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 XE "Purpose" Purpose:

This document is intended to be an overall job aid to assist agency human resources, payroll and financial personnel in understanding the information, processes and tools that are available and will be utilized during the coming months as the State of Connecticut prepares for the Fiscal Year End process. It is important to note that this document first covers the information and tools that are available to agency users to assist in analyzing data for the pay periods that were distributed by Core-CT HRMS. Next, this document will focus on the events and steps leading to the start of the new fiscal year in the HRMS system.  It will also identify the period of ‘lockdown’ required to facilitate the transition to the new fiscal year and what users should be doing before this ‘lockdown’.
This is a supplement to the information that will be available related to the Core-CT Financials applications. Please reference the below web link to access the Financials information.

http://www.core-ct.state.ct.us/user/finjobaids/2011ye.htm 
 XE "FY 2008 CLOSE" FY 2011 Close

Understanding the data XE "Understanding the data" 
Please use the following section as a reference point to help understand the connection points between the HRMS and Financials applications. The listing below covers the major points that span the creation of combination codes to sending journals and outbound interfaces.

1. Combination (Account) Code generated                                                                                                                             The first step in the creation of Combination Codes is the request by an agency to use a distinct (unique) new combination of chartfields by an agency for payroll purposes. New combinations are requested of the COA (Chart of Accounts) Maintenance team using the form(s) on the link delivered below. It is essential to give as much lead time as possible in the creation of combinations to ensure that the information is available when needed. Please use one of the forms on the link below to request additional combinations. Although the same form is used to add, modify and delete chartfield values, it is important that agency financial staff understand that ONLY by completing the required chartfield combinations on the payroll tab of this form, will combination codes be created in HR. This process occurs daily throughout the fiscal year, but during fiscal year end transition the chart of accounts team must update and revise the entire file of valid combination codes, deleting obsolete values, adding new values and revising most values for budget reference. This very large process, affecting approximately 70,000 active combinations, causes a halt in new requests after May 31st each year, until financials has transitioned to the new budget year. One large build process occurs during June to create all of the combinations needed for the fiscal year end transition. New requests usually are then processed again beginning in the early part of July. Therefore it is crucial for agencies to determine their need for new fiscal year combinations and specify these by the May 1st deadline in order that these combination codes are available for the start of the fiscal year (June 3, 2011).  
http://www.core-ct.state.ct.us/dvd/chartfield.htm
Once the requested combinations are entered into the Financials application, the data is transmitted to the HRMS application during that day. (As noted above this only occurs once during the month of June.) This information is loaded into the HRMS application by a batch process that runs each night during the fiscal year or is run manually by the HR team during June. This process, the Combination Code Build, will always generate a new Combination Code for every new combination of chartfields. Each distinct combination of chartfields has one unique Combination Code. 
The following list details the naming standard for combination codes in the HRMS application. There are several new algorithms which have been created in response to the implementation of the projects module which went live with the start of FY 2008.  
If the Department ID chartfield is CSU or CCC:
Bytes 1 – 8       Department chartfield
Bytes 9 – 16     full Chartfield2 value
Bytes 17 – 25    sequential number 
 
Department ID chartfield is DOT and 
If the Project chartfield contains the NON_PROJECT value:
Bytes 1 – 8       Department chartfield
Bytes 9 – 13     “-NON-“

Bytes 14 – 16     bytes 4 – 6 of Chartfield1
Byte  17           “-“
Bytes 18 – 22   bytes 1-5 of Program Code
Byte  23           “-“
Bytes 24 – 25    sequential number 

Department ID chartfield is DOT and 
If the Project chartfield does NOT contain the NON_PROJECT value:
Bytes 1 – 8       Department chartfield
Byte 9               “-“
Bytes 10 – 13   bytes 4-7 of the Project chartfield
Byte 14            “-“
Bytes 15 – 20   bytes 8-13 of the Project chartfield
Byte 21           “-“
Bytes 22 – 23   bytes 1 – 2 of Chartfield1
Bytes 24 – 25   sequential number 
  
