PPA Cross Agency 035 Reconciliation Workgroup

Situation

[what will happen

[How to fix - Links to "How To" documents

Employee natification (*): When an employee's deduction will be more than one premium, be sure they are notified and payment arrangements made if necessary. If the

employee cannot be reached, an overpayment notification

and collection process should be used.

Employee is hired on the first working day of the month
and their insurance is effective that day. They do not have
any records effective on the 10th payroll when the first
premium is due.

First paycheck will be the 25th — if enrollment is entered
before processing is complete, medical deductions will
occur for the 25th. If enroliment is entered after the 25th
payroll, the system will retro back and deduct for the 25th.
Either way, both EE & ER will owe for the 10th payroll of
the hire month = adjustments needed.

Enter EE & ER adjustments
to collect premium owed for 10th payroll. (*)

Employee is hired after the first working day of the month.
Their insurance is effective the first of the next month.
Enrollment is entered before Day 3 of next month’s 10th

payday.

Premiums will be deducted starting the 10th of the month
when the first premium is due.

No adjustments needed.

Employee is hired after the first working day of the month.
Their insurance is effective the first of the next month.
Enroliment is entered after the 10th payday when the first
premium is due.

No deductions are taken on the 10th. Deductions will start
on the 25th. EE and ER premiums for the 10th payroll are
owing.

in HRMS to last day of
previous month so HRMS will retro and pick up deduction
for 10th. (*)

Health insurance is keyed on Day 3 in PAY1.

Information will not interface with HRMS in time for the
current payroll and amounts owing will appear on
reconciliation reports from HCA.

Enter information into PAY1 and also into HRMS. Be sure
to check “pre-tax” box in HRMS if no Section 125 Waiver
is on file.

Employee separates 16th — 31st but coverage is not
ended in PAY1 by Day 3 of last paycheck on the 10th.

HRMS will deduct premium on 10th which is not owed.
HRMS will try to refund the premium on the next payroll
processing after coverage is ended.

Enter end date in PAY 1. Option 1: HRMS refund if
possible. (Extend IT0O027 Cost Distribution, if needed, to
the end of the current pay period to allow HRMS to
process payment.) Option 2: Manually refund full amount
of EE premium deduction from GL5181. JV ER share
back to program. A will be needed if the
refund is done manually, or if the HRMS refund does not
show on the HCA A23 report.

Decrease: Change in insurance — drop dependent for
upcoming month and up to 3 months in retro.

Entered in PAY1 ending dependent coverage on the last
day of the month. New coverage interfaces with HRMS
"Start" = last day of the previous month. HRMS collects
the new premium owed and will automatically refund the
difference if there is a retro.

No adjustments needed.

Decrease: Change in insurance - drop dependent.
Approved plan change with retro more than 3 months.

Entered in PAY1 ending dependent coverage on the last
day of the month. New coverage interfaces with HRMS
"Start" = last day of the previous month. HRMS collects
the new premium owed and will automatically refund the
difference. This is too much because HCA will only refund
3 months of premiums.

Enter a to charge EE so that
HRMS does not refund more than 3 months worth of
premiums. The EE credit will show under the Employer
column on the HCA MDR report. A is
needed to clear the A23. However, GL5181 is in balance.
See

Increase: Change in insurance — add dependent before
Day 3 of the 10th payroll when the new premium is due.

Entered in PAY1 adding dependent on the first day of the
month. New coverage interfaces with HRMS "Start" = last
day of the previous month. HRMS collects the new
premium owed on the 10th.

No adjustments needed.
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Situation

What will happen

How to fix - Links to "How To" documents

Increase: Change in insurance - add dependent after
Day 3 of the 10th payroll when the new premium is due.
Plan change with automatic retro to an increased rate.

Entered in PAY1 adding dependent on the first day of the
month. New coverage interfaces with HRMS "Start" = last
day of the previous month. The difference owed for the
new premium rate will automatically be collected by HRMS
back to the date of the change.

No adjustments required. Use
to offset and then collect over time if requested by
employee. See for backup confirmation.

)

Increase: Newborn or adoption from 1 — 15th. Change in
insurance from a plan with no children.

Entered in PAY1 with birth/adoption date as the start date.
New coverage interfaces with HRMS as the last day of the
previous month to retroactively collect premiums owed for
birth month.

No adjustments required. Use
to offset and then collect over time if requested by
employee. See for backup confirmation.

(*)

Increase: Newborn or adoption added 16th — 31st.
Change in insurance from a plan with no children.

Entered in PAY 1 with birth/adoption date as the new
coverage start date. New coverage interfaces with HRMS
"Start" = birth/adoption date. The new premium is not
owed for the birth/adoption month. If there is a retro,
HRMS will collect the higher rate for the 25th payroll if the
HRMS plan dates are not manually corrected, causing an
EE credit in error.

No adjustments required.

in HRMS to the last day of the
birth/adoption month, and previous coverage to the day
before that, so that if HRMS retros, it will not collect the
new premium due until the 10th of the next month. (*)

Employee on LWOP where HRMS collects by Arrears
(ARRS) on their first paycheck with pay.

HRMS will continue to deduct ER premium. System will
take EE premium accumulated in Arrears (ARRS) on first
possible paycheck.

No adjustments needed. Discuss with employee to
determine if full amount owed plus the current premium
should be collected on one paycheck. (*)

Employee on LWOP pays premiums by personal check.

HRMS will continue to deduct ER premium. HRMS will
continue to attempt to collect EE premium through Arrears
(ARRS) process.

Deposit check into Fund 035 G/L 5181. Enter a negative
WT 2984 adjustment in HRMS on their first paycheck with
pay for amount of check to clear HRMS Arrears. Clear
A.23 using a

Career Seasonal employee (3 to 8 months) returns from
inactive to active status and medical coverage resumes.
(If separated during off-season, use regular "hiring"
scenarios above.)

Coverage entered in PAY1 as the first of the month they
work for at least 8 hours. Interfaces with HRMS "Start" =
first of the month of coverage. EE and ER premiums for
the 10th payroll are owing.

in HRMS to the last day of the
previous month so that HRMS will retro and pick up
deductions for the 10th. (*)

Career Seasonal employee (9 or more months) returns
from inactive to active status. Employer paid medical

coverage is maintained during off season. (If separated
during off-season, use regular "hiring" scenarios above.)

No changes to PAY 1. HRMS will accumulate EE
premiums during inactive off-season through Arrears
(ARRS) process and collect all amounts due on their first
paycheck. ER shares continue to be charged during off-
season. (Separated 9 mo. seasonals need to have ER &
EE shares owed managed manually. HRMS Arrears
process does not apply.)

Missed EE premiums: Option 1: Allow HRMS Arrears
process to collect the full amount owed plus the current
premium on their first paycheck. Option 2: Make
arrangements before and/or after season using

Option 3: Personal check
deposited into Fund 035 G/L 5181. Enter a negative WT
2984 adjustment in HRMS for amount of check to clear
Arrears. Clear A.23 using a

Transfer to gaining agency effective the 16th

The gaining agency is responsible for next month's
premiums. HRMS will charge next month'’s first medical
premium on the 10th at the gaining agency.

No adjustments needed.
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Transfer to gaining agency effective the 1st

The gaining agency is responsible for the current month's
premiums. Last payday with the losing agency is on the
10th of the current month. HRMS will deduct ER & EE
premiums and accumulate in losing agency’s G/L 5181,
creating an imbalance for both agencies.

Losing agency should enter negative
to zero out the premium deductions
for the EE & ER for the 10th payday. The gaining agency
then enters positive
to double up premiums for EE & ER for the
25th payday. (*)

If adjustments are not entered for the 10th payroll, the
losing agency should JV the EE share to the gaining
agency. Both agencies enter an A24 Adj. to clear the A23
reports. The gaining agency can clear the ER balances by
JV, or by entering a negative WT2550 for the last day of
the previous month. HRMS retro process will clear both
adgency accounts.

Mid Period Transfer from 2nd-15th.

Losing agency is responsible for current month's
premiums. HRMS will split EE & ER premium for 25th
payday between losing and gaining agencies.

Follow
.- OR - If there
is time, and with employee approval, the losing agency
can double up premiums for the 10th payroll using
, then they would
also enter negative adjustments for the 25th so that the
premiums are zeroed.

Mid period transfer from the 17th — 31st.

Gaining agency is responsible for the next month's
premiums. HRMS will split EE & ER premium for 10th
payday between losing and gaining agencies.

