HCM Forum Notes

December 15, 2010


Welcome to the New HCM Forum – Stacy Bonner

· The HCM Forum PowerPoint has been placed on the CORE Website under HCM Forum Notes.

· Highlights:

· Individuals can sign up for notification lists for any of the CORE modules, through the CORE website.

· All applications/modules are integrated and work together and there was a review of how the integration saves time and effort.

· ELM Update and Highlights, (see PowerPoint).
· OPM will be going live on ELM in January 2011 and there will be no more paper confirmations.
· The Nominating Officials within each agency can print out the training history for their employees and the history will follow the employee from agency to agency.
· Confirmations, Waitlist, Completions and cancellation will be sent directly to the employee if the HCM system has the Business e-mail for each employee entered.  There is a download process available to have both the business e-mail and phone numbers loaded.  The Report To information can also be downloaded through a file process.
· ELM gives mangers ability to view employee progress, enroll employee in courses and view history.

· The process for how the HCM Team administers the worklist items is available on the PowerPoint.

· CORE Link:  http://www.ok.gov/OSF/CORE/HCM/HCM_News.html
Time and Labor – Manager Self Service - Phase I – Nancy Tarrant

· Phase I gives employees the ability to enter their time directly into Timesheets, eliminating the paper timesheet process.

· Phase I sets up the hierarchy for approving time entered by employees, prior to the data loading into paysheets.

· The CORE Team will help agencies identify and set up TRCs, etc.

· If interested create have a Help Desk Case and have it assigned to the HCM Team.
Time and Labor – Manager Self Service - Phase II – Nancy Tarrant

· In phase II the HCM Team sets up work-week schedules for all agency employees.

· After schedules are set up Rules are added, (Rules are already created and in use by some agencies), that automatically calculate overtime, comp time earned, etc.  These rules insert TRC codes into Timesheets based on agency guidelines.
Human Resources – Nancy Tarrant

· Agencies must work their rejection lists through OPM because this can affect payroll creating an audit trail

· Please submit a helpdesk case to get problems resolved and cases opened to be placed on the worklist.

Payroll Schedules – Nancy Tarrant

· January Payroll Deadlines

· January 6, 2011 – DHS and Biweekly

· January 15, 2011 – Monthly and Supplemental and Off Cycles

2011 Training Dates and HCM Forum – Nancy Tarrant
	Date
	Session

	21 January 2011
	HCM Forum

	14 thru 18 February 2011
	HCM CORE Training

	16 March 2011
	HCM Forum

	13 April 2011
	HCM Forum

	9 thru 13 May 2011
	HCM CORE Training

	15 June 2011
	HCM Forum

	20 July 2011
	HCM Forum

	15 thru 19 August 201
	HCM CORE Training

	14 September 2011
	HCM Forum

	19 October 2011
	HCM Forum

	7 thru 11 November 2011
	HCM CORE Training

	7 December 2011
	HCM Forum


Year End and Payroll Processing Information – Lisa Raihl

· Contact information:

· Lisa Raihl 405 521-3258 or lisa.raihl@osf.ok.gov or

· Jean Hayes 405 522-6300 or jean.hayes@osf.ok.gov
Important Dates

December 17, 2010 – 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.  

January 7, 2011 – All payroll warrant cancellations, Form 94Ps, and adjustments must be submitted to be reported correctly on the employee’s W-2.  

January 31, 2011 – Deadline for delivering W-2 forms to employees.

February 25, 2011 – 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 January 31.

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 and can be produced at any time because the data is not being changed.  Also, can include a “reissue date” on the form.

Corrected W-2:  A 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 February 25, 2011 for inclusion on the file submitted to SSA.

W-2C:  After February 25, 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 website, www.irs.gov.

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 the 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 website, www.irs.gov.

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.

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

Advanced Earned Income Credit & IRS Form W-5

Eliminated beginning Jan. 1, 2011  

· No credit through payroll

· Employers can no longer accept the IRS Form W-5

Employees may want to change their W-4 paperwork

Agencies should inform employees of this change.

IRS Form W-4 Employee’s Withholding Allowance Certificate

Exemption from Withholding
· Expires February 16, 2011
· 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 website, www.irs.gov.

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

IRS Publication 505, Tax Withholding and Estimated Tax

Tax Law Changes - 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 – The maximum amount did not change from 2010 to 2011.  Max wages are 106,800.00 and applicable tax is 6,621.60.  

Agency Address – Agency address change for the 2010 W-2 print must be effective dated in 2010.  Please contact the OSF HelpDesk if an address change is required.

Direct Deposit for Travel Claims – Lisa Raihl

· Direct Deposit for Travel Claims began July 2010 for both employees and suppliers (all vendors).  For employees, the email address is located on the vendor record and comes from HCM.  For new vendors, the employee email address is automatically populates in along with the direct deposit information.  For old vendors those employees who had payments previously), the email address is not in the vendor file and has not come over from HCM. With agencies implementing travel direct deposit at different times, populating the email addresses of these employees will need to be looked at further.

· With the payment notice there is no Employee ID or SSN.  The bank account number is masked except for the last four digits.

Pre-Tax Deduction before Calculating Tax – Nancy Tarrant

· Should the system take pre-tax deduction before calculating Tax?

· The HCM Team will be working through the priority order for deductions this next month and resolve this issue created by a tax update installed May 2010.

· Brief Description from PeopleSoft concerning the changes made to the May 2010 Tax Update:  Before-tax deductions are calculated before any taxes are calculated.  Calculated withholding tax (but not additional withholding tax) is then based on taxable income, meaning gross earnings less before-tax deductions.  However, before-tax deductions do not have a higher deduction priority than taxes, and they are not "taken" before taxes are taken.

· This distinction between calculation sequence and deduction priority is not an issue except when the employee has insufficient earnings to cover both taxes and before-tax deductions.   When the employee's earnings are insufficient to cover both taxes and before-tax deductions, the taxes which are statutory and required by law, take priority over other any and all other types of deductions, whether before-tax or after-tax.

Higher Education coming on Payroll – Nancy Tarrant

· Concern was expressed on how the HCM Team will be able to support another 45,000 employees.

New Leave Accrual Reports were requested – Nancy Tarrant

· The agencies were asked to submit a Help Desk Case identifying the specific requirements.

Next Forum– Nancy Tarrant

· Override Rate for Temp Employees will be provided.

Questions – Nancy Tarrant

· Less than eight (8) hours worked and receive message of negative earnings: Call CORE.

· Due to the change in the calculation processes requiring statutory taxes be calculated and taken, some employee before tax deductions may not being taken.  Please remember to run the ‘Deductions Not Taken’ report, listed on payroll processing checklists.


