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Agenda
HRMS reports ‘e

- Logged Infotype Change Report
What you will learn

- How report is used for daily review of actions
- Supervisors review of their staff

- Managers review and internal control
- Actions on self
- Actions on co-workers
- Actions on fictitious employees

- Promotes communication, audit and internal
controls



HRMS Security Roles Matrix

 Logged Infotype Change Report
S AHR 61016380

Payroll Personnel Roles Financial

8 /Benefit Roles Roles
SR3P_DE_PERS_ADMIN_INQ

SR3P_DE_PERS_ADMIN_PROC
SR3P_DE_PERS_ADMIN_SUPV

To gain view only access to this report, request
the HR Inquirer role through your Security
Administrator.




Use this report to ensure:

Changes to EE records (necessary for
the pay period) are being completed

Internal controls are being followed for
your agency.

Accuracy and audit trails for actions
processed in HRMS/ much like the
release functionality in Payl



Daily Audit Review

Daily Audit by each employee

Process by date order of actions for a day

- find transfers posted as separations
- Incorrect coding for actions

- process verifications

- process completion of actions
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Supervisor Review / Audit

Higher level review opening up detaills for
an entry only If questionable

Review what was turned in by employee
IS what is on the report for the day

Employees changing or updating own
records in HRMS

Possible capture of unknown missed data



Clip Board Helpful Hints

Use the clipboard to set up your variant for all your staff
when running the report regularly

fal B . L

1 |Pay PerioiPA Pers.Mo,

CTRL‘'C’

tocopy __ 3 200815 3024 575915
4 [ 7UoBE—_ 3000 878395
5 200815 3026 420432,
i 200815 30191 210234
7 200815 3008 1066233
8 200815 302-4§ 125335§
9 200815 302420011950
10 200815 3011¢ 379215

11 MN215S =Ty N

________________



Clip Board Helpful Hints

Use “Ctrl + C” on the keyboard or right click to copy the
personnel numbers.

Next, select the “Multiple selections” button in the
HRMS “Selections” window. This is the yellow arrow
next to the field for personnel numbers.

Click on the “clipboard” icon shown below and this will
copy all personnel numbers to the report.

Click on the green check and execute the report as
described above.
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Clip Board Helpful Hints

/
Select Ranges Exclude Single Yalues Exclude Ranges

.. Eingle ...

| | 575915 ]

[ 878395

|| 420432

| | 210234

| | 1066233

| | 125335 ||

| 20011850 =]

|:| 1709715 [+] Upload tO
L]l @m/ Clipboard
(L o 4T [=h B| | Multiple selectian.. E@!
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Supervisor Review

Review activity of an employee changing or
updating own records in HRMS. EX below

Logged Changes in Infotype Data

x| | [ Errors

Logged Changes in InTotype Data

Long-term documents

Fersho Intfotywpe Date Time ahlo Chandged by
DpaEanss502 8 2013 O3/ /A28/2006 15:53: 67 001 opsosbo2
DpaEanss502 8 2013 O3/ /A28/2006 16:00:03 01 205502
DOENs502 & Q15 D921 /2006 11:23:05 0001 gOo2os502
OO3O5502 & Q15 Oa/21 /2006 11:23:53 0001 gps0s5502
DOEas502 & Q@14 D921 /2006 11:29:49 01 gpsosbo2
DpEas502 & Qo114 D921 7/2006 11:30: 50 Q@1 gpsos502
DoaOnss02 & o105 DEf2872008 11:59: 27 0001 gososbi2
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Supervisor Review

Monitor/review changes to employee’s own
records for appropriateness

Supervisors can drill down each line for more

detalls

- By double clicking the line the item will open to give
further details

Consider using maintain text functionality In
HRMS if employee must update their own
records.
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Supervisor Review (con't)

Below we will show you an entry on

Infotype 0105 Communications.

- As you can see (in the coming slides) this is
an example of an employee changing their
e-mail address via ESS.

Note:

HR, Payroll, Manager, Security or staff with
professional roles in HRMS will show entry
as working on themselves when they use
ESS to update their personal record. “




Supervisor Review (con't)

Communication Infotype 0105

- Will be updated with email address changes
only.

e See example on following slide.

