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DOP Update
n HRMS Upgrade Project Update

Information will be sent to Points of Contact the week of
September 22 — 26

n HRMS Communications/Updates

HRMS Communications sent using listserv could take up to
45 minutes to receive— please check the HRMS Payroll and
Financial Errors page:
http://www.dop.wa.gov/HRMS/HRMSPayrollAndFinancial
Errors/

Coordinate issues between HR and payroll offices to prevent
duplicate Incidents being reported to DOP Help Desk


http://www.dop.wa.gov/HRMS/HRMSPayrollAndFinancialErrors/�
http://www.dop.wa.gov/HRMS/HRMSPayrollAndFinancialErrors/�

Personnel/Payroll Association — September 2008

HRMS Tips - How to Remove a Variant
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Note: some reports may require additional criteria such as
Payroll Area or Pay Period. Yellow or Red warnings will
provide you with the criteria you must use.
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HRMS Tips - How to Remove a Variant
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HRMS Tips - How to Remove a Variant
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HRMS Tips - How to Remove a Variant
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HRMS Tips - How to Remove a Variant
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HRMS Tips - How to Remove a Variant

r%f_ﬂ?_gram Edit Goto System Hewp R -
& o a | eae D dnan BE@
Payroll Posting Report

| Payroll Pertod -~

Payroll Area 1
Pay Period [11][2008] to | [ |

Personnel Number | o [ |
Personnel Area (EE Selection | w | ]
Orgaoizstona Unit . ] ] |

|Gi€-i{}

Select by Data

Business Area 1 | to
Remitting Business Area | | to
Remiting Personnel Area ) ."' 1o
Wage Type [ | to
Warrant ! EFT # 1 to
] Display all Data for EE

[[] Display all Bus. Areas for EE

b b ki B R

Dacument
Run ID | Variant deleted, and message
displayed below in the Status Bar |——

Sequence
Seguential Number

| ALV Variant -
ALV Layout Variant
[~] Read only fields in layout

[ variant TEST VARIANT deleted




Personnel/Payroll Association — September 2008

Public Employees Benefit Board (PEBB)
Annual Open Enrollment - 2009



http://www.hca.wa.gov/�
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Open Enrollment 2009 - HRMS/PAY1 New Hire/Rehire
Action

During the New Hire and Rehire action, the Personnel
Administration Processor completes the Personal Data
(0002) and Addresses (0006) infotypes.

The nightly interface file (GAP 9) will populate the PAY1 — A.01
screen with the following: - s

FE @
N Name Drsp.fa_.f Personal Data {0002)
n Social Security Number
n Address
A
n Blrth date | » |{Personnel No.; 6634 Name PASION JANELL B
[T Find by PersArea 4900 DeptMatural Resources EEGroup O Permanent
d || = G Pers| PSubarea| B8P Sups EESubgroup @1 Monthly(M) OT Exem.. Status  Active
n Gen er ['ﬁ']( Start 03/16/2006 to 12/31/9993 | Chng B2/27/2007 LESAT
=
i F
n Permanent Status
Address type 1 Permanent residen.. &
“:DE‘ StreetHouse no. 433 510UX DR
N Salary """ 2nd address line
Postal code / city 898273 MOUNT VERNON
Country Key LS USA El
Officefreqgion WA Washington
County code 29 Skagit County
Telephone number 10
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Open Enrollment 2009 - HRMS/PAY1 New Hire/Rehire
Action

n Once the interface has occurred, the enroliment
process can begin. This process can take up to
2 days to complete. (This can be critical when
enrolling an employee during the Payroll
Processing Cycle.)

n When the employee’s insurance eligibility has
been established in the PAY1 system, the
Interface (GAP 16) will be sent to HRMS with the
detailed health benefits information.

