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HRMS USER GROUP MEETING



SEPTEMBER 13 -14, 2004

WHAT HAPPENED TO THESE PAYCHECKS?
SCENARIO 1


















An employee has contacted your agency to notify you that she has not received a paycheck for the pay period 8/06/2004 to 8/19/2004, check dated 9/3/2004.  The employee was recently placed on a leave of absence in her permanent position and placed in a Temporary Service in a Higher Class position effective the same day.  However, a payroll check was not issued by Core-CT.

Where would you check to verify why a payroll check was not issued?
ANSWER
The following should be reviewed:

· TSHC assignment entered on a timely basis (entered after the pay period has closed)

· Time Reporter Data page  activated

· Time Reporter Data page effective date is correct
· Time Reporter Data page – workgroup selected is correct, for example set to approval needed

· Time Reporter Data page –taskgroup selected is correct
· Employee set as Exception hourly and Work Schedule is assigned

· Attendance correctly entered in the Weekly Elapse Time page 

· Attendance entered in correct employee record number

· Compensation Salary is complete
· Paygroup reset and remains as DEF (Default)

SCENARIO 2

Ms. I.M. Ottahere did not receive a pay check for the pay period ended 8/5/04, check date 8/19/04.

Time and Labor Information

Last processed time sheet (8/5)

     7/23        7/24          7/25        7/26          7/27        7/28          7/29
	Fri
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	TRC

	7
	
	
	7
	
	
	
	REG

	
	
	
	
	7
	7
	
	SICK

	
	
	
	
	
	
	7
	ULSCK

	    7/30              
	    7/31         
	   8/1
	   8/2
	    8/3
	   8/4
	    8/5
	

	Fri
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	TRC

	7
	
	
	7
	7
	7
	7
	ULSCK


Time Reporter Data


Active 10/16/03

Time and Labor Group

93350

SCENARIO 2 continued

Workgroup



15ESTDGEN

Shift




2

Assign Work Schedule

FS350S701D 2/6/04
Job Data Information

Last row



7/29/04 Leave of Absence (entered on 7/30/04)

Hire Date



9/8/87

Standard Hours


35

FTE




1

Bargaining Union


15 P-4

Pay Group



B75

Employee Type


Hourly

What happened to this employee’s paycheck? 
 What is the required corrective action?
ANSWER

Note: Having an employee on a Leave of Absence on Job Data and active on Time Reporter Data will cause exceptions for anytime posted on or after the effective date of the leave. It should not cause a problem with time reported before the effective date. In this example, the employee should receive a paycheck for 7/23 to 7/28 provided there were no other processing issues. It was assumed, for illustrative purposes only, that the employee did not receive any paycheck and the information below addresses the corrective action required to pay the employee if this should occur.

Errors:

1. Employee on Leave of Absence on Job but active in Time Reporter Data.

2. Time posted while employee on Leave of Absence creating exceptions for 7/29 to 8/5.

3. Workgroup must match Employee Type on Job Data. Employee is in an Exception Time reporter Workgroup but has an Employee Type of hourly.

Corrective Action Required:

1. If employee will wait for paycheck  – 

a. Change Employee Type to Exception Hourly on Job Data.

b. Enroll employee in zero hours schedule effective 7/29.

c. Delete attendance for 7/29 to 8/5.

d. Log ticket with Core-CT Help Desk to have row added on Time Reporter effective 7/29 to inactivate employee.

e. Pay will automatically be processed for the next pay check. This will only be true if employee did not receive paycheck for 7/23 to 7/28 and there were no other processing issues.

2. If employee has to be paid –  

SCENARIO 2 continued

a. Change Employee Type to Exception Hourly on Job Data.

b. Enroll employee in zero hours schedule effective 7/29.

c. Delete attendance for 7/29 to 8/5.

d. Log ticket with Core-CT Help Desk to have row added on Time Reporter effective 7/29 to inactivate employee.

e. Have Central Payroll issue Petty Cash check for 14 hrs REG and 14 hrs SICK – only required if employee did not receive paycheck for 7/23 to 7/28.

f. Enter attendance for 7/23 to 7/28 on Adjust Paid Time – only required if: employee did not receive a paycheck and an exception occurred for 7/23 to 7/28 and it is too late in the payroll processing period to clean up the exception.

SCENARIO 3

On Monday of pay confirm week, you discover that one of your employees is not showing up on the payroll register and, as a result, will not receive a paycheck.  Before contacting the Help Desk, you perform some preliminary investigatory steps to determine why this employee did not appear in the payroll register.   You have noted that everything appears routine with this employee with the exception that you have made some prior period adjustments for this cycle. You discover that this employee has some rejected time in Time & Labor.

