HCM Forum Notes

March 16, 2011


CORE Updates – Nancy Tarrant

· Michael Grisser – Project Manager has left CORE for another job

· With Carol Barton’s return, Nancy Tarrant is now working on Projects

· Alex Galley will be filling in as Project Manager for both Financials and HCM

Help Desk Cases – Nancy Tarrant

· Trend – users calling directly to the Functional CORE person and not logging a Help Desk case.  The functional person must log all the cases, which delays helping the users that have logged cases.  Please log your own cases.  If you have a time sensitive case, please call the Help Desk and indicate the issue is time sensitive and ensure all the detail is entered on the case.

· Details needed include:

· Employee ID number

· Employee Record number

· Agency Number

· Need specifics, i.e., What pay group, Payroll, HR, Time & Labor, Base Benefits issue, Job or Personnel issue.

· Email Help Desk Cases are not considered urgent and are worked last

Correct History Policy – Nancy Tarrant

The HCM application is the system of record for employee information, and as such, once a change is entered into the HR system that data is sent to many other applications within the state and beyond.

· If no processing has completed on the effective dated row in question, the row can be deleted.  Please contact the Help Desk describing in detail the row of data to delete.  Once the data is deleted a new effective dated row must be re-entered by the agency so that current information is sent to other applications.

· If processing has occurred then values on Biographical Data, Job Data, Tax Data, Time Reporter Data, etc., can NOT be changed using Correct History.  Instead a new effective dated row must be added.

· The only exceptions are Hire effective date changes and Terminations (as long as there has not been a Rehire action), or corrections due to Merit Protection rulings.

· To add a row correcting Job information, select the Data Change transaction (ie: Division Change, Paygroup Change, etc.).  The Data Change (X01 Correction) transaction type should only be used to correct salary and other fields which affect OPM’s review process (action/reason, CERT #, Cite Code).  Be sure to indicate the reason for the correction in the MDC Remarks, along with other information such as the effective date of the row being corrected and payroll needing to process any retro adjustment.

· If a correction is needed for the MDC Data Remarks only, and the transaction is the current row, it can be corrected.  Contact the Helpdesk with the name, employee id, effective date and provide the text to replace the existing remarks.

· If your agency has an invalid transaction that can only be resolved using Correct History please contact the Help Desk describing in detail the changes required.
· Items that can be corrected by the User and do not require a Help Desk Case are:
· Longevity Dates (Contact Payroll before making the date change if the date is within the current month.)

· Birth Dates

· Ethnic Group

· Phone Numbers

· Dates on Employment Data Page
NOTE:  If you forget, during an appointment change or rehire you can go back in and add a row to the Benefit Program Participation and/or Time Reporter Data without affecting the Job Data effective date.

When contacting the Help Desk, be sure to include both Employee Name and Employee ID along with detailed information pertaining to the data that needs correcting to ensure accuracy.

· Help Desk – (405) 521-2444 or 866-521-2444 or helpdesk@osf.ok.gov
· End users will be locked out of PeopleSoft at 9:00 PM

· Batch jobs run at 9:00 PM

· Cannot run Payrolls or GL Processes at night
HCM System Integration – Nancy Tarrant

· The following chart is showing how the HCM application pushes effective dated data into the various other CORE application and as data is updated, the information is loaded into the other applications from HCM.  

· Implementation Workflow runs on the effective date.
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OPM – 14 Summary Changes – Alan Binegar

· CORE & OPM are working on improving data integrity as well as compliance with Merit rules.

· Transaction ‘created date’ now shows.

· Rejected transactions will display for up to 1 year.

· The page is no longer real-time, but is refreshed twice each day at noon and in the evening.  This process will soon occur hourly.

· Effective Date and the Created Date must be entered

· Rejected transactions showed for six (6) months, now will be for a year

· Page no longer real time – but refreshed twice a day – and soon will be refreshed hourly

· If there is an emergency – call OPM directly to have OPM approve

· Two (2) ways to pull information:

· Workforce Administration > Job Information > OPM 14 Summary (0206B) or

· On the Work Location page within Job Data (Workforce Administration > Job Information > Job Data) you can click on the OPM-14 Summary link.

