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Disability Supplement

Comp Time is currently being used to supplement
Disablility Leave as outlined in the job aid Is incorrect

This existing practice goes against the Ohio
Administrative Code (OAC 123:1-33-05)

The TRCs allowing this to happen will be inactivated
for PPE 10/25/08

HCMJAO71 DAS_Disability Process job aid has
been updated and will posted the week of 10/20/08



2008 W-2 Timeline

» By the week November 10" a verification
letter will be malled to employees
requesting that they verify name, social
security number, correct taxes withheld and
mailing address.

* Final date for 2008 clean up 12/18/2008.

o W-2's will be mailed from DAS starting the
week of January, 19™.



2008 December Leave Conversion

This year’s leave conversion will occur pay end date November 22, 2008,
payday December 5, 2008 Payroll Letter to be issued later this week.

Letters should be distributed to employees with their paycheck or advice
statement on November 7" payday. Agencies will receive the letters no
later than November 3.

Each employee should record his or her choices, sign and return the letter to
their agency no later than November 19, 2008.

Agencies will have until November 26, 2008 to process the appropriate
entries in PeopleSoft so that the payouts occur on the December 5th pay
check.

The letters reflect sick and personal leave balances as of pay end date
October 11, 2008. The system will automatically adjust any requests for
payment or conversion to reflect sick and/or personal leave used between
October 12, 2008 and November 22, 2008.



Ohio Localities Tax Job Aid
Tax Liability Requirements for State of Ohio Employees

Persons working in a municipality having a tax must have withholding for
that municipality.

If an employee works in more than one community, the tax rates should
be prorated between municipalities in proportion to tax rate and time
spent in each community. Portions of time less than ten percent may be
ignored (State payroll practice over the last twenty years has led to an
interpretation whereby the second sentence is applied to employees
such as auditors, inspectors, etc. that move from municipality to
municipality and remain in these different municipalities for periods
ranging from a few days to several months).

Employees working in a municipality having no tax, but residing in a
municipality having a tax must have withholding for the municipality of
residence.

Employee working in a municipality having a tax and residing in a
different municipality having a tax, withhold for municipality of residence
also to the extent credit is not allowed by the municipality of residence.



Helpful Websites

http://www.columbustax.net/Muni__List/index.asp

https://thefinder.tax.ohio.gov/StreamlineSalesTa
XWeb/AddresslLookup/LookupByAddress.aspx?t
axType=taxsummary

http://www.ritaohio.com/

City Tax workshop to be held January 2009


http://www.columbustax.net/Muni_List/index.asp
https://thefinder.tax.ohio.gov/StreamlineSalesTaxWeb/AddressLookup/LookupByAddress.aspx?taxType=taxsummary
https://thefinder.tax.ohio.gov/StreamlineSalesTaxWeb/AddressLookup/LookupByAddress.aspx?taxType=taxsummary
https://thefinder.tax.ohio.gov/StreamlineSalesTaxWeb/AddressLookup/LookupByAddress.aspx?taxType=taxsummary
http://www.ritaohio.com/

Screen shot of tax locality for place of residence
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Update Tax Distribution Screen

Employee Tax Distribution
EMP ID:

Albus Dumbledore PYTSTOO1

Tax Distribution Find | View All Firs

*Effective |°6/23/2006 =  Country: " Insert Pre-filled Tax Locatior
Date: =S

.- ) i 'u :

States/Localities customize| Find | vViewal |E  First Bl 1 o 1 [l
[

Distribution % |

OH Q | 18000 0, COLUMBUS | 100.000




None

e This Is the default button when checked will
allow the system to withhold taxes and will
use the reciprocity rules.

Do Not Maintain Taxable Gross and Do Not
Withhold Tax

e This button iIf checked will only show the
locality but will not withhold taxes or show

gross wages.