How would you know that there is rejected time out there?

What is the required corrective action? 
ANSWER
Rejected time can be determined by reviewing the following:

· Look at payable time details” in the current pay cycle.  It will state “rejected by payroll”. 

·  Navigate to: Administer Workforce>Capture Time and Labor>Reports > Department Payable Status Rpt
Corrective Action Required:

· Navigate to: Administer Workforce>Capture Time and Labor>Manage>Adjust Paid Time

· Click “close” box on all of the rejected time rows except the current pay period

· If the prior period adjustments affect pay, calculate the difference between original payment and correction and enter it on the additional pay page.  Note, please remember to enter the effective date (the pay period begin date), the end date (the last day of the pay period), the correct earnings code (RTR), and the sequence number.
SCENARIO 3 continued

SPECIAL NOTE:  DO NOT make more than 4 pay periods worth of prior period adjustments in any given pay cycle.  If there is a need to adjust more than 4 pay periods, use the additional pay page and record the change on Adjust Paid Time Page.

WHY DO THE FOLLOWING PAY CHECKS HAVE ERRORS?

SCENARIO 4

In reviewing the payroll transactions in the payroll register on Tuesday morning of pay confirm week, it is discovered that an employee is receiving a payment to which he is not entitled.   You review the transactions entered in the last pay cycle and note that a payment was made in the amount of $500.00 identified as RTR (retroactive payment). This payment was originally paid on the Additional Pay Page.

What is the required corrective action?
ANSWER
· Review Additional Pay Page—was an end date entered?

· Find earnings code for RTR on Additional Pay Page

· Add a row on the effective dated line and enter effective date as the pay period begin date (of the current cycle being worked on) and enter the end date as the same day (pay period begin date).  This will prevent the payment from repeating in the current pay cycle.

SCENARIO 5

Mr. P.T. Maxlimit reports that his paycheck dated 8/20/04 is short 8 hours and his accrual balances are not correct.

Paycheck Data

7/23/04-7/29/04
22 hrs REG, 2 SP

7/30/04-8/5/04

16 hrs REG, 16 hrs VAC

Time and Labor Information

Last processed time sheet (8/5)
      7/23        7/24       7/25         7/26         7/27         7/28          7/29


	Fri
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	TRC

	8
	
	
	
	6
	8
	6
	REG

	
	
	
	
	2
	
	
	PL

	    
	
	
	
	
	2
	SP

	    7/30
	    7/31
	   8/1
	   8/2
	    8/3
	   8/4 
	    8/5
	

	Fri
	Sat
	Sun
	Mon
	Tue
	Wed
	Thu
	TRC

	
	
	
	
	
	8
	8
	REG

	8
	
	
	
	8
	
	
	VAC


Leave Balances (as of 8/5)

Sick 676.3278, Vacation 957.25, PL 1.25

Leave Plans



S80BXW, V80PXW, P80B60

Last Accrual Earned


Sick 5.625, Vacation 2.875 

Time and Labor Group

85005

Workgroup



02PSTDGEN

Time Reporter Data


Active 10/16/03

Shift




1

Rotating Average Schedule

N

Assign Work Schedule

Zero_Hours

Job Data Information

Last row



6/25/04 Pay Rate Change (entered on 6/24/04)

Service Date



9/14/76

Hire Date



3/6/77

Standard Hours


64

FTE




.8

Bargaining Union


02 Managerial

Pay Group



B73

What errors occurred with this paycheck? 

What is the required corrective action?

ANSWER
Errors:

1. Bonus: Employee works 64 hours or 80% - incorrect PL plan (enrolled in 60% plan).

2. Employee lost 2.75 hours because he was at max.

3. Employee in plans based on hours worked and took 19 hours of leave which reduced his accrual.

4. Exception created for 7/27 because employee did not have enough PL time. This caused the entire day to be unpaid.

Corrective Action Required:

1. Employee should be enrolled in leave plan that gives 80% PL time.

2. Agency needs to recalculate the sick and vacation accrual to include the REG equivalent hours. An adjustment should then be entered on the Weekly Elapsed Time page using the appropriate adjustment TRC.

3. To clear the exception the Weekly Elapsed Time page must be changed from 2 PL to 1.25 PL and .75 to something else OR request Central Payroll add 1.25 PL and .75 of something else to paycheck, make a record only adjustment on Adjust Paid Time page and delete the time from the Weekly Elapsed Time page for 7/27. If the employee should have 2 hours PL left, an adjustment must be made on the Weekly Elapsed Time page using the TRC PLAA. After the next accrual process is run, the .75 can be changed back to PL.

