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2015 HRMS Fiscal Year End Process

Last Updated: September 2015
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Purpose:

This document will focus on how the fiscal year end process works in the HRMS system, the critical dates to be aware of including the period of ‘lockdown’ required to facilitate the transition to the new fiscal year and what users need to do to ensure a successful fiscal year end transition.

This is a supplement to the information available from Core-CT Financials. Please reference the below web link to access the Financials information.

http://www.osc.ct.gov/2015memos/fiscalyearend/fyeinstructions.htm
Another helpful resource that provides overall information on the use of combination codes as a payroll funding source is titled Combination Codes and Their Use as a Payroll Funding Source and can be found via the link below:

http://www.core-ct.state.ct.us/hr/human_resources/hr_jobaids.htm
Snapshot of Critical Dates:

Submit final requests for new combo codes to OSC: 


May 1, 2015
Halt in creating new Combo Codes: 




On or about May 31, 2015
Position Review/Clean Up/Approvals




By June 12, 2015
Position Data Lock Out (view only access): 



June 22 through June 26, 2015


New Fiscal Year Start Date:





June 12, 2015
First Check Date of the Fiscal Year (for bi-weekly):


July 10, 2015
Overall HRMS FYE Process and Time Frames
The Fiscal Year End process is the transition of expense budgets from one fiscal year to the next.  It involves evaluating and redefining, if necessary, the budgets and combination codes of existing positions, as well as the creation of additional combination codes for use during the new fiscal year.  During the fiscal year end process, combination codes are updated with a new budget reference (for example from 2015 to 2016) by either: 

· Updating existing combination codes with a new budget reference (Budget Reference Increment) or
· Creating new combination code ‘sequences’ with the new budget reference.  
At this time, positions are also updated with a new budget reference through the insertion of a mass-generated Fiscal Year End (FYL) row.  In order for employee payroll to be correctly distributed to the new 2016 budget year, all positions need to be updated so that their budgets reference the new fiscal year prior to the first payroll confirmed where the Check Date falls on or after July 1st each fiscal year. 

This process impacts approximately 75,000 active Combination Codes and thousands of positions.  In order to accommodate the entire fiscal year transition process, there is a halt in creating new combo codes that occurs on or around May 31st each year.  Therefore, it is crucial for agencies to determine their need for new fiscal year combinations and specify these to OSC by the May 1, 2015 deadline in order to ensure that these combination codes are available for the start of the fiscal year.  Note:  In certain cases where a large percentage of combination codes are being replaced more time may be needed. Therefore, contact OSC regarding any large-scale changes such as implementing projects costing or creating new departments for the date that HRMS combination code requests need to be submitted. Also, it should be noted that Department ID changes (Financial Department ID) for existing agencies take place only at the beginning of the fiscal year. This applies to both new Dept. IDs and organizational changes. 

The HRMS Fiscal Year End process will be run during the week of June 22nd through June 26th to increment the budget reference to the new fiscal year, build any new combination codes (effective the first day of the pay period with a check date on or after July 1st), and update positions.  While underway, a temporary lock out of Position Data occurs during which no position updates are allowed.  However, agencies will have access to view their position data and run position reports and will have full update access to job data.  
Once the FYE process is fully complete, on our about the first week in July, new requests from agencies for combo codes are resumed as normal and access to update Position Data is reinstated. 
Updating Combination Codes
Method 1: Budget Reference Increment Only XE "Budget Reference Increment" 
For the funds listed below, the budget reference will be updated (incremented) to the new fiscal year within the existing combination code to provide continuity on position funding. Specifically, if a combination code exists today with a fund that is listed below and a budget reference of 2015, the same combination code will exist starting on 06/12/2015 with the budget reference incremented to 2016. The ability to charge against all combination codes within these funds having a budget reference of 2015 will be lost effective 06/12/2015. This procedure occurs because these funds lapse and are reauthorized by the legislature in the State budget process. By incrementing the budget reference the state is choosing to retain the existing combo code value in the position but have the budget reference updated to the current year.