———— | . |  a— B W A &g



HCM Security Update

Security Automation Program Live - 10-15-2008

— Removes Roles upon transfer/termination/retirement

— Creates new user profiles upon hire - grants self-service access

— Auto creates/updates Time & Labor self-service Employees/Managers
Security Redesign Live - 10-20-2008

— Dally Post Go-Live Conference Calls for HCM Security Designees
1 Tuesday - Friday 10-21 thru 10-24 from 11 am - 12 pm

New Online Security Request form Live - 10-20-2008

— Job Aid - Emailed to HCM Security Designees (Coming soon to
the OAKS Job Aid site)

Call OAKS Help Desk for Security Contact information (for your
Agency Security Designee)

Contact OAKS.TechSecurity@oaks.state.oh.us for any questions



mailto:OAKS.TechSecurity@oaks.state.oh.us

Benefits — Rehire Eligibility

® Job Data - Windows Internet Explorer
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Benefits — Rehire Eligibility

ﬂrJoh Data - Windows Internet Explorer
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Benefits — Rehire Eligibility
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Benefits — Rehire Eligibility

(77I7—|ealth Benefits - Windows Internet Explorer
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Benefits — Rehire Eligibility
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Benefits — Rehire Eligibility

/= Update Event Status - Windows Internet Explorer
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Understanding Service Dates

/= Job Data - Windows Internet Explorer
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Understanding Processing Statuses

/= Update Event Status - Windows Internet Explorer
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Understanding Processing Statuses

» Notified (N5 Enroliment forms are created for
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or vision) and no response is received from the
employee within 31 days of the Event Date, you
should finalize the event.




Understanding Processing Statuses

= Update Event Status - Windows Internet Explorer
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What does this mean?
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What should be done daily?

TED_BENEFIT:
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What should be done daily?

e LUpdate Processing Controls - Windows Internet Explorer
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What should be done daily?

ﬂ Update Processing Controls - Windows Internet Explorer
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- Tree Manager ) )
. Fiepc-:tir = Process potified *Process | Mormal Prc [JaddrEligChg ] Event Out of Sequence [ Finaupfit
PeopleTo Status: Indicator I MuitdobChg Disconnected suppress
[ Job Elig Chg Forms:

1 Ardelr Elirs Chi




A query is your friend!

= Query Viewer - Windows Internet Explorer

& | https:ifigas . hem.oaks, ohio.gov/pspfhogas_internalfEMPLOYEE/HRMS) o QUERY _MANAGER., QUERY _VIEWER . GELPPORTALPARAM_PTCHAY=PT_QUERY_WIEWER_GELEEOPP

2 Query Wiewer

Search:

&)
[ My Favorites
L Self Service
> Manager Self Service
[ Warkforce Administration
- Benefits
[ Compensation
[- Time and Labor
[ Payrell for Morth America
- Payroll Interface
L Workforce Development
> Organizational Development
[ Warkforce Monitaring
> SetUp HRMS
> Set Up SACR
- Enterprise Components
> Tree Manager
- Reporting Tools

= Query

= port Manager
> PeopleTools
— Chanae My Passward

stem Profile

OH_BM_CBR_ENROLLED_IMN_HEALTH
OH_BMN_CBR_EMROLL_COMPLETE
OH_BMN_CBR_PRE_03182007
OH_BMN_DED_COM
OH_BMN_DED_MED
OH_BMN_DED_MH
OH_BM_EES_MOT_EMROLLED_YZ
OH_BMN_EE_HLTH_GEMNDED
OH_BMN_EE_LEAVE HLTH
OH_BM_EE_LVE_LOA_ETR_W_HLTH
OH_BMN_ENROLLED_DEF_MNO_SSM
OH_BMN_EVTS_MOT_COMPLETED
OH_BHM_FIMNALIZE_INCORRECTLY
OH_BMN_HEALTH_FAMILY_MNO_DEFS
OH_BMN_HLTH_ENR_CNTS
OH_BMN_INELIGIBLE_DEF_OVER_18
OH_BMN_JOB_FIELDS
OH_BMN_JOB_WHO_DOMNE_IT
OH_BMN_LEAVE_ACCRUALS
OH_BM_LVE_CARYOVR
OH_BMN_NO_BAS_GRFP_ID
OH_BM_OE_DEP19_23 MOT_ELIG
OH_BMN_OE_DEF_23UFP_MNOT_ELIG
OH_BMN_OE_ERROR_MESSAGES