If the Department ID chartfield is not DOT, CSU, CCC or Fund chartfield in 22002 and the Project chartfield contains a NON_PROJECT value:
Bytes 1 – 8       Department chartfield
Bytes 9 – 13     Fund
Bytes 14 – 18   Class/SID
Bytes 19 – 25   sequential number

For all agencies using the Project ID field except those noted

If the Department ID chartfield is not DOT, DEP, DPW, CSU or CCC and the Project chartfield does NOT contain the NON_PROJECT value:

Bytes 1 – 8
Department chartfield 

Bytes 9 – 15
bytes 9-15 of the Project ID

Bytes 16 – 21
bytes 1-6 of Chartfield1 which is mapped to the Operating Unit field on 



the Chartfield sub record

Bytes 22 - 25    sequential number

For DEP and DEP to implement projects module

If the Department ID chartfield is DEP or DPW and the Project chartfield does NOT contain the NON_PROJECT value:

Bytes 1 - 8       Department chartfield

Byte 9              '  -  '

Bytes 10 - 16   bytes 9-15 of the Project ID

Byte 17               '  -  ' 

Bytes 18 - 23    bytes 1-6 of Chartfield1 which is mapped to the Operating Unit field on 



the Chartfield sub record

Bytes 24 - 25    sequential number

For ITD to implement projects module

If the Department ID chartfield is ITD and the project id is NOT ITD_NONPROJECT: 
Bytes 1 – 8       Department chartfield

Byte 9               “-“

Bytes 10-11      bytes 1-2 of Fund value

Byte 12             “-“

                        *Bytes 13-17  
bytes 1-5 of Chartfield2 [99999]

Byte 18             “-“

                      **Bytes 19-23 
bytes 7-11 of Project ID chartfield

Bytes 24-25      sequential number

Special note on effective dating – The Combination Code Build will set the effective date of the new combination equal to start of the pay period not yet processed unless an agency specifies that a Combination Code must have an effective date that is different. Please note that requests to correct the effective date of Combination Codes already built will take longer to process as there are additional manual steps that must be performed by the HR team. During Fiscal Year End transition, new combinations built carry the start date of the first pay period (06/03/2011). Since the financials module uses a 07/01/2011 start of the fiscal year, there is no ability for financials to process the 06/03/2011 effective date after the fiscal year load. However, HR always has the ability to correct the effective dates when this is requested.
Please be aware that if you attempt to select a Combination Code on a date in the past without asking for the combination to be set back to that effective date it will appear that the Combination Code is not available. 

In the example Combination Code displayed below, the values displayed above the chartfield detail bar are values that exist only in HRMS. All of the values displayed below the Chartfield Detail bar (except Account) are the actual chartfield values from financials. Not all chartfield values are required to be used when building combo codes. Required values are: Department ID(financial), ProjectID, Fund Code, Program Code, SID(Class) and Budget Reference. Agencies also may utilize the Chartfield 1 and Chartfield 2 values or both values in addition to the required values. See the descriptions provided by OSC at: http://www.osc.state.ct.us/StateAcct/chartfields/index.html  for a more complete description of the criteria relating to chartfield values, from the State Accounting Manual. 
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The Account value is defaulted in all Combination Codes as 50600 and is displayed that way in all HR transactions that use the combination code. The account value is a financial value which describes either expenditures or revenues. In HR, it always describes an expenditure. When payroll transactions are distributed to financials each pay cycle, the charges associated with each Expenditure Account are detailed and totaled. At that time, these payroll expenses are mapped to the correct Account value and are retained in the Actuals Distribution tables for each employee. 