— Be sure to verify information in both PAY1 and HRMS as
these systems must match or an error will occur. (Health
Care Authority will contact agencies regarding any errors that
need to be corrected.)
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Open Enrollment 2009 - Health Care Benefits Overview

n Agencies continue to use PAY1 insurance
screens to enter medical and dental
Insurance information (A.40 to A.46)

— Subscriber information will update nightly from HRMS
into the A.01 screen (GAP 9)

— Enrollment, transfers, and terminations will be
completed on the A.41 screen (GAP 16)

n Remember: do not key into PAY1 During
State Share run or the billing for the
employee will be inaccurate.
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Open Enrollment 2009 - Enrollment Dates/Effective
Dating

n When an employee is hired or rehired on the
first working day of the month, the
employee’s eligibility effective date on the
A.41 screen in PAY1 is the same date that
was used to create the New Hire or Rehire
action. For example:

— If the employee’s first day is the 2nd of the month and the 2nd
IS the 1st working day of the month, then the 2nd should be
keyed on the A.41 screen when establishing insurance.

— If the 1st of the month falls on a Saturday and the new person
starts work on Monday (3rd of the month), you will need to
key the 3rd on the A.41 screen.
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Open Enrollment 2009 - Enrollment Dates/Effective
Dating
n If an employee is hired or rehired on any other
day of the month, the date on the A.41 screen in
Payl will be the first day of the following month
from the date of hire.

n For Annual Open Enrollment only, employees will
have an effective date of Jan 1, XXXX.

n Note: If the new employee’s start date in PAY1 is prior to
the start date in HRMS, the record will be rejected.
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Open Enrollment 2009 - Display Health Plans

n To display employee
Information using the
menu path:

Follow Human Resources a
Personnel Management &
Administration & HR Master
Data & Display

Or enter transaction code
PA20 in the Command field

Menu Edit Favorites

& | PA20 alla B e @

SAP Easy Access
B = | & | & |

(1 Favorites

> [J Office

[ [J Cross-Application Components

[ [J Logistics
[ [J Accounting
= &3 Human Resources
2 Manager's Desktop

= 23 Personnel Management

=~ &3 Administration

= 3 HR Master Data
2 Personnel Actions

L Llaintain

2 Display

e PETSOnTeT
2 Fast Entry

ile

2 Fast entry: Actions
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Open Enrollment 2009 - Access Health Plans

Enter the Personnel no.
and click  (Enter) to
validate

Click the Benefits tab

Click the gray box to the
left of the Health Plans
(0167) to select

In the Period section, click
HAIIH

Click  (Overview) for
an overview of all actions
associated with Health
Plans (0167)

N anoan OR oM

b J e
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Cum week
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Open Enrollment 2009 - List Health Plans (0167)

n Click the gray box to the left of the current health plan record (End date
will be 12/31/9999)

n Click (Choose) to select and continue

Infotype Edit Goto System  Help

& B aH @@ DR Dhoan BE @m
| Overview Health Plans (0167)

Personnel Mo. G634 Mame PASION JANELL B
Find by PersArea 43900 DeptMatural Resources EEGroup U Permanent
= @} Persan PSubarea HEPU Sups EESubgroup 01 Monthly(M) OT Exem.. Status Active
[H] Collective search hel |3§| Choose [II1 fa1 /1800 @to 1273179009 STy,

fH} Search term

(il Free search | |StartDate |EndDate |Type |Text Plan |Text T |
B 03MG6/2006 [12/31/9999 DENTDental REGORegence BlueShield Columbia De E|
| |_||I| Srroon W-'E
""" 12312006 [12/31/9999 MEDI [Medical GH.. |Group Health Coop Value I
010 L7 WL T 10 T 10 = 0 (130 = 1 e oo e AN ey -
03/01/2006 |03M5/2006 [MEDI Medical UMP |Uniform Medical Flan FPO 17
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Open Enrollment 2009 - Interface

n When establishing insurance eligibility or making changes in the
PAY 1 system, a nightly interface file (GAP 16) will be sent to HRMS.

— The GAP 16 files will contain new enrollment, medical and dental plan changes,
family composition changes, terminations and effective dates.