OH_BMN_OE_MNEW_DEFEMNDENTS

OH_BMN_OE_MNEW_DEPENDEMNTS2

OH_BMN_OE_TERMED_EES
OH_BMN_OUT_OF_SYNC_EVENTS
OH_BMN_OUT_OF_SYNC_EVENTS3
OH_BMN_OVERAGE_DEFPENDENTSZ
OH_BN_PTS_ALL_NOTIFY_LIST
OH_BMN_PTS_MAIL_MRGE_INPUT
OH_BMN_FTS_MNOT_FINALIZEDZ
OH_BMN_PT_GRANDFATHERED
OH_BMN_REH_ELIG3_Y
OH_BMN_RTRZ
OH_BMN_SS_EVTS_WITHIN_DATES
OH_BMN_SS_FE_EVENTS
OH_BMN_SS_OE_EVEMNTS

What now?

Cobra EEs Enrolled in Health
Cobra EEs w/Enroll Completed
List COBRA events pre 3/18/200
Comm deductions - reg & makeup
Med deductions - reg & makeup
MH deductions - reg & makeup
EEs w/ hith not enrolled 1y/1z
EE Health Gen Ded GT Date
EEs on Leave with Health

EEs (LOA/ETR) on LVE wi Health
Enrolled Dependents wi MNo SSM
BN Events Mot Completed
Events Finalized Incorrectly

EEs w/ Family Covg Mo Deps
Counts of EE’s in Health Plans
Ineligible Dep Over 18

Job transactions

Leave accrl for personal leave
Leave carryover - Dec 1 yearen
EEs with no BAS Group ID
Ineligible Dependents 19-23
Overage Dependents 23+

OE Process Error Messages

Mew Dependents Added During
oE

MNew Dependents Added During
oE

EEs w/ OE Event Who Termed
Cut of Sequence Events

Out of Seq Events wio Disconn
Drop Dependents from Coverage
PT EEs All - Motify List

PTS Mail Merge Input Data

PTS Events Mot Finalized
Part-Time Grandfathered EEs
Rehires wi/ ¥ in Elig Config 3

EE SS Events within date range
Events enrolled via S5
OE Events Entered via SS

Fublic
FPublic
Public
Fublic
Fublic
Public
Fublic
FPublic
Public
Fublic
Fublic
Public
Fublic
FPublic
Public
Fublic
Fublic
Public
Fublic
FPublic
Public
Fublic
Fublic
Public

Fublic

Public

Public
Public
Fublic
Public
Public
Fublic
Public
Public
Fublic
Public
Public
Public
Public

Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule

hedule

chedule
chedule
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Preparing for W-2 mailings
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Preparing for December Conversion
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HCM SUPPORT

MARY WALKER
614-728-7632
MARY.WALKER@DAS.STATE.OH.US




PERSONNEL ACTIONS

THE ONLY PAS THAT NEED
SOCIAL SECURITY NUMBERS

ON THEM ARE THE ONES FOR
NEW HIRES.

PLEASE REFRAIN FROM
EMAILING PAS WITH SOCIAL
SECURITY NUMBERS.




NEW HIRES

BEFORE CREATING A PERSON OF
INTEREST (POI) RECORD IN OAKS, A
SOCIAL SECURITY NUMBER CHECK NEEDS
TO BE DONE.

USE SEARCH BY NATIONAL ID TO CHECK
FOR AN EXISTING JOB RECORD.