Address Infotype 0006

- WIll be updated with home address changes
only.

« See example on following slide.

In HMRS, the Address
Infotype 0006 does
not show email
address updates.

See next slide.
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Employee Self Service change that shows on your report

Fer=hn AR5 EE HARRIS WEMNDY &

L Infotype & 01685 | Communication

Changed by 00305502
Date bEf 282008 Time 1168927 sSeq.

This example
comes from the
Logged Changes

In Infotype Data
aubty Obj  Lck From To Mo 01d record ch
Field name 07d Tield Mew Tield ‘\}h\\“-._________———
HIEN N A1 232008 OES27 2008 HNa]H |
[0 number
*Long 10 [ Email address updates display  HARRIWAGBDSHS . WA . GOV |
*Type BE10
HIEN N A28 2008 12/31/99949 HNA]E |
[0 numher
*Long 10 LEmail address updates display  WaHsRRISEOOC] Wi GOY I
;\ *Type EET0
HIEN N 172302008 12431/9999 B0 A1 f2302008 AR241172 ]
[0 numher
*Long 1D | HARRIWBEDSHS WA GOY Emall r ISpl
*Type [E10

——
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* Address Infotype 0006

- Displays employee made a change on
7/28/09 to her own record via ESS.

Infatype Edit Goto Ewxtras  System Help

& ) d H @@ SEE D8O EE @ b
Display Addresses (0006)
O
ey
&t % a rg'_F'j'_E';'_r'_-;.f_cu'_'ﬁ_'ﬁ_'_e'_'[_ijigﬁ__'j 08 Narme PETERSON PATRICIA A
Find by Persarea 1110 Dept of Personnel EEGroup 0 Permanent
= @ Person Psubarea 0001 Mon Represented  EESubgroup 01 Monthib«h OT Exe . Status  Active
[} Colective search help Start 07/29/2009 to  12/31/3999 |Chng 07/28/2009 08
fHl Search Term
[l Free search




Note with Possible
Explanation for work on self

= Service: Attachment list

[CINew Eliffll.::?lﬁ ﬁl@@ Eal'ﬁl[ﬁ]l I?E Q-IEIE'
AftachmentFord0205502
Title Creator Mame Created On

Fercentage

1056 code for backpay
training walla walla
3101 Testwith DOP
military

rriliatany

IIIIIY

k18 EVELAMD

JEAMMETTE E H...

WEMNDY HARRIS
WENDY HARRIS
WEMNDY HARRIS
WEMNDY HARRIS

05042008
121 372006
11072006
04952172006
O8roS/2006
Oaroa/2006

18



Fictional EE working on self

Logged Changes in Infotype Data

Lang-term documents

Fersho Infotype Date Time agho Changed by
HR2ATETE & 2010 OF4E1 42006 14:54:15 0OE1 DDEHTEED
HR23ATETYE & 2810 OF4O1 2006 14:54:16 DAOET QAZ3TETH
HR2AFETYE & 2010 N1 32006 083513 0DAET DAZ23FETH
HR2AFETYE & 2013 B4/ 2006 14:49:14 DAET DAZ3TETH
HR2AFETYE & 2013 H94142006 145017 AT DAZ3TETH
HR2ATETYE & QOOF B33 2007 09:56:19 QAP QAZ23TETH
AR23AVEYE & QOBOF B33 2007 09:58:14 0OET QAZ3TETH
HO2AFETYE & OB15 H2d1242008 104715 0O DAZ3FETH
HR2AFETYE A& 0210 H9A1142008 1T0:A8:19 AT DAZ3TETH
HR2ATETE & 0210 B4 42008 108847 QAP QAZ3TETH




What do these Infotypes mean
Research the Wage Types

Infotype A 2010 Employee Remuneration Info
Changed by QHZ23ITGETH
Date BT 2006 Time 14:54:15 ael. no. AEE1

subty Obj  Lck From To o 01d record changed Lction
Field name 07d Tield Mew Tield