The last section in this job aid describes in detail how the system maps employee payroll expenses to these account values and lists many of the expenditure accounts.
2. Position linked to funding                                                                                                                        When creating a new position or altering an existing position within the HRMS application agency users will be required to select the funding source on the position data Combination Code Information page. While many agencies have a single funding source (Combination Code) for many positions, the functionality exists to link multiple funding sources to a single position based on percentage allocation. The Combination Code that is chosen for a position is loaded to the Department Budget Table and will serve as the default funding source for all payroll costs unless a different Combination Code is specifically selected when time is being entered on the Timesheet page or when payroll costs are entered in Additional Pay.  This is considered an override of the default funding source. (See description below (Bullet 4) for override.)
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The Agency Position Specialist navigates to: Organizational Development>Position Management>Maintain Positions to access the screen shot above which displays a position which has a single funding source. The Percent of Distribution is 100.  
The screen shot below displays a position which has two funding sources.  In this example, each combination code has a percent of distribution of 50. Positions with split funding must total 100%. The chart at the bottom of the page shows the change from a single Fund/SID combination to the new split Fund/SID combination. The values entered in position data will populate the Department Budget Table as the default funding source when an employee is hired into the position at the start of their first pay period. When the projects costing application is being utilized, and position funding is set up with projects combination codes, users must make funding changes effective the start of the pay period.
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The Funding End Date field is used by agencies to indicate those funding sources which expire on different dates than the State Fiscal Year End (6/30). Positions which have grant or other funding which cannot be used after a certain date should be identified this way so funding can be updated at the appropriate time. 
In the event an agency decides to inactivate Combination Codes, this should not occur until all active positions tied to that Combination Code have been linked to a new funding source.  This also applies to Time and Labor and Additional Pay funding source overrides.  Agencies should ensure that these records are checked and all adjustments using these combinations have been made before submitting Combination Codes for inactivation to the COA Team. EPM queries will allow the records to be checked for the affected combination codes.
3. Budget record build                                                                                                                                    Once the position has been approved and an employee has been hired into that position the system will build a budget record that serves as the default funding source for earnings, deductions, and taxes. This new budget record will be effective dated for the first pay period not yet processed after the hire occurs (previously vacant positions will load for the start of the pay period in which the hire occurs) or approval of position occurs (already filled positions). Proposed positions will not result in a change to the default funding record. Therefore, if the funding source is changed on a previously approved filled position, the change will not be processed until the position is approved again and will be effective for the next pay period. 


4. Optional override of funding via time entry (Timesheet) or Additional Pay                                                                  In addition to the default funding source that exists on the position data record every agency has the option to override the funding for a specific employee via the Timesheet or Additional Pay pages. In Timesheet Data, this override is for a single pay period only and will not carry forward into future payments. In Additional Pay, the way that the entry is made determines whether the override will continue. Those which contain an end date are specific to a pay period, whereas those without an end date indicate only the start date of the affected override of position data. Additionally, if only a portion of the earnings for a pay period are overridden at the point of time entry the remaining dollars will remain funded by the Combination Code from the position that the employee belongs to. When overridden in timesheet the override is done in time increments rather than percent of distribution. Therefore, if four hours of time is overridden with a particular combination code the remaining time will be divided in the percent of distribution assigned in position data.
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The Agency Time and Labor Specialist navigates to Manager Self Service>Time Management>Report Time>Timesheet to access the screen shots included on this page.  An override combo code has been entered in the combo code field. Normally this field is blank meaning that the funding will be defaulted from the position value.  When overridden, it serves as the funding source for any specific hours recorded on that row of the timesheet.
ADDITIONAL PAY OVERRIDES
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The Agency Payroll Specialist navigates to:  Payroll North America>Employee Pay Data USA>Create Additional Pay to view the two screen shots provided.  The first shows additional pay using the default funding source (combination code is blank) and the second shows an override (combination code is entered). Both pages use an end date meaning that the additional pay action entered applies to the time period specified.
Employees who have multiple jobs likely have multiple positions and multiple default funding sources. Each job is handled distinctly during the payroll processing. Therefore, an override to one job will not affect another job. 
Please remember that overrides that are entered will have an immediate and material impact on the distribution of deductions and taxes for the pay period. Keep in mind that prior period adjustments are processed in the pay period that immediately follows the entry of the data. In other words, if a user logs into the system in May 2011 and changes the Combination Code for a day in April 2011, that data will be processed by the next pay period in May 2011.  However, the correction will not show in the “Actuals Distributions” process for the April 2011 pay period but rather in the pay period in May 2011 when the adjustment is made. The system will also not return to the pay period in the past and redistribute the payroll that was processed in April 2011.  Finally, always be certain to confirm that the Combination Code utilized to correct a prior transaction is currently active. If the combination code is active for the prior pay period but NOT active in the pay period which is being processed THE CORRECTION OF COMBINATION CODES SHOULD NOT BE PROCESSED THROUGH PAYROLL.  The correction should be made by Spreadsheet Journal adjustment in Financials.
5. Payroll processing to confirmed checks                                                                                                     Every two weeks the Core-CT team will freeze the payroll data that is used to calculate and confirm the payroll. This freeze occurs on the final day of payroll processing when changes can only be made by Central Payroll directly on the pay sheets (Thursday of non-pay week). As a result, all data related to payroll processing is also subsequently frozen on this day (Thursday of non-pay week). If an agency changes the funding of a position or overrides the Combination Code on the Timesheet or Additional Pay on that Thursday, the data will not be processed as part of that payroll cycle. 

