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Correcting HCM Records
Correcting HCM Records
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
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