Follow
.- OR - If there is
time, and with employee approval, the losing agency
would enter negative
to zero out the premium deductions for the
10th payday. The gaining agency would then double up
premiums for the 25th payroll using positive

Other Helpful GL5181 documents:

GL5181 HCA and HRMS Overview

GL5181 HCA and HRMS First period premiums
GL5181 HCA and HRMS agency transfers
GL5181 Helpful Reports

OFM Payroll Resources
http://www.ofm.wa.gov/resources/payroll.asp

Health Insurance Mid-period Transfer Template

Health Insurance Sample Reconciliation and Instructions
Reconciliation Template
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PPA Cross-Agency 035 Reconciliation Workgroup

First period medical premium adjustments — HRMS retro not possible...
Approval received from employee to collect double the regular premium again on 05/10/10.
Overview Actions (0000)

| All new hires and rehires on the first working day require an

adjustment for the first premium since no payroll is possible

Pers.Mo. ] when the premium is due.
Findby ' ] Name “ :
= Q}F'ers_qn_ Persarea |4770| Dept of Fish & Wildiife EEGroup |6| Mon-Perm. On Call

ﬁcmlecﬁw st | PSubarea |2001| Non Represented EESubgroup _-35' H-OT Elig=40hrs/wk  Status Active

(i Search Tern | A% choose (6178171888 to 12/31/9999
Rl Free search

| |statDate [EndDate  [Act Jaction Type |4ctR |Reason for action [c.. [
e | _lo3012010 1231/9999 WS Rehire 12 Non-Perm. On Call 3[4]

Coverage started 3/01/2010 was interfaced with HRMS on 04/02/10. (First premium was due on 3/10/10):
Display Health Plans (0167)

EEE

| v | Personneitio | n Name | FE——

Find by | Persérea |47708| Dept of Fish & Wildlife EEGroup |&| Mon-Perm. Cn Call

= @O Person PSubarea |B881| Mon Represented  EESubgroup |85| H-OT Elig=40hrsiwk  Status  Active
Collective s& § Start 63/81/2818) to 12/31/8988| Chng |B4/02/2010) TIDALSAP

Kl Search Tem
{K) Free search The “Chng” date by “TIDALSAP” indicates the

r-. ' :
Plan UM _| Uniform Medical Plan PPO interface date from PAY1.

I ) | _«Plandata ' Adminisiration IR Oependents  Addilional data
|| Calculated costs -
Period Semi-monthly Bl| Calculation Date :'25-'-3-'.’2}'--2-

Employee costs _ 20.50|UsSD [+ Deductions Pre-Tas

No additional payments have been taken for current appointment coverage. (Check the ITO015 screen.)
The payroll posting report shows that the March 10th premiums are missing:

ﬁﬁ;ﬂ‘f,' Period: E;“_”;E'f'f .5,1_%%0120[,:3 puUisE The PR126 (Payroll Posting) report with the SWV “/GL5181” using a
Payroll Area: 11 specific personnel number can be ran and expanded to quickly find this
Run type: Production information. Reports run before any premiums are paid will be blank.
PayPerl_| BusA Pers il | Lastna. | Firstna. | GL | WT | Longten = Amount| For-period In-Period Payment date |
201007 4770 e C 151 2550 Health - ER Share aT2.50- (201007 | 201007 | 04/08/2010
201007 4770 R G101 2550 37250- 201006 | 201007 | 0372572010
|201008 |4770 NS G 1c1. 2550 37250- 201008 |201008 | 04/26/2010
Hezalth - ER Share =  1,117.50-
{201007 4770 eSS c 151 2531 Uniform Pre-Tax 41.00-| 201007 | 201007 | 04/02/2010
201008 4770 GCGN—— 101 2531 20.50- | 201008 | 201008 | 04/26/2010
Liniform Pre-Tax e 61.50-
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PPA Cross-Agency 035 Reconciliation Workgroup

4/30/10 Adjustments: Collect ER & EE shares for first period of coverage on current appointment.

Display Additional Payments (0015)

EIEDR

) collective s¢
[l Search Temn

[=1[50]50 » |Personneitio” | eaased]  name
Findby J Persdrea (4770 Dept of Fish & Wildlife :
= @9 Person PSubarea |8061| Mon Represented EESubgroup |895| H-OT Elig=40hrsiwk

EEGroup (8| Mon-Perm. On Call

Status

Active

Chng [65704/2016]80166974

(i) Free search | &dditional Paymenis

[H} Search Tem

“Wage Type”: 2550: Health — ER Share
- last day of current pay

“Assignment Number” can be used, or

to explain the entry.

Wage Type 2558| Health - ER Share
I 0D Amount _ 372.58 |USD “Amount”: ER rate as appropriate.
— || Numberfunit B.e8 “Date of (_)rigin”
Date of origin 64738/2016 period being processed.
L] R R
Dubnii Dot == “Maintain Text”
Assignment Mumber ER SHARE @3/18/18
» |Fersonneitio) | mmewes Hame  —————

Find by | PersArea (4770 Deptof Fish & Wildlife EEGroup |6 Non-Perm. On Call
= %Fersan PSubarea 08681 Mon Represented EESubgroup |85 H-OT Elig=40hrsiwk  Status  Active
[l Collective s¢ Chng [B5/84/2510] 88100974

[} Free search Agditional Payments

gy
Amount

MNumberiunit
Diate of origin
Default Date

Assignment Mumber

2933
" ER
[ I« 26.56
8.6
g4r30r2818
ae

EE

SHARE 03/18/18

Health Adjustment Pretax

UsD

“Wage Type”: 2983: Health Adj. Pretax
“Amount”: EE rate for one payroll.
“Date of origin”: last day of current pay
period being processed.

“Assignment Number” can be used, or
“Maintain Text” to explain the entry.

Use WT2984: Health Adjustment Post-tax to reflect direct payments (negative adjustment) or when the
employee has a Section 125 waiver on file and HRMS shows their insurance is collected Post-tax.

4/16-30/10 Pay Sim (PC00_M10_CALC_SIMU) now shows collection of two premiums worth of ER & EE

Shares on 05/10/10 payroll:

‘B3 ZuccesstTul personnel numbers
TR S

GI 89/2010 ( ©4/16/2010 - 04/30/2010 )

Regular payroll run in 89/20810

EE: $20.50 current (WT 2531) + $20.50 adj. (WT 2983) = $41.00 owed for 2 premiums. ER: double WT 2550.

[ Detail View of Log

* 2531 Uniform Preoi B o2
* 2550 Health - ER

* 28550 Health - ER B 02
* 2575 Health - Prad B 02

* 2833 Health Adju
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PPA Cross-Agency 035 Reconciliation Workgroup

Health Premiums for John Brown - 20001234: HRMS Retro is possible since he had a “10™ premium” payroll.

Verbal approval received from employee to collect double the regular premium deduction on the next payroll.

Appt change on 04/01/2010. Employee is now €eligible for insurance on 04/01/2010:
Overview Actions (0000)

: » | PersNo. A
Find by || Name TR _
= {8 Person PersArea |4778| Dept of Fish & Wildiife EEGroup |H| Non-Perm. Limited
[} Collective se | PSubarea _"ZI'EIEﬂ Mon Represented EESubgroup 96| M-OT Elig=40hrsiwk  Stalus  Active
() Search Ter | @ Choose  [87/81/1808] to  [12/31/9988
[ Free search
|[ TstertDate  [EndDate  [Act [Action Type [acR [Reason for action [c.. [EF
::IE”E 04/01/2010 [12/31/9999 U3 Appointment Change 27 Extension of Temp/MonP .. 3 [«]
: 11/16/2009 03/31/2010 US Rehire 23 MNon-Perm. Limited 3 [7]]

Coverage started 04/01/10 — Interfaced on 05/04/2010 — After first “10™ premium” payroll was processed:
Display Health Plans (0167)

EER

[T | Fersomneiiie] ) riame | —
Find by || Persarea 4778| Dept of Fish & Wildlifa EEGroup {H| Non-Perm. Limited
< @@ Person | PSubarea 8001 Non Represented EESus_l;n:u_l._Jp__Gﬁ M-OT Elig=40hrsiwk  Status _ Active
(5 Collective s | Start B4181/2818] to [12/31/9999| Chng |B5/684/2810 TIDALSAP
[ search Term
[l Free search | o - \GHCV Group Health Coop value | The“Chng” date by “TIDALSAP” indicates the
interface date from PAY 1.