6. Actuals Distribution executed                                                                                                           Immediately after the payroll is confirmed the Actuals Distribution process is executed. This process follows a hierarchical set of rules to determine the funding source for each dollar for earnings, deductions and taxes across the entire State population. This process is the point where the actual account chartfield value is determined based on a specific set of rules that are both published as a stand alone document located at http://www.core-ct.state.ct.us/user/hrjobaids/pay/account_mapping.doc and listed in the Supplemental Data section of this document. Once the distribution portion of this process is complete a second distribution process is executed to evaluate the funding source for fringe benefits. This process is designed to force employee fringe to distribute in the same proportions as the current period earnings for an employee. 
Fringe Benefits are defined as all employer paid components of the paycheck. It is important to understand the calculation base for the payments. Health and Life payments are made based on flat rate grids that are published by the Comptroller’s Benefits unit each year. These are fixed payments that do not vary based on the specific earnings of an employee for a single pay period. The retirement, unemployment compensation and FICA/Medicare amounts, while percentage based, are driven off the current period eligible earnings. As a result, when an employee has varying funding sources the amount of the actual fringe calculated will also vary in both amount and funding source. In Actuals Distribution, each different category of pay, each different funding source and when applicable each split month pay period will cause additional pages to be created to capture all the information for each different scenario. Users should be aware that this process does not always adjust all records completely when prior period adjustments are made. Some fringe amounts which were tied to override combo codes may not adjust in the same way as earnings for the employee. Further spreadsheet journal adjustments may be required to properly adjust fringe amounts after these adjustments are made. 
Review Actuals Distribution
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In the screen shot above a portion of the Actuals Distribution screen found at Payroll for North America>Payroll Distribution>Commitment Accounting USA>Review Actuals Distribution by the Agency Payroll Specialist is provided. In this example, the Account value has been mapped by the distribution process and these earnings are mapped to Account 50110 – Salaries and Wages for Full Time/Permanent employees. 

7. Outbound interface to General Ledger                                                                                                      After all of the distribution data is properly validated and balanced to the payroll another process is executed to generate a single consolidated journal that is sent to the GL application for processing. The data that is generated in this process is also loaded into the CT_HR_ACCTG_LN reporting table in EPM.  This is an extremely valuable tool for evaluating the distribution of data for an employee since it contains a link to the paycheck number. The paycheck number is the field titled PAYCHECK_NBR. If an agency user would like to review all of the data that will be posted to the ledger for a specific paycheck, search by the PAYCHECK_NBR to see all of the accounting entries.  The Check Date on the HR Payroll side will translate as the Journal Date on the Financial HR Accounting Line as well. Be aware that this information contains both the expenditures and all of the liabilities that are sent to the Accounts Payable application.

Additionally, the EPM CT DET PAYROLL reporting table will be backfilled with Journal ID, Journal Date and Budget Reference once the CT_HR_ACCTG_LN reporting table is updated. 
8. Extract vendor payments                                                                                                                          After all of the processing is complete for the General Ledger, the Extract Vendor Payments process is executed. This process determines all of the detailed components that must be processed for vendor payments that result from the payroll process.