1225 HE/30/2006 O6/30/2006 I I
*Numbher 2. 80
ExtraFPayID
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ExDocho
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Frem. no.
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*Hours [, a0

FS group

F5 Tewvel

Comp. Type

CUurrency

Tax Area

*Unit [

e~ M
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Research the OT processing

Infotype A 2010 Emp1nyee Remuneration Into
Changed by UO237670
Date BT 2006 Time 14:54:16 SRR, no. HEE

subty 0bhj Lck From To h o 01d record changed Action
Field name 07d field Mew field

1232 630/ 2006 [H6/ 3042006 EEA I
*Numher a3 . [n
ExtraPayID

*Amount A
*YalBasis [ an
ExDocho

*WT 1232

Ob7 . Type

*Position HAERADAR

Frem. no.

*Premium ID ENE]EE]

*Hours (. 06

FS group

PS5 lewvel

Comp. Type

Currency

Tax Area

*Unit EIEN

Func. Area
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Research Additional Payments

Infotype 0[5 Additional Payments
Changed hy QOZ23FETFH
Date N2 /1242008 Time 10:47:15 Sel. no. EIETEN
subty Obj Lck From To [ 07d record changed Action
Field name 07d field Mew field
1170 p2A1R2008 Q21502008 HEG I
*Numher [, G0
*hmount AOE . B
- (POOGTY USD
*Date of Origin CE O DR
Ind. wval.
*WT 1170
*Payr. Year IEIEE
*Payr . FPer. [0
Reasan
Unit
*hesign . Mo, FERFORMANCE AWARD
Func. Area

Fund
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Withholding Changes on Self

Subty Obj Lck From To Mo 01d record changed Action
Field name 0ld field Wew Tield

FED HESET 2006 @331 2003 [an [
*EIC status g
*0dd . amount Q. e

- (POOE1Y USD

Exempt
*Form. Mo. g
*No.exempts [a
*Tax aut RT FED
*Status A1

FED pAfET 2008 1243149999 BaQ [
*EIC status 3
*0dd . amount Q.0

- (PEEE1Y USD

Exempt
*Farm. Mo. g
*Mo.exempts A
*Tax aut RT FED
*Status @1

FED HEfET 2006 1243149999 [an N6/ 23/ 2006 CONVERTZ 1]

*EIC status
*Lod . amount
-=

Exempt
*Farm. Mo.
*No.exempts
*Tax aut RT

f

0.00
(PAOA1TY LSD
@

Ao
FED
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Manager Review

Review security administrators activity
Review HR, Payroll or Timekeeping
activity

Comparison of workload for units

Agency staff working within classification

Verification that staff are adhering to
agency internal control policy

24



Actions by PRNR

Long-term documents

Fersho InTotywpe Date Time Sohlof Changed by
AOEz213228 88 2003 QY 192006 15:19: 50 Qoo goosasscaz
AOEz213228 88 2003 Q19 2006 152240 Qo1 goosasscz
AOEd44521 g8 Q15 Q19 2006 17 4521 Qo1 goosasscz
AOE44621 8 OQR15 DFr 192006 174527 Qoo goososscz
AOE44621 88 OR15 D19y 2006 1765015 Qoo goosaosscz
AOEO54620 88 QO O 18 2006 Q25421 Qoo goozossoz
AOO5465320 88 ORQOS Or 182006 A8 5528 ool goosassoaz2
AOO5465320 88 03202 O 182006 A8 :53 44 Qoo goosasscaz2
AOEF1207 88 Q15 Or 192006 1752585 ool goosaossoaz2
ADEF1207 g8 Q15 OF 192006 17532302 Qo1 goaosassoaz2
AOEF1207 g8 Q15 O 19 2006 17 5503 Qo1 goapsasscaz
DOEO246526 88 0194 QYA FA2006 1007 42 Qo1 goosasscaz
DOEO246526 88 0194 QF 192006 1627 22 Qo1 goosassoz
DOEO246526 88 0194 QF 192006 1627 50 Qo1 goosasscz
DOEO246526 88 0194 QY 192006 162850 Qo1 goosasscz
AHEO24626 88 0195 OFr 19 2006 A7 32422 Qoo goososscz
AOO24626 88 0195 O 192006 162615 Qoo goozosscz
AOO24626 88 0195 OFr 192006 162828 Qoo goozossoz
AOO9CO20 ga opos O 182006 0904 45 Qoo goosaossoaz2
AO1RE342 88 2003 O 182006 132635 ool goosaossoaz2
AE1 29025 88 ooz OFr 2502006 17 :32: 51 Qoo goaosassoaz
ADZ2E00925 88 0015 OF 282006 10:2323:39 Qo1 goaosasscaz2
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Action by Time input in HRMS

