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State of Connecticut

Core-CT Project

Application:

HRMS
Module:

Payroll
Business Process:
Manage Quarterly and Annual Reporting
Requirement Number:
PY655
Requirement Title:
Ability to print alternate return address for UCONN employees W-2
Module Leads: 

Nancy Ribes, Josh Woodrum
1. Requirement Description

Describe the requirement (gap).  Include a description of the delivered PeopleSoft functionality.

Currently W2s are sent to the agencies for distribution similarly to the distribution of paychecks.  After all W2s are physically handed out to employees, most agencies prefer to either mail to the most current address or file in the event an employee inquires about their W2.  UCONN has experienced a large number of returned/remaining W2s, therefore Central Payroll prints an alternate return address on all UCONN W2s so that UCONN Payroll Specialists can receive them directly and file for future employee requests.  PeopleSoft does not deliver the functionality to print multiple return addresses at the company level.
2. Business Need

Provide a justification for the requirement.  Include information about frequency, volume, number of users impacted, etc.

UCONN Payroll has agreed to retain any returned W2s due to possible incorrect/outdated address.  In order to expedite this process, Central Payroll routes them directly to the agency by way of an alternate return address.  
3. Required By: (Y/N)

Federal  __N__

Agency  __Y__


Bargaining Unit  __N__



State Statutory __N__

State Regulatory  _N___

State Procedural  __N__

4. Requirement Priority

___Medium_
(High, Medium, Low – please see “Requirements Prioritization Criteria”)

5. Recommended Solution

Enter an “X” next to the appropriate category

__X___
Process Solution

_1__
Option Number
______
Application Modification

___
Option Number
6. Explanation for Recommendation

Provide reasons for recommendation.  Please do not re-state the description of the solution itself.

Currently the number of return/remaining W2s is so high that it is timelier to reprint the W2 than to locate the original after initial distribution efforts are complete.  At the point an employee or agency requests a W2, Central Payroll will execute a reprint and hand off to the agency for distribution.
7. Organizational Impact of Recommendation

Describe the changes to the organization that result from the recommended solution.  Include a description of any role, process, statute, or bargaining unit agreement affected.

none
8. Process Solutions

Describe the possible Process Solutions.  Include a description of impacts and benefits of each solution.

Option 1.   Returned W2s for all agencies will go to Central Payroll.  Any employee requests at Central or Agency level will result in a reprint of the W2. 
9. Application Modifications

Describe the possible Application Modifications.  Include a description of impacts and benefits of each solution.

Option 1.

Modification Type (On-line, Batch, Interface, Report, Workflow):  Report
Complexity (Easy, Medium, Difficult):  Medium
Description:  The W2 print file will need to be modified to sort by agency.  The general and alternate (UCONN) return address will be pre-printed on appropriate envelopes.  UCONN W2s can then be separated from other agencies and stuffed/distributed separately.  
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