9. Post Vendor payments to Accounts Payable                                                                                              The next step in the financials integration stream within the Core-CT HRMS application is the posting of vendor payments to the Accounts Payable application.


10. Projects Costing Distribution and Interface Programs
The Projects Costing Distribution and Interface programs will be executed on a biweekly basis and sent to Financials after the payroll is confirmed and the General Ledger and Accounts Payable processes are complete.
 EPM Tools XE "EPM Tools" 
The below list of tables will serve as key resources as agencies work through the process of analyzing Core-CT HRMS data to assist in validating the financial information for year end processing. Please refer to the data dictionary for detailed information about the fields that are available within each of these reporting tables. Data on the ‘VW’ table excludes sensitive data. Also refer to the listing of EPM job aids which are located at: http://www.core-ct.state.ct.us/epm/jobaids/Default.htm 
Position Reporting Table (CTW_POSITION)

The Position Reporting Table contains data related to the employee positions that have been set up within the State of Connecticut.  The table will hold the status of the position (whether it has been approved or not), the department or agency assigned to the position, the job code or class of the position, and the chart field string that has been assigned to the position for budgeting purposes.  This reporting table will not hold the employees that will be assigned to the positions as it is possible for several hundred employees to be enrolled in the same position.  A join to the CTW_EMPLOYEE or CTW_EMPLOYEE_VW table will allow the user to select both employee and position information.
Pay Check Summary Reporting Table (CTW_PAYCHECK or CTW_PAYCHECK_VW)

The Pay Check Summary Reporting Table will contain data directly related to the payment received by the employee.  The table will hold check number, check date, gross pay, net pay, total taxes, total deductions, whether direct deposit was used, and basic employee information.  

Detailed Payroll Reporting Table (CTW_DET_PAYROLL)
The Detailed Payroll Reporting Table contains more detailed data relating to the specific earnings, deductions, and taxes that helped make up the employee’s pay check.  Also included will be the chart field string to which the earnings, deduction or tax was distributed.  The GL PR Journal ID, Journal Date and Accounting Date will get updated on this HR  table once the FIN CT HR ACCTG LN reporting table is updated, after the GL PR Distribution process completes.

HR Accounting Line Table (CTW_HR_ACCTG_LN)
The HR Accounting Line Table contains the detailed payroll distribution data in the journal format that is accepted by the GL application. The key that makes this table useful for employee level queries is the PAYCHECK_NBR. This table should not be joined to any other tables in EPM. This is an extremely large data set that should only be used for the purpose of extracting the accounting entries that are loaded to the GL.  (This is a financial table and HR users may not have security access to it.)

CT_Valid Combination Code Table (CTW_VALDCOM_TB2) 
The Valid Combination Code table has replaced the Account Code Table.  This table holds the combination code information, including department chartfield, project, program, fund, account, class field and effective date.

While each agency will have unique data access requirements, the below query was developed to provide a detailed data set for agencies looking to review employee level payroll distribution information. 

Important Note: Do not run this query via the preview tab. This should only be run as a scheduled query. For assistance on how to schedule a query, please see the Scheduling Query job aid at:   http://www.core-ct.state.ct.us/epm/jobaids/Default.htm
FY 2011 Open XE "FY 2009 Open" 
Fiscal Year End Chart of Account Maintenance form XE "Fiscal Year End Chart of Account Maintenance" 
Two chartfield maintenance forms are available for agencies to submit requests to the Office of The State Comptroller (OSC). Both are available in Excel format on the Core-CT website: 

http://www.core-ct.state.ct.us/financials/gl/Default.htm
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In the screen shot provided above, a fictitious new combination has been provided as it would be on the Payroll Account Code tab of the Chartfield Maintenance form. Other tabs also need to be completed to properly document the request. Instructions are included in the form and separate instructions can be found at the link provided above to the Core-CT financials module.

For agencies utilizing the Projects Costing module, the forms have been revised so that the Chartfield 1 column can be used to enter the Activity values (i.e. where project id is not Non_project).

Department ID changes (Financial Department ID) for existing agencies take place only at the beginning of the fiscal year. (This is for both new Deptids and organizational changes). Agencies can stop using particular Deptid’s during the fiscal year but Deptid’s are only inactivated at year end.