Calculated costs -
_F'erinu _Se*ﬂ:-nmntnl, %! Calculation Date _: 86/2818|
Employee costs 11.80{USD [+ Deductions Pre-Tax

Additional Post-Tax _ B.88/UsD

Employer cradit 372.50|USD [ Credits Allowed

No additional payments have been taken for current appointment coverage. (Check the ITOO15 screen.)
The payroll posting report shows that the first “10™ premium” on April 9" is missing:

S:gﬁ“ 0: SETD-DR;IPNEE' The _P_R126 (Payroll Posting) report with the SWV “/GL5_181" u_si nga
Date: 050612010 specific personnel number can be ran and expanded to quickly find this
Period: Erom 04/04/2040 To 04/20/2040 information. Reports run before any premiums are paid will be blank.
Payroll Period: 02 .2010-09.2010
Bu..|” PersMo.|Lastna.. |Firstna. | GIL .['.*IT | Wage Type Long Text |z Amount|For-period| In-Period| Payment date |
ATT0 N . 5181 2540| Group Health Valua Pre-Tx 22.00-| 201009 | 201009 051072010
4770 T 5181.. 2550 Health - ER Share 37250- 201008 | 201009 | 04/26/2010
4770 Bt 5181... | 2550| Health - ER Share 372.50-{201009 | 201009 | 05/10/2010
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PPA Cross-Agency 035 Reconciliation Workgroup

Update medical coverage start date to the last day of the previous month:
Change Health Plans (0167)

|

Personnel Mo, | I | Name o]

Find by Persirea |4778) Dept of Fish & Wildlife EEGroup [H| Mon-Perm. Limited

= ﬁ@ Eerson PSubarea [B881) Mon Represented EESubgroup 88| M-OT Ellg=40hrsiwk  Status  Active
(B Collective se | start Pa/atizete[@o  [12/31/9008] chng [E5706/2616]ea106a74 | [
fH} Search Ten
(K] Free search

Plan |GHCV| Group Health Coop Value

Add maintain text note to explain change:

Changed start of medical from 04/01/2010 to 03/31/2010 to collect first premium owed on 04/09/2010
through HRMS retro process.

-E zuccessTul personnel numbers

E g e

@ o7/2016 ( B3M16/2010 - B3/31/20108 ) Regular payroll run in 10/20810
@ 08/2010 ( 04/01/2010 - 0471572010 ) Regular payroll run in 18/26810
@ 09/2010 ( D4/16/2010 - ©4/30/2010 ) Regular payroll run in 18/26810
. 1a@/2010 ( o5/01/2010 - ©5/15/2010 ) Regular payroll run in 10/2810

EE: $11.00 current (WT 2540) + $11.00 retro (WT 2540) = $22.00 owed for 2 premiums.

ER: WT 2550 shows on current detail AND on payroll 07/2010 retro detail.

Detail View of Log

* 2540 Group Healtol B o2 22 .00-
* 2550 Health - ER B 02 3ar2.50
* 2575 Health - Prod B 02 333 .50
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PPA Cross-Agency 035 Reconciliation Workgroup

PAY 1 - A.24 adjustments

Why/When to use adjustmentsto clear A.23 report:
e Direct payment from an employee was made to the agency and deposited into Fund 035 GL5181.
e Payment/refund was made to the employee by A19.
e Payment/refund was made to the employee by HRMS, but did not record in PAY 1.
e Credit or debit (JV/warrant) was received from/paid to another agency.
e Over 90-day retro where employee credit shows on MDR as an employer credit.
e Balance owed by employee is being written off.

e Remember! All A.23 adjustments require backup documentation! A screen print of the A.23
screen is not sufficient backup. Y ou should also have copies of aJV, CJ, etc.

How to enter adjustments:
e LogintoPAY1-Youmust have authorization to maintain the A.23 and A.24 screens

e Type“A.23" inthe“Selection” field. Enter.

¥xxxx  PERSONNEL / PAYROLL MENU FREkx MAPYB11
TREEX FOR PRODUCTION CICS Fdokkok
SYSTEM : 0.80 PERS/PAY ONLINE
MENU TITLE : ©.688 SYSTEM MENU
SELECTION : a.23l
HELP : PRESS PF1 FOR ONLINE TNSTRUCTIONS
_  A.o0 PAYROLL SYSTEM MENU

e Fillin"AGY” and “SSN” fields. Enter.

NEXT FUNCT: A 23 TYPE: I AGY: 477 SUB: SSN: XXX XX XXXX NAME: |
INQUIRY ONLY ENTER-NEXT PF1-HELP PF2-RETURN PF3-SYSTEM PFI-HAINT

A.23 screen will show current balance.

**Takeascreen print of thisinformation for your backup of the balance befor e the adjustment.**

AS OF 86/25/2018  xxxxx A.23 — INSURANCE RECONCILIATION x¥¥xx HAFA231
PRE¥YIOUS CURR MO  CURR MO AGENCY  PAYROLL INSUR

SEL  NAME BALANCE  PREM DUE PAID ADJ CANCELS ADJ
SN, U 7.80 .80 .80 .80 .08 .60
TR NEW BAL: 7.88  AGENCY: 477 ACT CD:

e Typea“U” inthe“Type” field at the bottom of the screen. Enter.

NEXT FUNCT: A 23 TYPE: U AGY: 477 SUB: SSN: xxx xx xxxx NAME: |}
UPDATE PENDING ENTER-NEXT PF1-HELP PF2-RETURN PF3-SYSTEM PF7/8-UP/DN PFI-MAINT
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PPA Cross-Agency 035 Reconciliation Workgroup

e Typea“U” inthe blank next to the name.

AS OF 86/25/2018  xxxxx (.23 - INSURANCE RECONCILIATION *xxxx MAPAZ231
PREYIOUS CURR MO  CURR MO AGENCY  PAYROLL INSUR

SEL  NAME BALANCE  PREM DUE PAID ADJ CANCELS ADJ
u o SR, . f.00 .80 .80 .88 .68 .89
IR  NEH BAL: f.880  AGENCY: 477 ACT CD:

e Hit“F9” to go to A24 screen to enter the adjustment.
**Takeascreen print of thisinformation for your backup of the adjustment entry.**

¥xxxx A_24 INSURANCE RECONCILIATION - DETAIL xxkkx HMAPA241
AS OF 86/25/2010

DATE ACTIVITY CARRIER COY PD AMOUNT
SSN ;S

NAME : SHEEN, GRS

AGENCY : 477 DEPT OF FISH & HIL

SUB AGY: DEPT OF FISH & HMIL !
ACT CD : :
PREYIOUS BALANCE: 7.00 :
CURR MO PREM DUE: .00 |
CURR MO PAYMENTS: .0 :
AGENCY ADJ : -7.080 |} :
PAYROLL CANCELS : .00 |
INSUR ADJ : .0 :
NEW BALANCE : 7.00 :

UPDATE PENDING PF1-HELP, PF2-RETURN, PF3-SYSTEM, PF4-CANCEL, PF18-UFDATE

e Typethe amount of the adjustment in the “ Agency Adj” field.

» Theamount will be anegative to clear the amount owing when:
o0 Direct payment from an employee was made to the agency and deposited into GL5181.
0 A credit (JV/warrant) was received from/paid to another agency.
0 An over 90-day retro occurred where the employee credit shows on the MDR as an
employer credit.
0 Baance owed by employee is being written off.

» Theamount will be a positive to clear the credit balance when:
o Payment/refund was made to the employee by A19.
0 Payment/refund was made to the employee by HRMS, but did not record in PAY 1.
0 A debit (JV/warrant) was received from/paid to another agency.

Hit “F10” to complete the adjustment update.
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PPA Cross-Agency 035 Reconciliation Workgroup

**Takea screen print of thisinformation for your backup showing the completed adjustment.**

AS OF B86/25/2018  xxxxx A.23 - TNSURANCE RECOMCTLTATION xxxxx HAPA231
PRE¥YIOUS CURR MO CURR MO AGENCY  PAYROLL INSUR

SEL  NAME BALANCE  PREM DUE PAID ADJ CANCELS ADJ
SN, G /.80 .80 .8o 7.868- .88 .88
PR NEH BAL: .88 AGENCY: 477 ACT CD:

Thisresult shows the “Agency Adj” entry of “7.00-“ and the “New Bal” of “.00".

Additional backup can be found on the report from HCA: HRISD-B2025-R01, Payroll Transaction Log:

DATE :05/25/10 PREE: ZEE
DREIE.2H2
N Lo IIME :1B:33 AGY PRGE: 3

SN INSURENCE RECCON EMPL WSwmiallel D2TZ UPDATED 05/25/2010 AT 10:32 BY kil 477
- .