WORKFORCE ADMINISTRATION>
PERSONAL INFORMATION>
BIOGRAPHICAL> SEARCH BY NATIONAL ID




SEARCH BY NATIONAL ID

ﬁ Search by National ID - Windows Internet Explorer E]@

Add to Favorites

_Search by National ID

[+ Manager Self Service i .
£ = National ID:

Vorkforce Administration
onal Information *Search in:

customize | Find | View A1 B First [ 4 74
[Country [National ID Type

— Search by National ID

D
[=] Notify

tional

onship:
onal Relationships

[ Time and Labor
|l for Morth America
Vorkforce Development
yrganizational Development
Vorkforce Monitoring

:5 start eEVvVE-C 6 T 2:34 P
® f Wednesday

r! Inboe - Microsaft Out... (f Search by National 1D, r'EJ Inactive Time Report... rﬁ Microsoft PowerPoint ... 10/15/2008




POSITION CHANGES —
3 REMINDERS

1. STEP & STEP DATE

THE STEP & STEP DATE NEED TO BE
CHECKED EVERY TIME THERE IS A
PoOSITION NUMBER CHANGE IN JOB
DATA.

THE STEP & STEP DATE NEED TO BE
CHECKED EVERY TIME THERE IS A
POSITION CHANGE THAT CARRIES INTO
JOoB DATA.




POSITION CHANGES —
3 REMINDERS

2. OVERTIME ELIGIBILITY

OVERTIME ELIGIBILITY NEEDS TO BE
CHECKED PRIOR TO SAVING ANY
CHANGES IN POSITION.

OVERTIME ELIGIBILITY ALSO NEEDS TO BE
CHECKED IN PosITION BEFORE PUTTING
AN EMPLOYEE INTO A NEW POSITION
NUMBER.




OVERTIME ELIGIBILITY

ﬂ Add/Update Position Info - Windows Internet Explorer

Headcount Status: Open ‘Current Head Count: 0 out of

“Effective Date: |0 1 *Status: Active v

Reason: k version Action Date: 12/10

“Position Status: 3 Status Date: | [ Key Position
Job Information

“Business Unit:

Job Code: Manager Level:  All Other Po:
*Full/Part Time: | Full-Time
> Manage : Union Code:
Workfo
Benefi
> Compensation
> Time and Labor Work Location
oll for North Ame
‘Workforce Development “Reg Region:
> Organizational Development
> Workforce Monitoring Departmen DIk Company:

Short Title:

tate of Ohio
Location: TVEH County Frankiin

Components
ger ° (=i Dot-Line:

> Reporting Tool Supervisor Lvl:
> PeopleTools

Salary Plan Information

Salary Admin Plan: |0 2 Grade:

Standard Hours: 0 Work Period:

74 start evEsC -6

295 FM
& ) Wednesday
[ inbox - Mirasaft Ouk... /7 AddfUpdste Position .. | & Inactive Time Repert. .. | [0 Micrasaft PawerPaint . I)

10f152008




POSITION CHANGES —
3 REMINDERS

3. DEPARTMENT ID CHANGES

DEPARTMENT ID NEEDS TO BE CHECKED
PRIOR TO PUTTING AN EMPLOYEE INTO A
NEW POSITION.

IS THERE AN ACTIVE BUDGET TABLE FOR
THIS POSITION NUMBER AND DEPARTMENT
ID?