· Can sort by column headers

· Job Data button to see why rejected by OPM

Disciplinary Actions and Grievances – Alan Binegar

· HCM Team is starting project with several agencies.

· New process will simplify reporting to MPC

· Team still working on security issues

· Notices concerning the project will be sent in April

Last Minute Tips – Alan Binegar

· Rehire versus Hire

· Dates can be affected – 

· Update hire date within Job Record

· Employees coming back before legacy – Rule of Thumb – Add new person, Concurrent Jobs have existing employee with PeopleSoft ID should be rehired

· Department 0000000 – Position Cleanup

· This department will no longer be valid within PeopleSoft

· Complete clean up NOW

· Find employees – update position data

· Put in 0000 and can check who has this type of funding

Temporary Employees Annual Comp – Nancy Tarrant

· Employee did not work full time

· Must put in override hourly rate correct for pay period

· Employee will get docked at wrong rate if not adjusted

· Remember – Do no dock pay on Off Cycle
W-2 Reconcile to Earnings Statement – Lisa Raihl

· Earnings Statement does not match W2, (see W2 form explanation below)

· Remember with Bi-weekly – use last paycheck of the year
	2010 State of Oklahoma W-2 Form Explained

	Box ID
	Description

	a
	Blank- not used.

	b
	State’s Federal Employer Identification Number 73-6017987.

	c
	Agency Name and address.

	d
	Employee’s social security number.

	e
	Employee’s name and address.

	1
	Total earnings for year [includes non-cash benefits, taxable moving expenses, and taxable life insurance (imputed income – life insurance over $50,000)]. Subtract before-tax deductions such as health, life, disability, dental, health care & dependent care reimbursement, OPERS, OLERS, TRS, other retirement plans, 403(b) & 457(b).

	2
	Total federal income tax withheld for the year.

	3
	Total earnings for the year [includes non-cash benefits, taxable moving expenses, and taxable life insurance (imputed income – life insurance over $50,000)]. Subtract before tax cafeteria deductions such as health, life, disability, dental, health care & dependent care reimbursement.

	4
	Total Social Security tax withheld for the year 6.2% of box 3 income (wages up to $106,800.00  - maximum $6,621.60 tax).

	5
	Total earnings for the year [includes non-cash benefits, taxable moving expenses, and taxable life insurance (imputed income – life insurance over $50,000)]. Subtract before tax cafeteria deductions such as health, life, disability, dental, health care & dependent care reimbursement.

	6
	Total Medicare tax withheld for the year 1.45% of box 5 income.

	7
	Used if applicable. Amount reported as tip wages.

	8
	Used if applicable. Amount of allocated tips reported. 

	9
	Total amount paid to employee as advance EIC payment.

	10
	Amount paid in the tax year into a Dependent Care Reimbursement Account.

	11
	Blank- not used.

	12 
	Code C - Group term life insurance over $50,000 paid by employer and included in income.

Code E - 403(b) contributions.

Code G - 457(b) contributions.

Code W – Health savings account contributions.

See back of Copy C for additional codes and explanations.

	13
	Statutory Employee – marked if applicable.

Retirement Plan – marked if employee was an active participant in a state plan or 403(b).

Third party sick pay – marked for employees on disability and the state is reporting those payments.

	14
	Retirement amounts contributed by the employee.  Vehicle usage may be reported here. 

	15
	State – OK Employer’s State ID No. 73-6017987.

	16
	Total earnings for year [includes non-cash benefits, taxable moving expenses, and taxable life insurance (imputed income – life insurance over $50,000)]. Subtract before-tax deductions such as health, life, disability, dental, health care & dependent care reimbursement, OPERS, OLERS, TRS, other retirement plans, 403(b) & 457(b).

	17
	Total state income tax withheld for the year.

	18
	Blank- not used.

	19
	Blank- not used.

	20
	Blank- not used.


Questions

· Why do claims not get into the correct accounts if they have been changed?

· There is a once a week feed for travel claims to be updated.

· Will EBC be going with bi-weekly dates for those agencies on bi-weekly for retirement and savings purposes?  Ex. End of bi-weekly Feb 26th, but end of month Feb 28th.  

· EBC will get the money from the agency 

· How to clean up exception list?

· This issue will be discussed in the next HCM Forum, Wednesday April 20th.