-
&

USING L241

3 Lz CY ADJ .ao W BLALLNCE 11.00-

1 11.00 .00

2 INSURANCE RECON ACY [FSmmSssleeSM [LTZ UPDATED O5/25/2010 AT 10:32 2Y eaeimmmy 477
USING R241

3 LGENCY ADJ W BALANCE 2,710.28

. . o mme oagm

1 11 Ly f2l.dh

2 INSURENCE RECON SUB DRTL UPDRTED O5/25/2010 ZT 10:32 2y e 177
USING 2241

3 LEENCY ADJ W BALRNCE 2,710.28

1 1 e I b

1 41 4 LA R A

This shows three entries:
1. “Insurance Recon Empl”: The new balance for the employee.
2. “lInsurance Recon Agy”: The new balance at the agency level.

3. “Insurance Recon Sub”: The new balance at the sub-agency level. (Thisis the same balancein
this case because agency 477 does not have any sub agencies.)

The person reconciling GL5181 should be made aware of all A24 adjustments.
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Complete backup example:

Employee: Smith, Greg directly paid the agency $7.00 on 06/01/2010 for a missed premium.
A.23 before adjustment:

AS OF 86/25/2018  xxxxx A.23 — INSURANCE RECONCILIATION x¥¥xx HAFA231
PRE¥YIOUS CURR MO  CURR MO AGENCY  PAYROLL INSUR

SEL  NAME BALANCE  PREM DUE PAID ADJ CANCELS AD.J
ST, U 7.08 .08 .09 .00 .00 .bo
TR NEW BAL - 7.880  AGENCY: 477 ACT CD:
A.24 adjustment entry:
xxxxx A.24 INSURANCE RECONCILIATION - DETAIL x¥xxx MAPA241

AS OF 86/25/2010

DATE ACTIVITY CARRIER COY PD AMOUNT
SSN ;S

NAME : SHEEN, GRS
AGENCY : 477 DEPT OF FISH & HIL

SUB AGY: DEPT OF FISH & HMIL !
ACT CD : :
PREYIOUS BALANCE: 7.00 :
CURR MO PREM DUE: .00 |
CURR MO PAYMENTS: .0 :
AGENCY ADJ : -7.080 |} :
PAYROLL CANCELS : .00 |
INSUR ADJ : .0 :
NEW BALANCE : 7.00 :

UPDATE PENDING PF1-HELP, PF2-RETURN, PF3-SYSTEM, PF4-CANCEL, PF18-UPDATE
A23 after adjustment:

AS OF B86/25/2018  xxxxx A.23 - TNSURANCE RECOMCTLTATION xxxxx HAPA231
PRE¥YIOUS CURR MO CURR MO AGENCY  PAYROLL INSUR

SEL  NAME BALANCE  PREM DUE PAID ADJ CANCELS ADJ
SN, G /.80 .80 .8o 7.868- .88 .88
PR NEH BAL: .88 AGENCY: 477 ACT CD:

Adjustment entered by Jane Doe on 07/06/2010.
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Newborn and Adoption Medical date correctionsin HRMS
Why/When process is needed:

Change in insurance from a plan with no children to add a dependent newborn or adoption from the 16th — 31st.

Entered in PAY 1 with birth/adoption date as the new coverage start date. New coverage interfaces with HRM S
"Start" = birth/adoption date. The new premium is not owed for the birth/adoption month. If thereis aretro,
HRMS will collect the higher rate for the 25th payroll if the HRM S plan dates are not manually corrected,
causing an EE credit in error.

No adjustments are required. Change new coverage medical start date in HRM S to the last day of the
birth/adoption month, and previous coverage to the day before that, so that if HRM S retros, it will not collect
the new premium due until the 10th of the next month to match when HCA charges the new rate.

How to change medical start date:

PAY 1 shows that the birth date is 02/16/2010.

———————————————————————————— DEPENDENT DATA —————===— == mmmmm e
DEPEND SOC SEC : WENNSSWENEE GENDER: M DEPEND NAME : SUSwemsessmumueummmn

LST NM: SUMMLIT 1ST NM: MI: E  SFX:
RELATIONSHLIP: G SON BIRTHDATE CHBZ2 16 2816> QUAL RSN:
MEDIGARE - A: N MEDICARE - B: N

CERT IND: EFF DT: END DT: SSN:  VER:  DT:
—————————————————————— CURRENT —-—--—-—-—————————————— ——— PENDING ——-
ENR EFF DATE  PREM DATE  REASON ENR EFF DATE

HEALTH: Y 62 16 2018 062 16 2618 ©1 NEWLY ELIGIBLE MEMBER
DENTAL: Y 62 16 20818 82 16 2018 ©1 NEWLY ELIGIBLE MEMBER

HRMS shows that the new medical plan interfaces with a start date of 02/16/2010.
Overview Health Plans (0167)

&4

& | =] & » | Personnel Mo, | IS Mame e ——

Find by | Persfrea |4770| Dept of Fish & Wildlife EEGroup |B| Permanent

= mperggn PSubarea |BAFY| Enfrcmnt Div EESubgroup | 12| M-OT Elig Law En=1.. Status  Active
(Rl collective se | BB Choose 1/a1/1800( to 12/31/9089 STy .
Ml Search Term
(il Free search [ |statDate |EndDate |Type |Text [Plan |Text

09/01/2007 [12/31/9999 |DENTDental LUMID Uniform Cental Plan
I:l:”I”I‘ <@‘12!31!QQQQ MEDCI Medical LMP LIniform Medical Plan PPO
I ----- 09/01/2007 02M5/2010 MEDI |[Medical UMP Uniform Medical Flan PPO
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Payroll Posting report (using SWV GL 5181 for EE) shows that the old rate has been charged al year:

Payroll Posting ﬁeport

Report (D FHRE_RPTPY126

User; 00100974

Date: 06082010

Period: From 12162008 To 05/31/2010

Payroll Period: 01 .2010-11. 2010

Payroll Area: 11

Run type: Simulation

GiL _IWT JWage Type Long Text|= Amount| For-period| In-Feriod| Payment date

5181 | 2531 | Uniform Pre-Tax 46.00- 201001 | 201001
5181... | 2531 | Uniform Pre-Tax 46.00- 201002 | 201002
5181... | 2531 Uniform Pre-Tax 46.00-| 201003 | 201003
5181... | 2531 | Uniform Pre-Tax 46.00- 201004 | 201004
5181, | 2531 | Uniform Pre-Tax 46.00- 201005 | 201005
5181... | 2531 | Uniform Pre-Tax 46.00- 201006 | 201006
5181... | 2531 | Uniform Pre-Tax 46.00- 201007 | 201007
5181... | 2531 | Uniform Pre-Tax 46.00- 201008 | 201008
5181... | 2531 Uniform Pre-Tax 46.00-| 201008 | 201009
5181... | 2531 | Uniform Pre-Tax 46.00- 201010 | 201010
5181... | 2531 | Uniform Pre-Tax 46.00- 201011 | 201011
= 506.00-

before the new one should start.

Start B9/01/2007 to 02/27/2010| ) Chng |B6/058/2010 || D

Plan UMP | Uniform Medical Plan PPO

Plan data Administration i Costs i Dependents i Additional data

0112010
01/25/2010
21020
021252010
03102010
0325/2010
04092010
04/26/2010
0sM2010
05/25/2010
06M0/2010

To fix both medical plan records at the same time, use the edit/pencil on the old record to end the day

/

General plan data

Benefit area

Plan type

Benefit plan

Health Plan Cption
Dependent Coverage

Us| usa

MEDI | Medical

UMP | Uniform Medical Plan PPO
UMP | Uniform Medical Plan PPO
MEDZ| Employee + Spouse

e Add“maintain text” note:
Changing end date from 02/15/10 to 02/27/10 to match health care billing of new premium.

2" Ex: New plan effective for June, old plan should end 05/30/2010, so the new plan will start 05/31/2010.

