commission
	7

	Group F
	145
	Chiropractic Examiner Board
	3

	Group F
	190
	Cosmetology Board
	12

	Group F
	204
	J.M. Davis Memorial Commission
	7

	Group F
	215
	Dentist Board
	4

	Group F
	269
	Teacher Preparation
	11

	Group F
	285
	Funeral Board
	3

	Group F
	296
	Ethics Commission
	7

	Group F
	309
	Emergency Management
	26

	Group F
	346
	Space Industry Development
	4

	Group F
	360
	Indian Affairs Commission
	3

	Group F
	370
	Industrial Finance Authority
	7

	Group F
	416
	OLERS
	6

	Group F
	445
	Liquefied Petrolelum Gas
	11

	Group F
	446
	Marginally Producing Oil and Gas Wells
	5

	Group F
	448
	License Alcohol & Drug Counselors
	2

	Group F
	475
	Motor Vehicle Commission
	4

	Group F
	509
	Long Term Care Administrators
	4

	Group F
	520
	Optometry Board
	5

	Group F
	525
	Osteopathic Examiners Board
	6

	Group F
	535
	Peanut Commission
	1

	Group F
	560
	Pharmacy Board
	9

	Group F
	563
	Private Vocational Schools
	3

	Group F
	570
	Engineers and Land Surveyors
	9

	Group F
	575
	Psychologists Board
	2

	Group F
	582
	Bond Advisor
	2

	Group F
	588
	Real Estate Commission
	18

	Group F
	610
	Regents for Oklahoma Colleges
	5

	Group F
	619
	Physician Manpower Training Commission
	7

	Group F
	620
	Quartz Mountain Center & Park
	19

	Group F
	622
	State Board of Licensed Social Worker
	2

	Group F
	632
	Speech-Language Pathology and Audio
	3

	Group F
	678
	Judicial Complaints Council
	2

	Group F
	755
	Used Motor Vehicle and Parts Commission
	11

	Group F
	772
	Tests for Alcohol and Drug Influence Board
	7

	Group F
	790
	Veterinary Medical Examiners
	4

	Group F
	875
	Wheat Commission
	4

	Group F
	880
	Will Rogers Memorial Commission
	14

	
	5,000


May 1, 2010 - 19 Agencies


	Group
	Agency
	Agency Name
	FTE

	Group G
	310
	Fire Marshal
	28

	Group G
	421
	Senate
	191

	Group G
	422
	House of Representatives
	331

	Group G
	423
	Legislative Service Bureau
	24

	Group G
	430
	Libraries
	60

	Group G
	450
	Medical Licensure and Supervision
	23

	Group G
	477
	Narcotics and Dangerous Drugs
	127

	Group G
	580
	Central Services
	254

	Group G
	585
	Public Safety Department
	1,533

	Group G
	625
	Secretary of State
	32

	Group G
	628
	Center for the Advancement of Science and Technology
	23

	Group G
	629
	School of Science and Math
	82

	Group G
	630
	Securities
	27

	Group G
	645
	Conservation Commission
	84

	Group G
	695
	Tax Commission
	892

	Group G
	715
	Teachers' Retirement System
	45

	Group G
	805
	Rehabilitation Services
	894

	Group G
	807
	Health Care Authority
	439

	Group G
	815
	Employees Benefits Council
	36

	
	5,125


May 16, 2010 - 1 Agency


	Group
	Agency
	Agency Name
	FTE

	Group H
	830 (999)
	Human Services
	8,571

	
	8,571


June 1, 2010
 - 4 Agencies


	Group
	Agency
	Agency Name
	No. Payrolls Processed

	Group I
	044
	Anatomical Board
	0

	
	631
	Sheep and Wool Commission
	0

	
	825
	University Hospitals Authority
	7

	
	980
	GRDA
	519

	
	526


The PeopleSoft HCM application has been modified to improve tracking employees on detail to special duty or temporary assignments. You will still use the same transactions to start and end special duty or temp assignments; however, effective Dec. 1, 2009, CORE is recommending that you use the Expected Job End Date field on the Work Location screen to track the date a detail or temp assignment is expected to end.
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In addition, we have also created a new transaction to assist agencies in managing employees whose detail or temp assignments have been extended. You can now enter a Data Change, C13 Extend Detail/Temp Assign transaction to update the Expected Job End Date field. OPM will review these transactions for merit agencies.
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A new query titled GO_HR_ON_DETAIL_LIST has been developed to list employees who are on special duty or temp assignments (based on having a value in the Expected Job End Date field).  An example of this query is below.  
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When the End of Detail/Temp Assignment transaction is entered, you will need to clear the date from the Expected Job End Date field.  