Londg-term documents

Fersmo InTotvpe Date Soho Chanded by
DOO24626 8 0194 Arf1F 206 QaEl goInssoz
01129318 & QOoos Arf1 72006 DEE1 pgpanssnz
DO243368 8 2003 Arf1F 206 QaEl goInssoz
DogEs1o04y 8 Q416 Arf1 72006 DEE1 pgpanssnz
1025149 8 Q416 Arf1F 206 QaEl goInssoz
DOFR3340 8 Q416 Arf1 72006 DEE1 pgpanssnz
DOFR3340 8 Q416 Arf1 72006 DEE1 pgpanssnz
Doa54620 8 Q302 Ars138 20065 QaEl goInssoz
DOO54630 8 QEET Ars18f 2006 DEE1 pgpanssnz
Doa54620 8 QOoos Ars138 20065 QaEl goInssoz
DEOO9EOEasEE 8 Qoos Ars18f 2006 DEE1 pgpanssnz
DOsS6rY5EYE 8 Qoos Ars138 20065 QaEl goInssoz
01114052 8 QOos Ars18f 2006 DEE1 pgpanssnz
Qo374 730 8 2003 Ars138 20065 QaEl goInssoz
Q15342 8 2003 Ars138 20065 QaEl goInssoz
D913y o Z2A03 Arf18f 20065 DEE1 apsnssnz
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Action by Infotype

Long-fLerm documents

Fersho InTotype Date Time Sghlo Changed by

OEO=3F621 808 dooo S 1920006 Q9 35 06 QOO oosahsnZ
AO=23 762188 dooo A 192006 Q94523 OOl ogogsassn2
DOO5S46308 8 Qoo 7182006 0= 54 0217 ool goazosso
Qo1 2902588 oo 25702006 17 3251 ool oosassoZ
Ao492955 8 ooz r 282006 164550 OO0 oosassoZ
Q113839798 doaoy A A1 EBA2006 17 51 08 Qoo ogosassn2
Q12002998 8 doay s A1 EBA2006 17 5235 OO0l ogosassn2
Q120077788 QOOF Ar /182006 175334 0ol ogososso
AOOS45=508 8 OOQs r 82006 Q55528 OO0l oosassoZ
AEOO9EHEascg s dEns A AT EAZ2006 Q904 D45 QOO oosahsnZ
QOSEFEFSR S HAOOS A 182006 A9 H9 10 OOEHT OOSas502
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Electronic Files vs Hard Copies

There are excellent Electronic storage options
as well as excel for exporting

Keeping records on line with ability to make
notes and review signatures

Pro/Con

- Pro / Saving paper

- Pro /Easier storage

- Con / Difficulty reading

- Con / Source with Report
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Internal Control

Excellent tool for both Managers and
Supervisors to ensure correct staff are
not crossing over into Infotypes that are
not appropriate for their job class

Attendance

Personnel

Payroll Accounting
Department

29



Some RiIsks

Employee runs the report excluding something
they do not want their manager to see

Unmonitored reports or activity

Unawareness of the benefits and features of
this report

Lack of documentation for auditor

- Processes/ Desk manual
- Review actually has occurred (Initials)
- Monitoring effectiveness
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Continuing Education

his report can be an excellent tool
continue on with us next month for the 3
In a 3 part series when we have some
agencies share how they use this report
to ensure audit trail, reduce audit findings
by showing due diligence and more.
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