Budgeted Funds – Appropriate by the Legislature

11000

General Fund

12001

Transportation Fund

12003

Banking Fund

12004

Insurance Fund

12006

Consumer Counsel and Public Utility Control Fund

12007

Workers’ Compensation Fund

12010

Soldiers, Sailors and Marines’ Fund


12012

Muni Employment Retirement Admin Fund

12013

Regional Market Operations Fund

This same budget incrementing process is used to update the budget reference to the new fiscal year for these Non Budgeted Funds: 
	
	Non-Budgeted Funds To Be Incremented  



	12019
	State Universities Operating Fund

	12020
	Regional Community College’s Operating Fund  

	12031
	Employment Security Administration  

	12033
	Economic Development

	12034
	Economic Assistance Bond Fund

	12035
	Economic Assistance Revolving Fund

	12039
	Housing Loan Fund – Taxable

	12051
	Capital Equipment Purchase Fund

	12060
	Federal and Other Activities (Per agencies request to OSC)

	12062
	Transportation Grant and Restricted Accts

	13019
	Community Conservation & Dev

	13033
	Infrastructure Improvement

	13044
	Public Works Service Fund

	21005
	Auto Emissions Inspection

	21009
	Bradley International Airport Operations

	21014
	Clean Water Fund - State Acct

	22001
	Correction Industries

	22002
	Tech Services Revolving Fund

	22003
	General Service Revolving Fund


Selected Non-Budgeted Fund/by Agency combinations

A large number of specific Non Budgeted funds will also be budget reference incremented like the budgeted funds listed above, but only as requested by individual agencies (either in the past or newly requested). These funds, which are used in multiple agencies, may only be requested by some of the agencies for incrementing.  By incrementing the budget reference the agency is choosing to retain the existing combo code value in the position but have the budget reference updated to the current year.   Note: This is also called consolidation of budget reference by OSC. In financials, only the current budget reference is used for any of these consolidations. These consolidations are offered by the Office of the State Comptroller, but as with other consolidations listed above, ALL combo codes within the Fund Code must be consolidated for any agency. 

Incrementing the Budget Reference in this manner adds a new row to combination code with the new fiscal year effective date, but the combination code value is the same for each row.  For example, in the screen shot provided below of the Combination Code Table, the search results display a single combo code value which has been updated for budget reference each fiscal year.  Combo code DPH4855111000100100000001 has been updated by Central Core-CT for budget reference for fiscal years 2005, 2006, 2007 and 2008.  
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Method 2:  Creating a New Combination Code Sequence
All Other Non-Budgeted Funds

Any Combination Codes with a fund value that is not listed above will have a new Combination Code created with a budget reference of 2016 and an effective date of June 12, 2015. This is done automatically by OSC unless agencies request inactivation of the combination code through the standard chart of accounts maintenance process prior to the fiscal year end update process. In HRMS, these new combo codes may appear very similar to the prior year value and the system may only increase the last one or two digits of the combo code to provide a unique new value. For these new combination codes, the date that the positions transition to the new value often is NOT the state fiscal year start. For example, some may not transition until the Federal year start of 10/01/2015. By not incrementing the budget reference the agency is choosing to retain the existing combo code value in the position and make a manual position update at the appropriate (later) time.  In addition, in these cases, the agency may wish to have each budget year identified by a discrete (different) combo code value.
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TATE DPH4855112060202890000001 PublicHith + 12060 + 20289 50600 DPH48551 DPH_NONPROJECT 12060 42005 202892004 (blank)  (Vlank)  (blank)  (blank) (blank)  (blank) (blank) (blank)

'STATE DPH4855112060202890000002 PublicHith + 12060 + 20289 50600 DPH48551 DPH_NONPROJECT 12( 42005 20289 2005 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank)

'STATE DPH4855112060202890000003 DPH485511206020289 50600 DPH48551 DPH_NONPROJECT 12060 42005 20239 2006 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank)

'STATE DPH4855112060202890000004 DPH485511206020289 50600 DPH48551 DPH_NONPROJECT 121 42005 20289 2007 (blank) (blank) (blank) (blank) (blank)  (blank) (blank) (blank)