Infotype  Edit Goto Extras System Help

& 2 dH CE@  CHE BDO8 EHE @

Display Health Plans (0167)

H B2

[ 6 e [ I * » ||Personnel No: B634 Name PASION JANELL B

Find by PersArea 4800 DeptMatural Resources EEGroup O Permanent

= @ Person papry EESubgroup 01 Monthly(M) OT Exemn.. Status
[H] Collective search hel} Start 12/31/2006 to 1273179999 QJChng 12/29/2008 TIDALSAF
{H} search term

(K] Free search Plan GHCV Group Health Coop Yalue

I Hr] Plandata | Administration ; Costs | Dependents | Additional data |

General plan data

Benefit area US USA

Plan type MEDI MWedical

Benefit plan GHCV Group Health Coop Value

Health Flan Option GHCV Group Health Cooperaive Value

Dependent Coverage MED4 Employee + Family 18
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Open Enrollment 2009 - Health Plans (0167)

n Review the Benefit Plan
and Dependent

C Over age fleldS Infotype Edit Goto Extras System  Help
& afd B CEa  SHE DDLD BE @ m

Display Health Plans {(0167)

| = [ = I sl [ 1) [ [I] * » ||PersonneliNo BE34 Name PASION JANELL B
Find by PersArea 4800 Dept Matural Resources EEGroup @ Permanent
= @@ Person PSubarea ©OPU Sups EESubgroup 01 Monthly(M) OT Exemn.. Status  Active

[H] Collective search hel| Start 12/31/20086 to 12/31/9999 Chng 12/29/2006 TIDALSAP
(K} search term

(K} Free searcn Plan GHCV Group Health Coop value/

| —— D Plandata | Administration | Costs | Dependents | Addiionaldata |
o o General plan data
TI p . TO VIEW the Benefit area Us UsSA
y E Plan tyne MEDT Wedical
employee S premlum Benefit plan GHCV Group Health Coop Value
1 1 ~Health £lan ophon BHLY Group Healn Cooperane valle
dedUCtlon’ CIICk On the Dependent Coverage MED4 Employee + Family I
Cost tab.
Planning Parameters

Cost Rule Variant GHV3 Employee + Family
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Worker’'s Compensation (Industrial
Insurance) - LNI Reporting

n LNI Quarterly Reporting Class Code Updates

n Run ZHR_RPTPY126 Payroll Posting Report, using
SWV MEDAID/IND

n Effective Dating: incorrect dates can = incorrect rates!

n After correction, run a payroll simulation PC0O0_M10-
CALC_SIMU

n Work Group Examples
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About PPA - Executive Committee

PPA Executive Committee:

n Comprised of representatives from agency HR and payroll staff
and Central Support Agencies (DOP, OFM, DRS, HCA, OST).

n Meets monthly to:

— Determine issues and concerns of agency HR and Payroll staff and
establish PPA Meeting agendas.

— Coordinate Work Groups to build and present topics of interest.
-~ Keep agency HR and Payroll staff informed!

Attend — Learn — Volunteer — Share — Let Us Know!
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Resources

n PPA - http://www.dop.wa.qov/HRMS/PPA/

-~ Wendy Harris, Chair (ATG) 360-664-8820
n OFM - http://www.ofm.wa.qgov/resources/payroll.asp

— Steve Nielson 360-664-7681
n DRS - http://drs.wa.qov/default.htm

— Brian Berghoff 360-664-7165 or Kim Smith 360-664-7107
n HCA - http://www.perspay.hca.wa.gov/

— Steve Norsen 360-412-4201
n OST - http://tre.wa.qov/

— Jackie Biss 360-902-8914 or Lesa Williams 360-902-8911
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Resources - DOP

HRMS Customer Support Web Site
http://www.dop.wa.gov/HRMS/CustomerSupport

§ Messages — Messages for end users
§ Resources — Reports, Absence/Wage Types, OLOR
§ Schedules — HRMS Payroll Calendar

§ PPA — Handouts and minutes from monthly meetings

Contacts
Carol Wyckoff 360-664-6336
Nadine Cummings 360-664-6449
DOP Help Desk — 360-664-6400

Training — OEDS
http://www.dop.wa.qgov/Employees/TrainingAndDevelopment/defa
ult.htm
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