File Name: Newborn.Adoption Medical date correction GL5181.doc Last Modified: 7/15/2010 Page 2 of 3
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Resulting new records — overview and new coverage detail showing employee cost of $61.50 per pay period:

Overview Health Plans (0167)

| » | Personnel Mo, | e Name B
Find by | PersArea |4770| Dept of Fish & Wildlife EEGroup . Fermanent

< @@ Person PSubarea |BAFY| Enfremnt Div EESubgroup [12| M-OT Elig Law En=1.. Status Active
(Hl Collective se | BB Choose  |P1/01/1300[@)to 12/31/9889 5Ty

Hl search Terr

[H) Free search [ [tatDate  |EndDate  |Type [Text [Pian [Text [
09/01/2007 |12/31/9999 DENTDental UNID Uniform Dental Plan [+]

T |02 2010 123118999 weDi Medical UMP Uniform Medical Plan PPO [~]
! ----- 09/01/2007 02/27/2010 MEDI Medical UMP Uniform Medical Plan PPO |_|

Display Health Plans (0167)

][] 2]
Eey

= = 0 v | Personnel Mo, | I Name . — 3

Find by | PersArea Dept of Fish & Wildlife EEGroup . Permanent

< {8 Person PSubarea [00FY| Enfremint Div EESubgroup [12) M-OT Elig Law En=1.. Status Active
(Hl Collective se | start 02/28/2010] 1o 12/31/9999| Chng |06/08/2010] TIDALSAP

{Hl search Term

(Rl Free search | o UMP | Uniform Medical Plan PPO

Calculated costs
Period |Semi—munth|‘y EI| Calculation Date A7/15/2010

Employee costs | 61.50|USD [ Deductions Pre-Tax

HRMS automatically does aretro calculation back to March 10" and collects the difference owed for 7 periods.

Owed $61.50 - Paid $46.00 = $15.50 per period * 7 = $108.50 owed + current $61.50 = $170.00 collected now.

Payroll Posting Report

Report 1D: ZHR_RPTPY126

User:; 00100974

Date: 07M52010

Period: From 06/01/2010 To 06/15/2010

Payroll Period: 12 . 2010

GIL _IW’I’ _I‘.“.fageTypeLnngTexﬂn Amnunt|Fnr—perind|In—F'erind|F'aymentdate|
2181... 2531 | Uniform Pre-Tax 170.00- | 201012 | 201012 | 06/25/2010

If the date was not changed, and an HRM S retro occurred back to the Feb 16-28 period, the $46.00 would have
been reversed, and the $61.50 charged, leaving a $15.50 credit in GL5181 that would show on the A23 report.
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GL5181 HCA and HRM S Overview

HRMS keeps track of employee (EE) health premiums (as Arrears — see results ARRS table) when
they are not deducted. This may occur when an employeeis not paid in a period or doesn’'t have
enough net pay to cover the premium. Each pay day, the system collects whatever it can until the
back premiums are paid. Until they are collected, missed premiums will also show as an amount
owed on the HRISD-PAY 001P1-R01 “Insurance Reconciliation Report”, commonly called the
“A.23" report, provided to agencies by Health Care Authority.

Employer share (ER) premiums are not part of the Arrears process.

Health care premiums are the only deductions that are due on a calendar basis instead of a“lag”
basis. February premiums are collected on the 10™ and 25" of February, even though hours worked
in February are paid on February 25" and March 10

The “pre-collection” of health care premiums ensures that an employee separating in the first half of
the month will still have their full month’s premiums collected.

Agency transfer details are addressed in a separate document. Transfers on the 16" do not require
any adjustments or journal vouchers. Transfers on any other dates require manual corrections.

Effective Dating — Overview of interaction between PAY1 and HRMS

New coverage: The date entered in PAY 1 will interface to HRM S as the coverage start date.
Example: Coverage starting February 1% will show as a February 1% “ Start” in HRMS. If the
information is keyed in PAY 1 before the start date, it will not interface until the first. If the
coverage start date entered in PAY 1 is prior to the hire date, HRM S will rgject the record. If thisisa
legitimate scenario (for example, returning seasona employees), then the health coverage must be
entered manually into HRMS.

Changesin coverage that start on the first: The date entered in PAY 1 will interface to HRM S as the
last day of the previous month as the new coverage start date:

0o Example: New plan starting on February 1% will show as January 31% in HRMS. This prompts
HRMS to collect the new rate on the February 10" payroll. If the change is entered after the
February 10" payroll has processed, it also prompts HRMS to “retro”, reversing the amount
collected on February 10", and collecting the new amount owed.

Ending coverage: An end date of January 31% entered in PAY 1 will interface with an End date of
January 31% in HRMS. If thisis keyed in PAY 1 before the end of the month, it will show as
“pending” and will not interface to HRM S until February 1%. Thisisin time for the February 1%
payroll process, but can be a source of confusion.

Make sure those keying into PAY 1 are aware of cut-off dates. If they key new information after the
25" payroll has processed and before HCA has processed their cutoff, there will be reconciliation
differences due to timing. These will not require any corrections but do take reconciliation time.
Example: An employeeis eligible for coverage on January 1%. Forms are received Jan. 20" (Day 4).
HRMS has already processed the January 25™ payroll. HCA cutoff date is January 22™. Coverageis
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keyed in PAY1 after January 22", and both HCA and HRMSwill collect January premiumsin
February. If keyed in PAY1 on Jan 20-22, HCA will collect in January, and HRMSin February.

Situations that should be closely monitor ed:
e Premiums due on the 10" of the first month of coverage: See“GL5181 HCA and HRMS First period
medical premiums for new coverage” document or “Medical premium situation and action table”.

e Coverage changes from a plan without children to one with children due to a newborn or adoption.

o If the child is born/adopted from the 1-15", the new rate is due for the whole month and should
interface with a start date of the last day of the previous month.

o If thechild is born/adopted from the 16™-31%, the new rateis not charged by HCA until the next
month. The interface occurs as the birth/adoption date. HRM S should be corrected to avoid a
retro collection of the higher new rate. See “Newborn.Adoption Medical date correction
GL5181" document.

e HCA will only alow credits for approved plan changes going back 3 months. An adjustment will be
needed in HRMS if acredit is going to process that HCA is not refunding on their end.

Direct Payments, Journal Vouchers(JV's), and HRM S and PAY 1 Adjustments

Direct Payments— Credited to Fund 035 GL 5181 through General Accounting Receipt Process:
e For separated employees, direct payments only require an A.24 adjustment in PAY 1 to reduce
the balance owing and reflect the payment.

e For active/inactive employees, direct payments need to be recorded in both HRMS using a
negative “WT 2984 — Health Adjustment Posttax” and in PAY 1 using an A.24 adjustment. Input
in HRMS in a pay period that the employee receives a paycheck to avoid tax imbalances.

JV Payments— Both agencies need to enter an A.24 adjustment to clear their A.23 balance.

Coverage termination refundsfor separations:

When an employee separates in the second half of the month and their medical coverage isnot ended in
PAY IJHRMS before the 10" payroll is processed, an extra premium will be taken that needs to be
refunded. If the agency determines that a refund cannot/should not be processed through HRMS, a
manual check for the full amount of the premium deduction can be processed from GL 5181.

e Endtheinsurancein PAY 1 so that the end date interfaces to HRMS.

e |f your agency used Cost Distribution by employee, extend the ITO027 to the end of the current
pay period to allow HRM S to process an additional payment.

The refund should be reflected in HCA' s records as a 10™ charge and a 25" refund. If the EE
share refund from HRM S does not post on the HCA A.23 report, enter an A.24 adjustment to clear the
credit balance. See “PAY 1 A.24 adjustments GL5181" document.

MDR - EE and ER Share I mbalance
e For plan changes going back more than three months that result in a credit, an employee’'s credit
is recorded under the employer amount on the MDR.

e Thiswill create an imbalance on the ER recon and the A.23 reports, but GL 5181 balances.
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e Simply make aclarifying note for the ER share on your reconciliation backup and input an A.24
adjustment to post the credit for the employee. No entriesin HRM S are needed.

Adjustments
e HRMS does not recognize adjustments as payments for a specific plan.

e There are no adjustment codes available for specific plans.

e Positive adjustments will offset a current “ Arrears’” balance but will not carry forward as a
“credit” for afuture premium deduction.

e Any adjustments made directly to an active employee’s pay to collect a missed premium, or to
set up a payment agreement, should be entered in HRM S using “WT2983 — Health Adjustment
Pre-tax” (or “WT2984 — Health Adjustment Posttax” if appropriate).

Note: Those employees with post-tax medical premiums are required to have a“ Section 125 waiver” on
file.