WHO’S OUT ON WORKERS COMPENSATION?
SCENARIO 6


An employee initially filed a workers compensation claim as medical only.  The employee is now losing work time.  On the day after Payroll Confirm, your agency Workers Compensation Specialist notices that the information on the Claim Rate page has not populated.  

Where would you check to determine why the Claim Rate page has not populated?

ANSWER
Initially begin your review as follows:

· Under Injury Details – Description tab – the radio button under treatment required was 
not moved from medical to loss time

· Under Claims Management – Claims Detail tab – the Date Closed field was populated

If either of these situations occurred, then various fields on Claim Rate will not calculate/populate.

Next, locate the applicable “error” reports. To find these look in My Reports on the Home page for those assigned Workers’ Compensation roles.  The two reports that would help identify possible problem areas are as follows:

· CTHRR 452 – Workers Compensation Day Calculation Error Report 
(which is produced the Monday after payroll confirms). There is a Job Aid for this report to help explain the error messages.

· CTHRB 453 – Worker’s Comp Rate Update report (which is distributed or                                     
“burst” daily). 

Specifically, you could review the following areas:

· Under Claims Management – Claims Rate tab – either Filing Status and/or Number of 


Withholdings fields were not completed

· Under Claims Management – Claims Rate tab – the Override PS Calculated Worker’s 

            Comp Rates box is checked                                                           

· Under Claims Management – Claims Rate tab – agency manually entered information into one or more of the following fields: ”Disability Start Date”, “First Check Date” or “Return Date”. This prevents the fields of “First Check Days TPA is responsible for” and/or the “Last Period Days TPA is responsible for” from being populated by the system.

SCENARIO 6 continued

· Under Claims Management-Claim Rate tab-if the Effective Date on this screen is more than three (3)  months prior to the current calendar date, the PS calculated rates will not process.

· Under Claims Management-Claim Rate tab-if the 52 Week Average Salary field is not populated, the PS calculated rates will not process. 

· On Weekly Elapse Time page – with regards to the TRCs, the IWSD, ILPD and/or IWED were not recorded

· On Weekly Elapse Time page – the WC claim number was not recorded in the
appropriate field

WHAT HAPPENED TO THE EMPLOYEE’S BENEFITS?

SCENARIO 7
Your agency hired an employee on 8/6/2004.  Your Benefits Specialist can not process the Hire Event or once processed, the system does not offer health insurance options.

Where would you check to determine why the Hire Event would not process or why the system did not offer health insurance options?
ANSWER
The following data should be reviewed:
· Personal Data – date of birth must be completed 

· Personal Data – gender of employee must be completed
· Personal Data – original hire date must match hire date in job data (Correct History is required when the hire date is originally entered incorrectly)

· Job Data – Standard Hours must be at least .5 (half time)
· Job Data – FTE indicator must be completed 

· Job Data – check the Primary/Secondary selection in Job Indicator on Work Location Tab

· Job Data –check the Regular/Temporary selection on Job Information Tab

SCENARIO 8

What are the effects on Health and Life Insurance when using each of the following Action Reasons?  Identify the impact on benefits and benefits billing.
Action Reason Code








Paid Leave of Absence/FIE - Federal Illness Employee
Effect
 - None
              

Paid Leave of Absence/WCH - WrkrComp W/out Pay Posn Held
Effect
 -Elections will open in On Demand Event Maintenance, and the employee will be enrolled in Benefits Billing
Paid Leave of Absence/WCN - WrkrComp w/out Pay Posn NotHld


Effect    - Elections will open in On Demand Event Maintenance, and the employee will be enrolled in Benefits Billing
Paid Leave of Absence/WCP - Workers Compensation With Pay


Effect      - None
Leave of Absence/FSE - Federal/State Employee Ill

Effect       - Elections will open in On Demand Event Maintenance, and the employee will be enrolled in Benefits Billing
Leave of Absence/GIH -  Ill > 1 Yr Incl FMLA Pos Hld
Effect        - Event must be processed by agency, benefits must be terminated and a COBRA notice must be produced
Leave of Absence/MIL -  Military Leave

Effect        - Elections will open in On Demand Event Maintenance, and the employee will be enrolled in Benefits Billing
Leave of Absence/SUS -  Suspension

Effect
       - Elections will open in On Demand Event Maintenance, and the employee will be enrolled in Benefits Billing
Leave of Absence/PPH – Personal Position Held

Effect
       - Benefits must be terminated and a COBRA notice must be produced
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