OSC must notify agencies that new chartfield (Financial Chartfield values) or Chartfield combinations (basis for new HRMS Combination Codes) have been created before they are used. OSC has requested that all new combinations be submitted by May 1st in order to be reviewed and created for the new fiscal year and be utilized in transitioning positions to new values by Core-CT.  In certain cases, where a large percentage of combination codes are being replaced more time may be needed. Contact OSC regarding any large-scale changes such as implementing projects costing for the date that HRMS combination code requests need to be submitted. 

HRMS Combination Codes must point to an existing budget in financials. No combo codes will be built where a budget does not exist. If any existing combo codes do not point to a valid budget, they will create a negative budget in the payroll posting process. Agencies will be contacted regarding these invalid entries to move expenditures to valid budgets.

Budget Reference Increment XE "Budget Reference Increment" 
Budgeted Funds

As the new fiscal year begins it is critical to understand what will be happening to the Combination Codes and subsequently the position funding. For the funds listed below, the HRMS system will increment the budget reference 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 2011, the same combination code will exist starting on 06/03/2011 with the budget reference incremented to 2012. Every Combination Code in these funds will lose the ability to charge to the budget reference of 2011 on 06/03/2011. This procedure occurs because these funds lapse and are reauthorized by the legislature in the State budget process. These steps are being taken to ease the burden on agencies for updating the necessary position funding information. 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 – Appropriated 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

	12009
	Mashantucket Pequot and Mohegan Fund

	12010
	Soldiers, Sailors and Marines' Fund

	12013
	Regional Market Operations Fund

	12014
	Criminal Injuries Compensation Fund
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In the screen shot provided above Central Core-CT enters the Fund Code values which will be Incremented forward to the new Fiscal Year. When this process is run, all combo codes with each Fund Code listed will receive a new row, effective dated June 3, 2011 with the new budget reference value of 2012. All combos in that Fund Code are incremented just as all chartfield combinations and budgets are incremented in financials. This same process is used to increment 

the below listed Non Budgeted Funds.

	
	Non-Budgeted Funds To Be Incremented  (Treated the same as Budgeted Funds - Consolidations) 

	12020
	Regional Community College’s Operating Fund  

	12026
	Environment Quality Fund

	12027
	Conservation Fund

	12031
	Employment Security Administration  

	12033
	Economic Development

	12034
	Economic Assistance Bond Fund

	12035
	Economic Assistance Revolving Fund

	12039
	Housing Loan Fund – Taxable

	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 which have been previously requested by individual agencies or are requested for the first time this year will also be budget reference incremented like the budgeted funds listed above. 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 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. 
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In the screen shot provided above, specific Fund/agency combinations are processed for incrementing. By including the agency acronym, Central Core-CT can increment that Fund Code for a specific agency thereby excluding combo codes within the Fund Code for other agencies using that particular fund. 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. 
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In the screen shot provided above 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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Each page has a different effective dated row for each new budget reference value, but the GL combination code value is the same for each row. This is the process that occurs for all budgeted funds and all non-budgeted funds that agencies choose to consolidate with OSC.

All Other Non Budgeted Funds
Any Combination Codes with a fund value that is not listed above will have a new Combination Code with a budget reference of 2012 created by June 14th, 2011 with an effective date of June 3, 2011. This is done automatically by OSC unless agencies request inactivation. In HRMS, these new combo codes may appear very similar to the prior year value and the system may only increase the last or last 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 10/01/2011. 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.

All existing combo codes remain active until agencies request inactivation through this maintenance process either during Fiscal Year End transition or during the fiscal year itself.

No Chart of Accounts maintenance will take place between June 14th   when new year codes are provided to HR by financials, and July 1st, when additional new combo code builds will again be resumed. 
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In the screen shot provided above, five separate combo codes are listed, each with a different last digit at the end of the GL 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.

The screen shots below shows the two different combo codes referenced above.
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OPM Budgeting XE "OPM Budgeting" 
Please use the following section as reference to help understand how State of Connecticut positions will be evaluated and updated for the new 2012 Fiscal Year. 