‘STATE DPH4855112060202890000005 DPH485511206020289 50600 DPH48551 DPH_NONPROJECT 12060 42008 20289 2008 (blank)  (olank)  (blank)  (biank) (bank)  (olank) (olank) (blank)




In the screen shot provided above, five separate combo codes are listed, each with a different last digit at the end of the Combination Code value (1 through 5). Each code has a different budget reference value, 2004 through 2008. Combo code DPH4855112060202890000001 has a 2004 budget reference while the latest code, DPH4855112060202890000005 has a 2008 budget reference.

High Level Sequence of Events XE "High Level Sequence of Events" 
1. On June 22nd, Core-CT will generate a file containing all Position Data Budgeting information.  All positions that are currently approved for the State of Connecticut will be on this file (this includes positions that were at one point approved but might be going through the Position Approval process for update).

2. After the file is generated, a Budget Reference incrementing program will run which will update the Combination Code table to reference the new 2016 Fiscal Year.  All Combination codes identified as “rolling forward” by the Comptroller’s Office will be updated. This includes all appropriated funds which must only exist in the current Fiscal Year and any non-appropriated funds which have been requested by the agency in the current or a previous year to be “rolled forward”. See the list in the section “Budget Reference Increment” for those funds where ALL combination codes attached to those funds are incremented. Agencies also have the opportunity to request that a fund that is used in multiple agencies be incremented for their agency only. By incrementing, agencies will automatically update many of their positions to the new year funding values without the need for a position data update. The decision to use this method should hinge on whether the fiscal year start dates for the non-budgeted funds coincide with the State fiscal year cycle.

3. The new budgeting information will be loaded into Core-CT the week of June 22nd, and a new row will be inserted onto the Position Data and Position Combination Code tables with the new fiscal year 2016 budgeting information.  The effective date of the new budget row will be determined based on the Pay Begin Date of the first pay period with a check date on or after the fiscal year crossover (July 1st).   The effective date of the new budgeting row will be determined by the program and will be based on the pay frequency (i.e. biweekly, semi-monthly, monthly) of the position’s job code and the pay begin date of the fiscal year crossover for each position.

4. After the new budgeting load, all approved or active positions will have an approved row effective dated the first day of the pay period crossing the 2016 fiscal year.  

5. The Department Budget Build program will run and will create new rows on the Budgeting tables with the updated combination code information for each position.

6. After the Budgeting tables have been updated for all approved positions, as well as those proposed positions that are currently going through the approval  process, a program will run that will remove the new approved budgeting row for all proposed positions with an effective date before the pay begin date of the fiscal year crossover.  This will allow these positions to continue through the workflow process.  The combination codes for these proposed positions will need to be verified upon approval.

Impact of Position Approval Status on FYE processing XE "Fiscal Year End and Position Approval" 
Positions throughout the State will be at different levels of the approval process at the time the FYE process is run and how the system handles each position will be determined by a number of factors such as whether a position was established prior to the beginning of the fiscal year end process, whether proposed position updates are effective before or after the pay begin date of the crossover pay period, and whether there are future approved position data rows.  Positions that are in the approval process during the time of FY transition will need to be reviewed by the agency for the correct budgeting once the position is returned approved.  This may result in positions being resubmitted for approval after the FY transition.  This can be avoided if the position is ‘Approved’ at the time of transition.

How to mitigate the impact of the Position Approval process on the FY transition:  

1. Ensure that all time sensitive position approval updates have been submitted well before the lock out period from June 22nd to June 26th.  If changes in funding involving FUND, CLASS/SID or Distribution percent need to be in effect for the start of the new fiscal year, identify and process the changes in April with a June 12, 2015 effective date. Other funding changes which do not require OPM approval may be processed later but ensure all changes involving funding strings are in effect prior to the date of the Core-CT position file (Remember:  The Core-CT file will be run June 22, 2015 and the fiscal year end process will be based on position data at that time). No Position updates or approvals will be allowed during the Fiscal Year budgeting load.