See“GL5181 HCA and HRM S First period medical premiums for new coverage” document for more
background information, and how-to documents “WT2983.2984 and WT 2550 adjustments” and
“Change medical start date GL5181” for more details.
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GL5181 HCA and HRMS First period medical premiums for new coverage
No Adjustments or Changesin HRMS

Employeeishired after thefirst working day of the month. Their insuranceis effective thefirst of
the next month.

e Anemployee (EE) turnsin their medical paperwork, and it is entered into PAY 1 so that it
interfaces with HRMS before DAY 3 of the 10" payroll when the first premium is owed.

e A payroll smulation can be used to verify employee deduction.
e Theemployer (ER) shareis charged and the EE share is deducted on time on the 10"

Adjustments Required

Employeeishired on thefirst working day of the month and their medical coverage is effective
that day.

e Their medical paperwork isturned in, entered into PAY 1 and interfaces with HRMS.

e A WT2550 for the ER Share and a WT2983/2984 for the EE Share need to be entered in ITO015
— Additional Paymentsto get HRMS to deduct the premiums that were due on the 10" (for the
16™ — month end).

e The employee has no payroll actionsin HRMS for the 10" payroll (for the 16 — month end), so
no retro should occur. That iswhy the 10™ deductions need to be collected by adjustment.

e Theemployee sfirst pay check ison the 25" (for the 1% — 15™). If the interface occurs after the
employee's first check, HRMS will automatically retro back to the 25™ payroll (for the 1%-15™)
of the first month of coverage to collect any deductions missed. (The interface start date of the
first of the month of coverage is what prompts HRM S to collect the premium for the 25

payroll.)

Coverage Date Change Required to Prompt HRMS retro

Employeeishired after thefirst working day of the month. Their insuranceis effective thefirst of
the next month. Enrollment isentered after the 10th payday when thefirst premium isdue.

e Themedical coverage will interface with a start date of the first of the month.

e Themedical coverage should be “penciled” to change the start date to the last day of the
previous month. This prompts HRM S to retro for the 10" payroll when the first premium was
due and collects the employee and employer shares owed. (The dental record can be |eft alone.)

e Thisprocess can aso be used for seasonal employees returning to active status and resuming
medical coverage. (Seasona employees who are separated should be treated as “ hired”
employees discussed above.)

e Note: These employees did have a paycheck through HRMS for the 10" payroll when the first
premium was due. If the adjustment process outlined above is used instead of changing the
coverage start date, aretro could occur, HRM S would collect the premiums again, and the
adjustments would then have to be reversed.

In all cases employees should be notified when more than one normal premium deduction will occur:

e The employee should be notified about the one time increased premium and payment
arrangements made if necessary. If the employee cannot be reached, an overpayment notification
and collection process should be used.
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GL5181 HCA and HRMS medical premiums for transfers between agencies:

First verify whether employee has insurance. If not, disregard this process.
Health Care Authority collects medical premiums by calendar month.
Premiums for June are collected by HRM S on June 10th and June 25th.

If an employee (EE) transfers from one agency (ER) to another, adjustments for the last premium at the
losing agency and the first premium at the gaining agency may be needed. Agencies will determine
whether they prefer to use the adjustment or journal voucher (JV) process.

Employee |leaves DOP and goes to OFM
Transfer on the 16" = No adjustment needed.

June 15" isthe last day at DOP = losing agency. (Final pay on June 25”‘.2
June 16" isthefirst day at OFM = gaining agency. (First pay on July 10"

)

DOP isresponsible for all of June's premiums because the employee worked for DOP on the first of the
month.

Both June 10th and June 25th will be paid by DOP, so no adjustments are needed.

Transfer on the 1¥ = HRM S Adjustments, or JV process, and Pay 1 Adjustments are needed by
both agencies

June 30" isthe last day at DOP = losing agency. (Final pay on July 10")
July 1% isthe first day at OFM = gaining agency. (First pay on July 25™)

DOP s only responsible for June's premiums because the employee worked for OFM on July 1%,
OFM will be billed by HCA for the July 10" and July 25th payrolls.
Thelast payroll paid by DOPis July 10th.

Thiswill create a discrepancy for both agenciesif no adjustments or JV's are created.

L osing agency (DOP) should enter ITO015 Additional Payment adjustments for June 30th:
WT 2983/2984: EE share negative amount to zero out collection on July 10™.
WT 2550: ER share negative amount to zero out collection on July 10".

Gaining agency (OFM) should enter IT0015 Additional Payment adjustments for July 15™:
WT 2983/2984: EE share positive amount to double collection (regular + adjustment) on July 25™.
WT 2550: ER share positive amount to double collection on July 25™.

The employee should be notified of these adjustments.
Both agencies enter an A24 adjustment in PAY1to clear their EE reconciliation (A23) reports.

If the adjustments are not done in time because the losing agency is unaware of the transfer:
¢ Thegaining agency can enter both WT 2550 adjustments using the date format explained above,
and HRM S will take care of them retroactively. Or the journal voucher process may be used.

o TheEE sharewill need to be JV'd using Fund 035, GL5181, between the agencies and both will
need to enter A.24 adjustmentsin PAY 1 to clear the A.23 report. WT2983/2984 will not retro.

Transfer on any other day of the month = Mid-Period transfer

Adjustment process can also be used to pre-collect, zero out, and/or double premiums if entered in time.
See: Medical premium situation and action table.

For JV process, see OFM instructions: http://www.of m.wa.gov/resources/payroll.asp
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PC0O0_M99 CWTR —Wage Type reporter for an individual
Recommended for researching Health Insurance / GL 5181 for an individual

Why run thisreport:

Alternate method used to identify HRM S medical premium deductions credited to GL5181.

Provides a quick snapshot for specific employees and health care wage types.

Note: “ Retro” and “ In-period” information is not provided — can use ZHR _RPTPY126 Payroll Posting Report.

When torun thisreport:
Any time information is needed about health care deductions. Does not require Seq and Doc information
on Day 2 and 3. Information will be current as of the last upload.

How to run thisreport:
e Use“Get Variant” (delete your number in “created by”)

e Choose Variant “/ER+EE INS — ER AND EE 5181 WORKGROUP":
Wage Type Reporter

I= G/
== =

Wariant catalog for program H99CWTRO

Yariant name | Zhort description | I I Chani
IER+EE INS ER AMD EE 5181 WORKGROUP Al X 00100 ﬁ

Thiswill havethefollowing fields pre-filled:
Company Code: “WAOQ1"
Period: Dates listed are for the current year charges.

Wage Type: Multiple selection tool:
Under “ Select Single Vaues’ 2983 and 2984 are used to show all adjustments.
Under “ Select Ranges” 2500 to 2550 are used to see all health care wage type transactions.

ALV Grid Control variant “/HEALTH 5181” includes the following columns:

Displayed Columns
Column Mame |E—|

FPersonnel Mumber

Last name First name

Wage Type

VWage Type Long Text

For-period payraoll

Payment date

Amalnt
Ferzannel Area Text

Fersonnel area
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Wage Type Reporter

| Furherselections |5 Searchhelps | |  Org stucturs |
Selection
Personnel Number | E
B WAD = Example of pre-filled variant screen
Personnel area 5
Personnel subarea ?
Employee group E
Employee subgroup ?
Fayroll area E

Payroll Interval
Period 1271672009 To 12/15/2010

Fayroll type to

| Payroll Period

Period determination

(@ Inview payroll pericds
(O For-view payroll periods

Other selections

Wage Type 2500 to 2550
[1Archived Payroll Results

[1Display recs with null values

| Object selection

Qutput
() SAP List Viewer Layout Variant
@ ALV Grid Control Layout Variant /HEALTH 5181
{2 Microsoft Excel Template PC File

Fieldsto befilled out:

e Personnel Number: “12345678”. Use “multiple selection” tool for multiple employees.
e Personnel area: Not required —if left blank, information will be given for all agencies.
e Period: Edit for dates of pay periods being researched if needed.
Example: 02/16/20XX to 03/15/20XX for March charges. Health careis billed based on pay dates.

Example 1. Regular reporter for one month:

Wage Type Reporter

F'ers.No.l LastFirst Name |‘."."T | Lang text 1 For—periodl Payment date |:: Amaunt| Personnel Area Text | FA |

2550 | Health - ER Share 201005 03M10/2010 37250 | Deptof Fish & Wildlife | 4770

T T NEEE 201006 | 03/25/2010 372.50 | Dept of Fish & \Wildlife | 4770
Health - ER Share [ = 745.00

2531 | Uniform Pre-Tax 201005 | 031072010 46.00- | Dept of Fish & Wildlife | 4770

= 2531 201006 | 03/25/2010 46.00- | Dept of Fish & Wildlife | 4770
Uniform Pre-Tax &4 . 92.00-
21 == 653.00
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Example 2: First deduction was missed for “10™ premium” in April.

For employees hired on the first working day — see WT2983.2984 and WT 2550 adjustment process.

For employees hired after the first working day — see process to change medical start date.

Notes: Employee share was doubled up on 05/10/2010. Group Health Value is normally $11.00.
Employer share showing for payment date 04/26/2010 was actually collected 05/10/2010.
Remember —retro indicator and “ In-period” are not available.