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For employees who are currently on a special duty or temp assignment, you may add a Data Change, C13 Extend Detail/Temp Assign transaction with a current effective date to update the Expected Job End Date field on their job record.

OFFICE OF STATE FINANCE
DIVISION OF CENTRAL ACCOUNTING AND REPORTING
YEAR END AND PAYROLL PROCESSING INFORMATION

Dec. 15, 2009

YEAR END AND PAYROLL PROCESSING INFORMATION

Important Dates

Dec. 18, 2009 – Last day to submit OSF Form 94P AND receive refund of taxes due to the overpayment. After this day, refunds cannot be returned to the agencies; however, agencies are still required to submit the form as needed for employee wage corrections.  

Jan. 7, 2010 – All payroll warrant cancellations, Form 94Ps, and adjustments must be submitted to be reported correctly on the employee’s W-2.  

Feb. 1, 2010 – Deadline for delivering W-2 forms to employees
Feb. 26, 2010 – Last day to submit corrected W-2 forms. Send a copy of the original W-2, a copy of the corrected W-2, and a brief note explaining why the correction is needed.  

Types of W-2s

Original W-2:  Form W-2 that was originally issued to an employee by Feb. 1.

Reissued W-2:   Original Form W-2 reissued to an employee due to the original form being lost, misplaced, not received, etc. Write ‘REISSUED STATEMENT” on the new employee copies. Can be produced at any time because the data is not being changed. 

Corrected W-2:  Form W-2 is issued to an employee when an error is discovered on the original W-2 and the file has not yet been sent to the Social Security Administration (SSA). “CORRECTED” must be written on the employee’s new copies.

OSF must receive a copy of all Corrected W-2s no later than Feb. 26, 2009, for inclusion on the file submitted to SSA.

W-2C:  After Feb. 26, form W-2C is issued to an employee when an error is discovered on the original or corrected W-2. The original or corrected W-2 information has already been submitted to the Social Security Administration.

W-2Cs must be submitted to OSF as soon as completed and will be filed with the SSA.
Additional instructions for form W-2 are available on the IRS Web site, www.irs.gov.

YEAR END AND PAYROLL PROCESSING INFORMATION

Other Special W-2 Issues

Undeliverable Form W-2/W-2C


Keep for 4 years with original envelope to demonstrate attempt to deliver the form.

Incorrect Employee Address


We recommend the following method:

· Mail the original W-2 to the employee in an envelope that shows the correct address or otherwise deliver to the employee.
Other methods available:

· Reissue W-2 with the correct address and write “Reissued Statement” on the new copies


· Issue form W-2C to the employee showing the correct address and all other correct information

W-2 Sort Order


W-2s are sorted in Mail Drop order with terminated employees being changed to ZZZZZ and printed first.  

Reporting Requirements for Repayments of Prior Year Amounts

Repayments from employees made in the current year that are for overpayments of wages in a prior year must be repaid at the gross overpayment amount in accordance with Internal Revenue Service regulations.  Contact OSF if you have questions or need assistance.

A Corrected W-2 or a W-2C, as discussed above, is required to be completed and sent to OSF. 

ONLY Social Security and Medicare wages and taxes are corrected on the form W-2 or W-2C.

DO NOT correct Federal or State taxable wages or taxes. 


Employee received and had use of the funds during the year of overpayment


Employee may be entitled to either a deduction or credit on their current year Form 1040.

Additional instructions for form W-2 are available on the IRS Web site, www.irs.gov.
YEAR END AND PAYROLL PROCESSING INFORMATION

OSF Form 94P Request for Overpayment Refunds

All information in the Issued Payroll column must match the original check detail.  Instructions are available on the OSF website under DCAR Forms.  Agencies with questions on how to complete the form are encouraged to call for assistance. 

