March 20th  – HR/Payroll/Benefits Conference Call
MISCELLANEOUS

· Security Authorization Issues:  If, when trying to use a transaction, you receive an error message such as “You are not authorized to use transaction XXX”, at that screen, go up to the field beside the green check and type in   /nSU53 (rather than n/SU53).  It will populate a screen as in the slide that you can use when you open a ticket to BEST explaining the problem.  This is used so rare but in the event that you know you have access to a transaction and the system is tell you that you do not, you can use this transaction and take a screen shot to send to BEST so they may troubleshoot the problem.
· Employment / Salary Verifications – These have (since 2008) been handled by BEST shared services.  Some divisions and facilities have and continue to complete the form and send it back to the vendor/requestor.  However, BEST will complete the form or the verbal verification by using the public information screen.  Please feel free to fax the form to BEST or give the caller the number to the call center.  However, if the form calls for employee hours worked or time off, those should be completed by the agency. 
· BI Reporting Metrics – BO153 Time to Process LOA Actions Metrics has a “glitch.”  If someone goes back into an action that was created, for example, in August 2011 and additional notes were added in February 2012, then the report will pull that date from the system for the report which will make it appear that the LOA action was processed more than 90 days ago.  Which that is incorrect.  BEST is in the process of reconfiguring the report
PAYROLL
· New Retirement Wage Types – New wage types were created.
· Positive and negative adjustments are also addressed as it relates to retirement.  There will be a Job Aid coming from BEST soon.  There will be a webinar April 10th that will provide more information.  I will pass that information along as soon as I have ALL the information to pass along.
TIME

· Daylight Savings Considerations – Keep in mind when “Springing Forward” there is 23 working hours that day rather than 24; be sure the employees/time keepers code that correctly (Do not code more hours worked than actually worked).  When we “Fall Back” there is a maximum number of 25 hours in that day so be sure the employees/time keepers key the correct time.  The problem more often is in the Fall Back when there is potentially more than 24 hours in a day.  The system only recognizes 24 hours in a day.  Therefore the 25th hour should be handled by a payroll administrator using 19TS – Transition Adjustment - 1714 OnCall Daylight Savings (maximum is $10).
BENEFITS

· SHP Annual Enrollment – Slides are very specific as to phone enrollment.  If you have additional questions please contact Felicia Davis.
ORG MANAGMENT
PERSONNEL ADMINISTRATION

· Separation and Separation Pay Continuation Actions – Please be sure to follow the BPP when processing the actions.  When an employee separates they should be placed in position 99999999.  If the action is processed correctly the system will default the position to all 9’s.  Same goes for Separation Pay Continuation Actions – the employee should be placed in position 999999999 and also placed into either the SPC (Separation Pay Continuation) org unit or their current org unit.  Check with your HR manager for that org unit clarification.
· RBC and PNC account changes – as communicated by BEST today, the crosswalk of accounts should be permanent; however, it is suggested that employees with RBC accounts get new accounts, as there may be “bounce back of funds” that may slow the direct deposit date for an employee’s check.
TRAINING
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