April 17th  – HR/Payroll/Benefits Conference Call
MISCELLANEOUS

· As scheduled Release 1 – 2012 was successful.  Emailed information attached with specifics of updates.
· Performance rating records were to be loaded the weekend of the 21st 

· System is locked and unable to process any actions with an effective date of 7/1/12 (If someone separates 6/30/12, you can proceed with that separation as it is effective 6/30/12)

· National Guard employees are being removed from SAP.  Run a verification report before hiring a National Guard employee.

· New Hire actions should be complete in full in one day.  If during corrections, the action should be completed (all infotypes) in full before payroll run.  This is causing a lot of problems at BEST:  Inputting ee into Remedy; Infotypes are missing; Infotype 2 is missing or lacking other pertinent information.

· New and updated BI Reports.
PAYROLL
· New BPP for “late” retirement wages for Orbit – Please review the BPP and contact our Payroll office if there are questions concerning the information.

TIME

BENEFITS

· Annual enrollment went well.  Only 87 Phone enrollments.
ORG MANAGEMENT
· OM Spreadsheet and PA Actions
· BEST has made the ruling (since our internal webinar) that if a spreadsheet of 10 or more OM changes is submitted, they will automatically process the PA action beginning May 1st, with conditions listed below.  

· Conditions

· No Active PCRs on the employees for which a PA needs processing

· If an employee is on LOA they will be placed back in “Active” status so you will need to track those internally.

· No retro transfers (current month)

· This has changed our internal process for spreadsheets.  As of May 1st, Central HR will only accept spreadsheets for 10 or more position transfers.  If you have 9 or less, they must be completed through individual PCRs.

PERSONNEL ADMINISTRATION

· If Agency A hires an EE from Agency B while they are on LOA, Agency B must reinstate the employee before the Agency A can process the action.  Practice (through out the BPPs and confirmation from OSP) is the employee shall be reinstated to the same capacity as prior to the LOA.
· For example:  EE is on LOA with DOC.  May 1st the EE will begin employment with CRH.  CRH must contact DOC to let them know EE has started with CRH as of 5/1/12 while asking them to reinstate the employee from LOA.  Once DOC has reinstated the EE CRH can process their transfer action.

· For Cancel Acting Pay and Promotions with the same effective date, contact Central HR for guidance.

TRAINING
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