Overpayment Payback Methods for current employees:

· Lump Sum Cash Repayment:

If within the same calendar year, this would be the net amount (plus any after tax personal deductions if applicable).

If in the year after overpayment, this would be the gross amount.
· Reduction of the corrected current salary (gross amt) or miscellaneous payroll deduction (net amount).
· Reduction in accrued annual leave by an amount of time at the then current correct salary (gross amt).
· Or any combination of the above.
For terminated employees of the agency, there are additional provisions.

O.S. Title 74, Chapter 27A, Section 840-2.19 Paragraph D

IRS Form W-4 Employee’s Withholding Allowance Certificate

Exemption from Withholding


Expires Feb. 16, 2010


Employees must submit new Form W-4


If new form is not submitted:

 
 
withhold at single and zero allowances or



 withhold based on the last valid W-4 


Form is used going forward – do not adjust prior withholdings

Invalid W-4 Forms


Incomplete or unsigned


Unauthorized changes or additions to the form


Employee indicates in any way that it is false


Do not use - ask for a new valid form, if not received then:



withhold at single and zero allowances, or



withhold based on last valid W-4 

Lock-in letters still in effect until the agency is notified otherwise by the IRS.

Additional instructions are available on the IRS Web site, www.irs.gov.

IRS Publication 15, (Circular E), Employer’s Tax Guide

IRS Publication 505, Tax Withholding and Estimated Tax
YEAR END AND PAYROLL PROCESSING INFORMATION

IRS Form W-5 Earned Income Credit Advance Payment Certificate

Expired Dec. 31, 2009

Employee must submit a new Form W-5

If new form not submitted:


Not eligible for the advanced earned income credit

Form is used going forward – do not adjust prior withholdings

Invalid Form W-5


Incomplete or unsigned


Unauthorized changes or additions to the form


Employee indicates in any way that it is false


Do not use, ask for a new valid form

Additional instructions are available on the IRS Web site, www.irs.gov.

IRS Publication 15, (Circular E), Employer’s Tax Guide

Other Information

Fringe Benefits – Vehicle usages, gift cards, etc must be reported on the W-2 at value and are reported through payroll to withhold applicable taxes.

OASDI – Tax The maximum amount did not change from 2009 to 2010.  Max wages are 106,800.00 and applicable tax is 6,621.60.

Agency Address – Agency address change for the 2009 W-2 print must be effective dated in 2009.  Please contact the OSF HelpDesk if an address change is required.

OSF CONTACTS

	Lisa Raihl

(405) 521-3258

lisa.raihl@osf.ok.gov
	Jean Hayes
(405) 522-6300
jean.hayes@osf.ok.gov


Schedule for 2010 HCM TRAINING Events is as follows:

February – Feb. 1 through Feb. 9, 2010


Full Cycle Training for new users and those needing refresher course.

March – March 17, 11:30 a.m. through 1 p.m.

HR and PY Lunch and Learn Session Extending to 1 ½ Hours

April – April 14, 11:30 a.m. through 1 p.m.

HR and PY Lunch and Learn Session Extending to 1 ½ Hours

May – May 10 through May 19, 2010


Full Cycle Training for new users and those needing refresher course.

June – June 9, 11:30 a.m. through 1 p.m.

HR and PY Lunch and Learn Session Extending to 1 ½ Hours

July – July 15, 11:30 a.m. through 1 p.m.

HR and PY Lunch and Learn Session Extending to 1 ½ Hours

August – Aug. 9 through Aug. 17, 2010


Full Cycle Training for new users and those needing refresher course.

September – Sept. 15, 11:30 a.m. through 1 p.m.

HR and PY Lunch and Learn Session Extending to 1 ½ Hours

October  – Oct. 14, 11:30 a.m. through 1 p.m.

HR and PY Lunch and Learn Session Extending to 1 ½ Hours

November – Nov. 1 through Nov. 9, 2010


Full Cycle Training for new users and those needing refresher course.

December – Dec. 15, 11:30 a.m. through 1 p.m.

HR and PY Lunch and Learn Session Extending to 1 ½ Hours
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