Wage Type Reporter

Pers.Mo. | LtstMNam | WT I Wage Type Long Text 1 F-JI'-[.’.!BI’i-JIL'I Fayment date |z Amount| Personnel Area Text | PA I
s | a2 540 | Group Health Value Pre-Tx 201009 | 05M0/2010 22.00- | Dept of Fish & Wildlife | 4770
Group Health Value Pre-Tx 14, . 22.00-
_ “ 2550 | Health - ER Share 201008 04/26/2010 37250 |Deptof Fish & Wildlife | 4770
— W JELE 201009 | 05M0/2010 37250 |Deptof Fish & Wildlife | 4770
Health - ER Share & = 745.00
o, == 723.00

Example 3: First premiums missed for April 10th were collected by adjustment on 05/10/2010.

FPers.Ma. | LastFirst Mame |'.f'.'T |'.f'."ageTfpe Long Text ‘IFu:ur-peri-:u-:‘|Pafmentdateln .-*u.m-:uunt|Pers-:unnel.-ﬁ.reaTexT |P.¢. |
2550 | Health - ER Share 201008 | 04/26/2010 37250 | DeptofFish & Wildlife | 4770
| 2550 201009 | 051072010 745.00 | Deptof Fish & Wildlife | 4770
Health - ER Share ! «  1,117.50
I - ccc  Health Adjustment Pretax 201009 | 05M10s2010 20.50- | Dept of Fish & Wildlife | 4770
Health Adjustment Pretax 14 . 20.50-
m 2531 | Uniform Pre-Tax 201009 | 05102010 41.00- Dept of Fish & Wildlife | 4770
Unifarm Pre-Tax fin . 41.00-

Example 4: First premiums missed for April 10th collected by changing medical start date/HRM S retro.

Pers.Mo. | LastFirstName | WT | Leng tedt | For-pericd| Payment date [=  Amount| Personnel Area Text |PA |
SRS 2550 Healh-ER Share | 201007 | 04/09/2010 372.50 | Dept of Fish & wildlife | 4770
WL 201008 04/26/2010 372.50 | Dept of Fish & Wildlife | 4770
“ 2550 2010089 05/M10/2010 372.50 | Dept of Fish & Wildlife | 4770

Health - ER Share & = 1,117.50
i,  CCc 1 Uniform Pre-Tax 201008 04/26/2010 46.00- | Dept of Fish & Wildlife | 4770
" MELE 201009 05/M10/2010 92.00- | Dept of Fish & Wildlife | 4770
Lniform Pre-Tax &4 = 138.00-

Example 5: Employee transferred on 04/16/2010 from PA 4670: RCO to PA 4770: WDFW.

Pers.Mo. | Lt1stMam [ wT | Long text ‘| For-perica| Payment date [e  Amount| Personnel AreaTet  [Pa |

SRS 0550 | Health- ER Share | 201008 | 04/26/2010 37250 |Recreation & Cons Office | 4670

Ty 2550 201002 | 05/10/2010 37250 DeptofFish & Wildlife | 4770
Health - ER Share [ « 74500

- 2531 | Uniform Pre-Tax 201008 | 04/26/2010 51.50- | Recreation & Cons Office | 4670

e JEEEY 201009 | 05/10/2010 61.50- | Dept of Fish & Wildlife | 4770
Uniform Pra-Tax [ = 123.00-

File Name: PCOO_M99 CWTR Wage type reporter GL5181.doc  Last Modified: 7/15/2010 Page 3 of 3



PPA Cross-Agency 035 Reconciliation Workgroup

ZHR_RPTPY 126 — Rayroll Posting Report

When torun thisreport:

On Day 2 or Day 3 with Seq & Run number. Helps to find retro activity that may require an adjustment.
On Day 5 after payroll has completed processing for reconciliation backup.
Any other day for agency or employee level research of GL5181.

How to run thisreport:

o Use'Get Variant’ (make sure to delete your personnel number in the created by).
e Sdlect the state wide variant —“SWV GL 5181" — Health Insurance deductions.
e Green check

[ Payroll Posting Report
@

Payraoll Periad

Payroll Area
Pay Period to
Select by Person I = 254P: variant Directory of Program ZHR_RPTPY 126
Personnel Mumber
Organizational LInit [h:ﬂ- |
Wariant catalog for program ZHR_RPTPY126
Select by Data Yariant name |Sh0rt description | | I Changed
Business Area SWW GL 5124 et pay and ded for GL 5124 | A| X| SYSUPDE
Remitting Eusiness.&rﬂ@ﬁm Health Insurance deductions  [AT¥| SYSUPDE
Wage Type SWVGC S TET frheng e e e TG T o Al X| SYSUPDZ
WY Saving ond ded d Al X|8YS z
Warrant/ EFT # S_.._.GL5188 _:.3.|n;|s E:ulj eds an _F'uru:h _ .I‘ YSUPD4
CDisp! | Data for EB SWW GL 5189 Wit of Garnishment GL 2182 | Al X SYSUPD:Z
isplay all Data for
. i~ SWY MEDAIDAND | Recon for hrs and amount AlX SYSUPDEE
[ 1Display all Bus. Areas) o1/ 6T REPORT | OT by sub obj AU, by PA & WT | A| X SYSUPDZ[]
Document E”IH l lE”Il
Run ID
Sequence

Sequential Mumber

ALV Variant
ALY Layout Variant
[¥] Read only fields in layout

» Shortcut instead of getting variant: Type “/GL 5181” inthe“ALV Layout Variant” field

Fields to update:
e Pay Period: (Fill in with current, use “to” fields for two or more periods)

e BusinessArea
e Run ID and Sequential number: Use on Day 2 or Day 3 — See the bottom of the DOP error file:
http://www.dop.wa.gov/payrol|/HRM S/Payrol| Cal endar Schedul es/Pages/HRM SPayrol | Financial Errors.aspx
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PPA Cross-Agency 035 Reconciliation Workgroup

Example of completed screen on Day 3 with Run ID and Sequential number:

Payroll Posting Report

Payraoll Pericd

Payroll Area ’W‘
Pay Period |ﬁ|

19| 2010

Select by Person

[ Display all Data for EE
[l Display all Bus. Areas for EE

Personnel Number |—| m_l:l E

Organizational Unit ] o [ E
Select by Data

Business Area 2250 fo (=]

Remitting Business Area o E

Wage Type o E

Warrant/ EFT # o [ ] E

Document
Run 1

2208

Sequence
Sequential Number

ALY Variant
ALY Layout Variant

fGL 5181

]Q] jii

Read only fields in layout

Example of results:

State of Washington - HRMS

Payroll Posting Report

Report ID: ZHR_RPTPY126

User: 00100974
Date: 07/M15/2010
Period: From 06/16/2010 To 06/30/2010

Payroll Period: 13 . 2010
Payroll Area: 11

[«]

Run type: Production

Pay F'eriod| ElusA| Bus.area| Pers.Mo. | Last name| First name| GiL J W’I’| Wage Type Long Text 11: Amount | For-period In—F'eriod| Pay date|
Aetna Public EE AFter Tax = 137.00-
Aetna PublicEE Pre Tax = 11,734.00-
Group Health Value Aft-te &= 16.00-
Group Health Value Pre-Tx &= 4,902.00-
Grp Hith Classic Aftertax. &= 40.50-
Grp Hith Classic Pre-tax 5= 12,971.00-
Health - ER Share ] G66,032.50-
Health Adjustment Pretax &= 349.75
Kaiser ClassicPre-Tax ] 4,206.00-
Kaiser Value Pre-Tax ] 273.00-
Uniform after-tax ] 61.50-
Unifarm Pre-Tax ] 35,607.50-

o = 735,721.25-

(Research tip: Sort or Subtota by “For-period” to quickly seeif thereisretro activity.)

File Name: ZHR_RPTPY126 Payroll Posting Report GL 5181.doc

Last Modified: 7/15/2010 Page 2 of 4



PPA Cross-Agency 035 Reconciliation Workgroup

To add in “Retro” column to the report:

e Click on the “Change Layout” (colored boxes) icon.

e Click on “Retro Indicator” in the Column Set.

e Click on the arrow to transfer over to Displayed Columns.
e Green check.