Overview

The Fiscal Year End process is the transition of expense budgets from one fiscal year to the next.  The fiscal year process involves evaluating and redefining, if necessary, the budgets and Combination Codes of existing State of Connecticut positions, as well as the creation of additional Combination Codes for the new fiscal year.  

In order for employee payments to be correctly distributed to the new 2012 budgets in the pay period crossing the new fiscal year, all positions, regardless of whether or not their budgeting is determined by OPM, will 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 1, 2011. 

The new fiscal year budgets for all positions will be loaded the week of June 13th.  In order for Core-CT to complete all the necessary processing and validation required to ensure that all positions have been updated to the new fiscal year, a temporary lockdown of Position Data will occur from June 13th through close of business June 17th.  During this time, no position updates will be allowed, however agencies will have access to view their position data and run position reports and will have full update access to job data.
High Level Sequence of Events XE "High Level Sequence of Events" 
1. On June 1st, Core-CT will generate an Outbound 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 2012 Fiscal Year.  All Combination codes identified as “rolling forward” by the Comptrollers 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 13th, and a new row will be inserted onto the Position Data and Position Combination Code tables with the new fiscal year 2012 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 jobcode 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 2012 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.

Please see Approved and Proposed Positions below for a more detailed explanation of how this process will affect the positions approval process for your agency, as well as a few helpful hints on how to mitigate the impact of this process on future position transactions.

Fiscal Year End and Position Approval XE "Fiscal Year End and Position Approval" 
The State of Connecticut’s position approval process represents a unique challenge to the fiscal year end transition.  Positions throughout the State will be at different levels of the approval process 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.  The amount of manual evaluation required by the Core-CT team and the amount of additional verification required by OPM is directly related to the number of positions that are currently going through the position approval process.  In order to allow OPM and Core-CT team the time required to ensure that all positions have successfully transitioned to FY 2012, there will be a 5 day position update lockdown period from June 13th through close of business June 17th.   

Please refer to the guidelines below for 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 lockdown period from June 13th to June 17th.  We recommend that if changes in funding involving FUND, CLASS/SID or Distribution percent will need to be in effect for the start of the new fiscal year, these changes should be identified in April and processed during April with a June 3, 2011 effective date. Other funding changes which do not require OPM approval may be processed later but ensure that all changes involving funding strings are in effect prior to the date of the Core-CT position file (Remember:  The Core-CT Outbound file will be run June 1, 2011 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. 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 Recycle and Denial notifications. For assistance with recycled and denied positions please contact Cheryl Catania at 860-622-2168 or Susan Cavanaugh at 860-622-2451. Separate lists of positions in this status will also be forwarded for action by agencies to mitigate the effect of positions not in approved status.


4. Review your worklist for positions that may be moved quickly to the next level.  You can review your worklist items by either navigating  to HRMS Worklist>Worklist and reviewing these online,  running the Position Approval History report by navigating to Organizational Development>Position Management>Position Report, 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. 
5. Agency Position Specialist must limit the number of position updates performed during the first two weeks of June leading up to the ‘lockdown’ 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.

6. 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.
Overview of Position Status and Fiscal Year End XE "Overview of Position Status and Fiscal Year End" 
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 2012. 

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 2012 since any employee hired after approval of a new position in June will likely begin work close to the June 3rd 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 2012.  After the FY 2012 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 2012 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. 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 - one of two things must happen: 

1. The agency must work with OPM before June 10th to update the position funding via the OPM Budgeting system. Other funding changes requiring OPM review must be sent through position data workflow. As indicated previously these funding changes are best made during April. 

