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Each pay period on Day 2 (after day 1 payroll has processed) each agency should go
into the Payroll Posting Report (ZHR_RPTPY126) to review their LNI classification
codes for staff.

Enter this transaction number in the command field, when the report opens click the get
variant button. In the Variant field input SWV*, take you're personnel number out of the
created by field, and click execute. This will bring up all state wide variants available.
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Instructions for Day 2 and 3 payroll:

For day 2 and 3 the payroll dates auto fill and the business area is now a required field.
Fill in the *Run ID and Sequence number which are located at the bottom of the Payroll
Error (Rpcipe and ALAS) spreadsheet located at
http://www.dop.wa.gov/HRMS/HRMSPayrollAndFinancialErrors

v Run ID = ID number

Vv Sequential number has the same title

Payroll Posting Report
@ &
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[] Display all Data for EE
[] Display all Bus. Areas for EE
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to
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Sequence
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ALY Variant
ALY Layout Variant
Read only fields in layout

/MED AID HRS

* On non payroll days the Run ID and Sequence number is not needed


http://www.dop.wa.gov/HRMS/HRMSPayrollAndFinancialErrors�
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Once executed the report will look like this. To get a full picture you can go to the
bottom and double click on the printer icon to condense as detailed on next page.
The Medical Aid Group column details three important areas.
Long Text title code
Admin & Clerical

Agency Class Code
0450 4902
Payroll Posting Report
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Click on the icon next to the Wage Type Long Text to see the employee detail. The
reason for this retro will be detail in screen shots below.
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The roll up shows multiple agencies:

Agency Class Code Long Text title code
0450 4902 Admin & Clerical
0850 4902 Admin & Clerical
1000 4902 Admin & Clerical
1000 5300 Admin Field Pers.
1000 5307 EMP N.O.C.

1020 4902 Admin & Clerical
3000 4902 Admin & Clerical
4650 4902 Admin & Clerical

Payroll Pasting Repart
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To validate the entries you will need to compare IT0234 with the date the employee
started with your agency on ITO001. Always remember that IT0234 (Add. Withh. Info.
0234) should always have a pay date as the start date.

Overview Organizational Assignment (0001)
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Display Organizational Assignment (0001)

WAD1 STATE OF WASHINGTOM
Pers.area 10683 Attorney General Subarea elceh] Mon Represented
Cost Cir 1080000000 DEFAULT AGENCY .. Bus. Area 1000 Office ofthe Attorney Gen..
Fund

FPersannel structure
EE group Civil Service Exempt Payr.area 11 Semi-monthly
EE subgroup @1 Monthly(M) OT Exempt Contract 16 Exempt

Effective dating for IT0234 is very important and if not properly corrected can charge the
incorrect rate for LNI taxes.

Overview Add. Withh. Info. US (0234)

859042
10068 B
[aet a1
I g1/01/1800 12/31/9999
Additional Tax Withholding
Start Date  |[End Date Tax..|D CU...

P
_[«p]

No date gaps from prior to current agency.
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As you can see, this EE transferred to agency 1000 from 0450, however 1T0234 was
not corrected until 9/18/08 and should have had a start date of 12/10/07 since that was
the first payroll paid by agency 1000. The delay in this change caused a retro and the
system will only credit/debit the agency for the current year. If changes cross calendar
years, the agency should contact LNI for guidance. It is also very important to be sure
there are no gaps in the dates from prior agency to new.

Display Add. Withh. Info. US (0234)

|

| ||FersonneiNoi 859942 Name
F PersArea 1000 Attorney General EEGroup B Civil Service Exermnpt
=[ || PSubarea 2881 MNon Represented EESubgroup @1 Monthly(M) OT Exern .. Status Active
Q Start 12/18/2007 | to 12/31/9999 Chg. 09/18/20038 AO0205502

I]El Overrides
—sssae || Tax authority FED Federal Tax level A Federal

Supplemental methaod Aggregation with Pay Periods Method

Override amount o000

Override percentage 0.0c0a0 Mo Tax

Empl.override group 0406 1000-5300 Admin Field Personnel

Common Faymaster

Common Faymaster

As with all master data changes you should always run a payroll simulation
(PC0O0_M10_CALC_SIMU) on the employee to verify any changes in the employee pay
and verify the agency funding. NOTE: The system will only update the agency funding
and employee pay (the system will not take difference from employee, yet will credit the
employee for any rate change) for the current year. If changes cross calendar years, the
agency should contact LNI for guidance.