DEPARTMENT ID CHANGES

7* Department Budget Table USA - Windows Internet Explorer ER

£ AddAUIpgate Position Info - Windows Internet Cplorer FER

Fiscal Year:
Curront Head Count
Euiges Eogin s

Buoget End Da Per Dudged Level Per EarnTaxDed

Department Position Pool

anager Lovet

“FuliPer Tk Effective Date: 0 : 0 3 Date Entere

WUnion Code: Bacdget L

el

Organizsscnal Development

Company:

Funding End Dt Destributed
- ¥ - v

Reporta To: 4 Dol Line:

Supardsor Lvt:

Salary Admin P

Standand Hours:

~Elusa

FLEA Stats:

— - T _— —
ettt eovmE- ce iy | T evmc o )
- - = - . -
| [ o [E ) 2] [ ER——y f.mm B e £ vepetree puiet 1., | g nactive T Regort... 1B Morosoft Powerpont .. |G Document - Moosof .. ,)mlsmn




ERRORS & MESSAGES

POSITION BATCH JOB MESSAGE
NEW MESSAGE

APPEARS WHEN SAVING A CHANGE IN POSITION
MANAGEMENT.

YOUR WORK WILL BE SAVED WHETHER YOU CLICK
“YES” OR 66N099

CLICK “NO” IF THERE ARE O OR 1 INCUMBENTS.

CLICK “YES” IF THERE ARE MORE THAN 1
INCUMBENTS IN THE POSITION

CLICKING “YES” WILL TRIGGER A BATCH JOB
THAT WILL RUN OVERNIGHT, NOT IMMEDIATELY.




POSITION BATCH JOB MESSAGE

(= AddfUpdate Position Info - Windows Internet Explorer E]@

igned for high valume tran ians ase selec Ifyou select No' incumbent data will be updated
online.

No

Workforce Administration
> Benefit:
> Compensation
> Time and Labor
(> Payroll for North America
Workforce Development
Organizational Development
I Workforce Monitaring
Up HRMS

[ Enterprise Components

[ Tree Manager
Reporting To
PeopleTool:

s start evE-L G | a0zpm

r Wednesday

[ /8 tnbox - Microsoft .. /% nddjUpdsts Postio... | (- Welcome to Ohiog... | i Inactive Time Repor... | 8 DBT mismatches 10~... | |3 Microsoft PowerPai... | 4 Documentt - Micros... \0/15/2008




ERRORS & MESSAGES

INACTIVE TIME REPORTER ERROR

APPEARS WHEN THE INFORMATION IN JOB DATA
AND TIMESHEET DON’T AGREE

USUALLY MEANS SOME SORT OF TIME HAS BEEN
ENTERED INTO TIMESHEET AFTER THE
TERMINATION DATE IN JOB.

TIME = ANY KIND OF TIME, INCLUDING 0.00 HOURS,
NO PAY, AND NPDLYV

CONTACT JOSH SPENGLER BEFORE YOU TERMINATE
AN EMPLOYEE WITH TIME IN THEIR TIMESHEET AFTER
DATE OF TERMINATION.

IF THE EXISTING TIME IN TIMESHEET IS NOT
ADDRESSED, THIS ERROR WILL APPEAR WHEN THE
TERMINATION ROW IS ENTERED.




INACTIVE TIME REPORTER ERROR

B EmplRcd#

Find  First U 10112 D Last

HR Status: i Payroll Status:

*Effective Date: Sequence; 0 ~Job Indicator
Action | Reason: 5 5.
Current
Last Stari Date: 1 Termination Date:
Expected Job End Date
Last Date Worked:
Position Number:

» Payroll for Morth America
orkforce Development )
rganizational Development Reguiatory Region:

Company:

Business Unit: — = =
Components . N o B . i
> Tree Manager Department: DN Grand Lake te Pric Department Entry Date:

Reporting Tools Location: DNRAUG DNR Auglaize
Peopl TE
— Establishment ID: : e of Ohio

Date Created:

ev@~s oC B s

L @_ Thursday
|18 inbos - microsoft Out... | [ Microsoft PowerPoint ... | ¢ JobData - WindowsL.. /% Job Dats - Windows ... T 1041642008




INACTIVE TIME REPORTER ERROR

(= Job Data - Windows Internet Explorer E@@

inkernalfEMP

I ctmolRcd#® O

find  First K 50r13 D Lot
HR Status: Payroll Status:

*Effective Date: : [ o *Job Indicator

Action | Reason: onal Interruption »

Last Start Date: 1 Termination Date:
Expected Job End Date
Last Date Worked: 1 7 [l override Last Date Worked Expected Return Date:

ayroll for North America = ;
Workforce Development Position Number: : N R WORKER Position Entry Date:

Organizational Development Position Management Record
& Monitoring

Regulatory Region:
Company: 0 tate of Ohio
Business Unit: tate of Ohio S
Department: Grand Lake : Department Entry Date:
Location: UG Auglaize County Default
Establishment ID: te of Ohio

Date Created:

g start (SN W - [g Ta;as_g:m
1 ursday.

|8l trbox - ticroscft oue... | [ Microsoft PowerPoint .../ Job Data- Windows ... | {2 Tmeshest - Windows... | [ Doclments - Micrasof... 10/16/2008




INACTIVE TIME REPORTER ERROR

/f Job Data - Windows Internet Explorer

ime and Labor Data

] EmplRcd#: 0

First Kl 2.0r4 B Lost

*Time Reporter Status: sl | Send Time to Payroll
rting Template

Commitment Accounting Fla
For Taskgroup
For Department

Time Period ID:
Compensation . .
Time and Labor “Workaroup:
Payroll for North America

» Workforce Development
izational Development Task Profile ID:
Workforce Monitoring

*Taskgroup:

TCD Group:
Restriction Profile ID:

Components ‘
Tree Manager Rule Element 1:

Reporting Tools Rule Element 2:
Rule Element 3:
Rule Element 4:
Rule Element 5:

Time Zone:

Internet ® -

+4 start (SN - Walal -1 | @ a3zam
[ i'_ Thursday
r! Inbox - Microsoft Out... rﬁ Microsoft PowerPoint ... /2 Job Data - Windows 1... r@ Document3 - Microsof... &) 10162008




INACTIVE TIME REPORTER ERROR

(= Timesheet - Windows Internet Explorer.

Help

Timesheet

EmpliD

Empl Red Nbr:

View By: | Time Period Date:

Reported Hours: 0.00 Hours

Scheduled Hours:  40.00 Hours
Reported time on or before 10/11/2008 is for a prior period.

From Sunday 10/28/2007 to Saturday 11/10/2007
Time and

Fri Sn
roll for Morth America M2 13 114
Jrclnr!tfc_wr_ De_vempmem N i
Organizational Development
Waorkforce Monitoring q
et Up HRIM

40.00 | REGLR - Regular Hours
R

40.00 |n

Reporting Tools
PeopleTools

10 REGLR
8.00 REGLR

W o0 -

+5 start eEVvECs o6 | & saean
&)%) Thursday

r! Inbos - Microsaft Out... rﬁ Microsaft PowerPaint ... r(f Job Data - Windows 1. {2 Timeshest - Windows. .. r‘@ Dacument3 - Microsof... [ 10j16/z008




Time and Labor Update

Josh Spengler



Where we were...
-

e As of 08/04/2008
- 2,500 exceptions

- Rolling exceptions

- EXxceptions interrupting leave accrual process

— Other payroll issues



Where we are....
-

e Prior pay period exception reduced to a
handful

e Emailing agencies and working with payroll

e Clearing other issues along the way



What we have seen....
G

e Job data and timesheet not matching up

e Comp time issues
— Multiple plans
—- EXpiring time

e Prior period leave not reflected in current
balances



Where we are going....
...

e EXceptions, exceptions, exceptions

e Helping payroll with time and labor issues

e Communicating with agencies on other
cleanup projects
- FLSA
—- Expired comp time on timesheet



Goals for Time and Labor
. /000007

e Smoother payroll processing week
- Fewer off cycle checks
- More accurate checks

e Quickly answer and resolve issues

e Proactive training and fixes

e Time and Labor research



Questions?
S
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