2. Ensure that time sensitive updates are effectively communicated to the required approvers with sufficient review time prior to the lockdown period. 
3. Review your worklist for positions that may be moved quickly to the next level.  You can review your worklist items by either navigating to Core-CT HRMS >Worklist>Worklist and reviewing these online, running the Position Approval History report by navigating to Core-CT HRMS>Organizational Development>Position Management>Position Report>Position Approval History, or running a query in the “EPM CT_POSITION_TBL” to search for positions with the status of ‘D’ or ‘R’ in the CT_VA_Approve field.  A public query has been developed to assist with this. Search for EPM query CT_CORE_HR_REC_DEN_POSITIONS to identify positions needing resolution. Our goal is to reduce the number of positions in proposed status at the time of the fiscal year crossover.  This means that Agency Position Approvers, DAS, and OPM will have to work together to approve as many position updates as possible prior the FY transition. 

4. Positions that are currently recycled, or had a proposed change denied at a subsequent level, should be evaluated and the row removed if the update is no longer required, the row updated and sent back through approval if approval is required, or the position inactivated.  Agency Position Specialists should review their worklists for Recycled and Denied positions. For assistance with recycled and denied positions please contact Cheryl Catania at 860-622-2168 or Lisa Godin at 860-622-2187. Separate lists of positions in this status will also be forwarded to agencies for action to mitigate the effect of positions not in approved status.  Refer to the job aid titled, Processing Denied or Recycled for detailed information on cleaning up such positions.

5. Agency Position Specialists must limit the number of position updates performed during the first two weeks of June leading up to the ‘lock out’ period.  This will help to reduce the number of positions in the approval process and will give approvers time to reduce the number of positions in their worklists.

Impact of Position Approval Status on FYE processing XE "Fiscal Year End and Position Approval" 
The following is a high level overview of how a position’s budgeting information will be updated during the Fiscal Year transition based on the status of the position at the time of the FY budget load.

Positions that are currently approved:

These positions will have a new row added on Position Data with the date of the fiscal year crossover.  The row inserted will be an Approved row and will contain the new budget information for FY 2016. 

Positions that are proposed but not yet established:

These positions will not likely be impacted by the FY transition.  These positions, regardless of the date in which they become approved, must be approved with the correct budgeting information for FY 2016 since any employee hired after approval of a new position in June will likely begin work close to the June 12th crossover date and should have new year funding information.

Positions in Proposed Status with an effective date prior to the new fiscal year:

Previously established positions that are proposed at the time of the fiscal year load will have a new approved budgeting row inserted in order to ensure that the position is distributed to the correct funds for the first pay period of FY 2016.  After the FY 2016 budget table rows have been established for these positions, the approved position row will be removed so that the position may continue through the approval process.  Agency Financial and Position Specialists will need to ensure, on approval, that these positions have the correct funding information for FY 2016 and update the position combination codes if necessary.

Positions in Proposed Status with an effective date after the new fiscal year:

Previously established positions that are proposed with an effective date after the date of the fiscal year load will have a new approved budgeting row inserted for the pay begin date of the FY crossover.

Positions in Rejected Status and Proposed positions that are Recycled:

These positions will not have a fiscal year row added.  Therefore, these positions should have their status reviewed and updated to Approved status. This is especially important for actions where the position has an incumbent.  In the case of a recycled or denied position that has not yet been established, these positions should be inactivated to remove them from your position reports.  
If an agency has a position that is tied to a fund that is not listed above and the budget reference year needs to change: 

The agency will be required to make the necessary funding change on position data in the HRMS Core-CT application between June 29th and July 1st.  If the change forces the position through the approval process keep in mind that agencies will only have until July 1st to have the necessary approvals in place before the first payroll of the new fiscal year is processed. This is not recommended and is likely to result in the payroll being missed. Since the payroll will confirm on July 2nd  for the pay period June 12, 2015 to June 26, 2015 it is likely that the funding change would need to be made as an override on the timesheet if the position approval does not occur before the deadline stated above.
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