Payroll Posting Report

G EN | O () B ]

State of Washington - HRMS
Payroll Posting Report

Report |D: ZHR_RPTPY126
Il:D'Change Layout
SortOrder  , Filter , View , Display
ENIENEAEIED
i DISp'B}'Ed Columns Column Set |F0r—peri0d| In—F'eriodl F'a}'datel
B Column Mame |E—| Caolumn Mame |
Payroll Period [4] Appropriation Index []
Business Area [] MNumber of [=]
Business area description ] Program Index |
Personnel Mumber % Qrganization Index -
Lastname Currency
First name Project |
GIL Account Retra Indicator
Wage Type Sub Project
Wage Type Long Text I: Previcus Docnum
Amount <] Position E‘
Far-period payroll E‘ FPhaze E‘

)9

Filter the “Retro” column by “R” and “X” to narrow results to just retro and adjustment activity.
Exclude these options to narrow resultsto all current period activity.

Monthly reconciliation tips:
> Run the PY 126 report for the two periods that match HCA billing.

» Adding the “Retro” column, filtering first with, and then without, “R” and “X”, and subtotaling

each set of results by “For-Period” will yield the amounts on the Enterprise Reporting GL5181
report.
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PPA Cross-Agency 035 Reconciliation Workgroup

Example of using Filter and Multiple Selection tool on the “Retro” column:

Payroll Posting Report

| = Multiple Selection for Retro Indicatar

I
Select Single Walues Select Ranges i Exclude Single Values i Exclude Ranges

o.1s]

=
| }® H
[<]
=

[l L[]

L]

Example of results with employee information hidden, subtotaled on “For-period” (this expands details):

State of Washington - HRMS
Payroll Posting Report

Report ID: ZHR_RPTPY126

User: 00100974

Date: 07152010

Period; From 06/01/2010 To 06/15/2010

Payroll Period: 12 . 2010
Payroll Area; 11

Run type: Production /\
Pay Peri..| BusA| Bus.area| GIL | WT | wage Type Long Text = Amount| For-per_ ] In-Period| Payment date [R | |
201012 | 4770/ Depart.. | 5181.. | 2550  Health - ER Share 372.50 [201011 [201011 [0610/2010 | R
201012 4770 Depart.. 5181.. 2550 Health - ER Share 372.50 201011 | 06/10/2010 | R
201012 4770  Depart.. 5181.. |2528  Kaiser Classic Pre-Tax 104.00 201011 | 06/10/2010 [|R
201012 4770 Depart.. 5181.. | 2531  Uniform Pre-Tax 20.50 201011 | 06/10/2010 /R
= 869.50 2010117,
201012 | 4770|Depart.. | 5181... | 2526 | Grp Hith Classic Pre-tax 3550 [201012 [201012 [06/25/2010 |[X
201012 4770 Depart.. 5181.. 2983 Health Adjustment Pretax 20.50 201012 |06/25/2010 | X
201012 4770| Depart.. 5181.. | 2983  Health Adjustment Pretax 106.50 201012 |06/25(2010 | X
201012 4770 Depart.. 5181.. |2528 Kaiser Classic Pre-Tax 104.00 201012 | 06/25(2010 | X
201012 4770  Depart.. 5181.. | 2531 | Uniform Pre-Tax 107.00 201012 |06/25(2010 |X
201012 4770 Depart.. 5181.. | 2531  Uniform Pre-Tax 20.50 201012 | 06/25/2010
= 38400 2010127,
m, == 1,263.50
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PPA Cross-Agency 035 Reconciliation Workgroup

ZHR_RPTPY 376 — Payroll Journa Voucher Report
Recommended for reconciliation of Health Insurance/ GL 5181

Why run thisreport:

Useto identify HRMS Transfer JV's (“ TSFPXXXX” documents on Enterprise reports) and GL 5181

amounts associated with mid-period transfer employees.

When torun thisreport:
Run on Day 5 (after close of each payroll)

How to run thisreport:
Payroll Area: “11” isthe default. Leave asis.

Payroll Period: Defaultsto current. Leave asisfor current information. Change for research of the past.

Business Area: Input agency number.

Report 1d: 13 (Transfer In) and 14 (Transfer Out) — Run 2 reports

Mode: Check the “ Show Employee Level Detail” box to get personnel information.

Payroll Journal Voucher Report

Period
Payroll Area
Payroll Period g|2e1a
Sequence Mo. { Testing }

Period
Pay Date asr1ar/201a

Selection
Business Area [+
Report 1D [+

ALY
ALY Report Layout

Employee detail is not included in examples below.
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PPA Cross-Agency 035 Reconciliation Workgroup
Example below isfor an employee transferring Out of WDFW:

Payroll Journal Voucher Report

State of Washington
HRMS PAYROLL MULTI AGENCY TRANSFER IN T/C 767: 7140/ 5124 — Salary

ReportiD:  ZHR_RPTPY376-13 T/C 187: 7140/5187 — L& |

User: 00100874
Date: 05/08/2010 T/C 327. 7140/ 5181 —Hedlth
JV Number: TSFP0O906
Pay Date: 03/25/2009
Description: Multi Agency Transfer In

* Sort I Business Area | Business Area Text Transaction Code | Reverse' AFRS Business A...I—AFRS Agency |AFRS FL|ncI| Debit' Credit' Employee IDE
1| 477 Department of Fish & Wildlife | 767 477 477 035 0.00 | 93582 360308

ReportID:  ZHR_RFTPY376-14 .

User: 00100974 T/C 769 5124/ 7140 - DRS

Eﬁ;mber gg?;fgﬂugﬂ T/IC 767 7140/ 5124 — Salary

Pay Date:  03/25/2009 T/C 357: 5187/ 7140 — L&

Description: Multi Agency Transfer Cut T/C 341- 5181/ 7140 _ Health

“ Sort.. | Business Area | Business Area Text Transaction Code |Reverse|.i\FRS Elusiness.i\...l AFRS .i\gencfl AFRS Fundl Debitl Creditl

1) 477 Department of Fish & Wildlife | 769 477 477 035 30.48 0.00
2477 Cepartment of Fish & Wildlife | 767 477 477 035 0.00 | 93582
3477 Department of Fish & Wildlife | 357 477 477 035 1.69 0.00
5| 477 Department of Fish & Wildlife | 341 477 477 035 G8.88 0.00

To clear GL5181 imbalances between agencies by JV, use the OFM “Mid-Period Transfer Template”:
http://www.of m.wa.gov/resources/payroll.asp

Pro-active way to avoid Mid-Period JV for health care charges:
Mid Period Transfer from 2™ - 15™;

Losing agency is responsible for current month's premiums. HRMS will split EE & ER premium for
25th payday between losing and gaining agencies.

If thereistime, and with employee approval, the losing agency can double up premiums for the 10th
payroll using WT2983/2984 and WT2550 adjustments, then they would also enter negative adjustments
for the 25th so that the premiums are zeroed. Both the 25™ payroll charges and adjustments will split and
net to zero.

Mid period transfer from the 17" — 31%:

Gaining agency is responsible for the next month's premiums. HRM S will split EE & ER premium for
10th payday between losing and gaining agencies.

If thereistime, and with employee approval, the |osing agency would enter negative WT2983/2984 and
WT 2550 adjustments to zero out the premium deductions for the 10th payday. Both the 10" payroll
charges and adjustments will split and net to zero. The gaining agency would then double up premiums
for the 25th payroll using positive WT2983/2984 and WT2550 adjustments.
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PPA Cross-Agency 035 Reconciliation Workgroup

ZHR_RPTPYNO8 - Preemptive Compensation Data Check
Recommended for reconciliation research of Health Insurance/ GL 5181

Why run thisreport:
GL5181 — Medical premiums will show up as“Wage Typein Arrears’ and “Deduction Not Taken”.
Helpful to know for A23 reconciliation.

When torun thisreport:
Run on Days 2, 3 and 5 (final after close)

How to run thisreport:

Fields to complete:

Payroll Area: 11

Other Period: period to be researched

“In-period view”: check radius button

Personnel areac XXXX

Infotype Selections. Check “Deductionsin Arrears’ and “Deductions Not Taken”

Preemptive Compensation Data Check

| Further selections | |E:> Org. structure
Periods

Fayrall Area

(O Current period

@ Other periods 11)2009 To
@ In-period view

O For-period view

Selections
Fersonnel number
Personnel area 4770
Personnel subarea
Employee group
Employee subgroup

ol elel el s

Infotype Selections
Deductions in Arrears
Deductions Mot Taken

Research reason for missed premium(s) and see if action needs to be taken.

Typica reasons for ARRS/DDNT (Display Payroll Results table names):
e Hoursnot entered in HRMS yet.
e Lack of hours dueto LWOP. (Watch for 8 salaried hours per month to maintain benefits.)
e |nactive career seasona employee who maintains their employer paid benefits.
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