2. The agency will be required to make the necessary funding change on position data in the HRMS Core-CT application between June 20th  and June 22nd. If the change forces the position through the approval process keep in mind that agencies will only have until June 22nd 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 June 23rd for the pay period June 3, 2011 to June 16, 2011 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.
Supplemental Information: XE "Supplemental Information\:" 
Account Mapping Overview: XE "Account Mapping Overview\:" 
The State of Connecticut uses an Account Mapping process within the Core-CT HRMS system to map certain earnings, deductions, and taxes to expenditure accounts as defined by the requirements gathering of the Core-CT Financials team.  Due to the fixed criteria defined by the State of Connecticut for distributing its payroll expenditures, the Account Mapping process will allow for a standard and less complex payroll distribution process that will be more easily understandable and maintainable now and in future years.
Funding sources for all payroll expenditures will be made up of chartfield combinations, which will then be stored in the Core-CT HRMS system as Combination Codes (25 digit string beginning with the Agency’s 3 character Acronym).  Some components of the Combination Code are the Account, SID and Fund chartfields.  Core-CT HRMS has been configured to have each position tied to at least one Combination Code, which will be used to fund any payroll expenditures associated with that position.  Every Combination Code that will be used in the HRMS system will have the single default value defined for the Account chartfield (50600).  This configuration of the Combination Codes will ultimately reduce the burden Agencies will have to bear when choosing the proper expenditure code for each position, as it can be assumed that the Core-CT HRMS system will always map the payroll expenditures to the correct account for each of the assigned Combination Codes utilized based on the Account Mapping rules that will be discussed in this document.

This document will detail the Account Mapping process for earnings, deductions, and taxes.  As accounts are added or deleted from the overall account structure, updates will need to be made to the configuration to properly reflect the State of Connecticut’s business needs for payroll expenditure distribution. 

Earnings:

Earnings paid by the State of Connecticut will be distributed to a Combination Code / funding source as designated by their position unless the Combination Code is overridden in the payroll process (either in Timesheet or Additional Pay).  Since an employee’s earnings can constitute a variety of different payment types, the State wishes to track each payroll expense independently of one another by automatically assigning them to a distinct account through the Account Mapping process.  See Appendix 2 for a complete listing of earning codes that map to a specific account located at: http://www.core-ct.state.ct.us/user/hrjobaids/pay/account_mapping.doc 
The Account Mapping process will be based on the following logic:
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1. In the first step, the mapping process will evaluate whether the earn code that was reported has been configured to map directly to an account.  If it has been configured, then the account it is mapped to will be used to overwrite the default account in the employee’s combination code when payroll expenditures are distributed for those earnings.  If it has not been configured, then the process will proceed to step 2.
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2. If the employee’s Job Code has been configured, the appropriate account is selected, which will apply to all earnings for the employee.  If it has not been configured, then the process will proceed to step 3.
3.  If an employee is classified with an Employee Class that has been configured, then the corresponding account will be mapped to all earnings.  Otherwise, the mapping process will proceed to Step 4

4.  If an employee is classified as Temporary, then all earnings will be mapped to the corresponding account.  Otherwise, the mapping process will proceed to Step 5.

5. Finally, if the earnings paid to an employee have not been mapped to an account, this final step will map the earnings based on whether the employee is full or part time.

*Note:  All earnings will be mapped to an account.
Deductions:

Fringe benefits provided by the State of Connecticut will be distributed to the same account code / funding source as an employee’s earnings unless otherwise overridden in the payroll process.  As a way to differentiate each class of deduction from other deductions and from earning payments, the Account Mapping functionality will again be utilized.  See Appendix 3 for a complete listing of deduction codes that map to a specific account located at:  http://www.core-ct.state.ct.us/user/docs/account_mapping.doc.
· Group Life Insurance – Account 50410

· Medical / Dental Insurance – Account 50420

· Unemployment Compensation – Account 50430

· Retirement – Account 50470 

· SERS – Account 50471

· ARP – Account 50472

· Teacher’s Retirement System – Account 50473

· Judges & Comp Commissioners – Account 50474

· Other Statutory – Account 50475

· Employee Death Benefits – Account 50500

· Buy Back Option – Account 50510 

Taxes:

Taxes will follow the same process of mapping an account to the account code / funding source as the earnings and deduction mapping.  Only employer paid taxes will be included in the distribution of funds.  

· Social Security – Account 50440

· FICA / OASDI (ER) – Account 50441

· FICA / MED (ER) – Account 50442
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   *See Appendix 2 for a complete listing of earn �   codes and their corresponding accounts. 
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