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Agenda

•• City TaxesCity Taxes

•• WW--22’’s and timeliness and timelines

•• December ConversionDecember Conversion

•• SecuritySecurity

•• Rehire EligibilityRehire Eligibility

•• Benefits Daily Event ProcessingBenefits Daily Event Processing

•• HR Position Management HR Position Management 

•• Time and Labor UpdateTime and Labor Update



Disability Supplement

• Comp Time is currently being used to supplement 
Disability 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

• HCMJA071_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 10th a verification 

letter will be mailed 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.

• W-2’s will be mailed from DAS starting the 
week of January, 19th.



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 7th payday. Agencies will receive the letters no 
later than November 3rd.  

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/AddressLookup/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



Update Tax Distribution Screen

Employee Tax Distribution  

  
       

  

 
Albus Dumbledore  

EMP     ID:  
PYTST001

 

Tax Distribution Find | View All        First 
       

 
  

  

 

*Effective 
Date:  

06/23/2006  Country:
USA  Insert Pre-filled Tax Location

 

States/Localities Customize | Find | View All |         First  1 of 1  
*State Locality   Distribution % 

OH
 

18000 COLUMBUS  100.000
  

   
 



None 
• 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

• This button if checked will only show the 
locality but will not withhold taxes or show 
gross wages. 

M i t i  T  bl  G  LWT  l

Special Tax Status



HCM Security UpdateHCM Security Update
SecuritySecurity Automation Program Live Automation Program Live -- 1010--1515--2008 2008 
–– Removes Roles upon transfer/termination/retirement Removes Roles upon transfer/termination/retirement 
–– Creates new user profiles upon hire Creates new user profiles upon hire -- grants selfgrants self--service access service access 
–– Auto creates/updates Time & Labor selfAuto creates/updates Time & Labor self--service Employees/Managersservice Employees/Managers

Security Redesign Live Security Redesign Live -- 1010--2020--2008 2008 
–– Daily Post GoDaily Post Go--Live Conference Calls for HCM Security Designees Live Conference Calls for HCM Security Designees 

Tuesday Tuesday -- Friday 10Friday 10--21 thru 1021 thru 10--24 from 11 am 24 from 11 am -- 12 pm12 pm
New Online Security Request form Live New Online Security Request form Live -- 1010--2020--2008 2008 
–– Job Aid Job Aid -- Emailed to HCM Security Designees (Emailed to HCM Security Designees (Coming soonComing soon to to 

thethe OAKS Job Aid site)OAKS Job Aid site)
Call OAKS Help Desk for Security Contact information (for your Call OAKS Help Desk for Security Contact information (for your 
Agency Security Designee) Agency Security Designee) 
Contact Contact OAKS.TechSecurity@oaks.state.oh.usOAKS.TechSecurity@oaks.state.oh.us for any questionsfor any questions

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


Benefits – Rehire Eligibility



Benefits – Rehire Eligibility



Benefits – Rehire Eligibility



Benefits – Rehire Eligibility



Benefits – Rehire Eligibility



Benefits – Rehire Eligibility



Understanding Service Dates



Understanding Processing Statuses

•• Assigned (AS)        This is the first status an event Assigned (AS)        This is the first status an event 
receives after it leaves the BAS Activity page.  You receives after it leaves the BAS Activity page.  You 
will see this status will see this status onlyonly if the employee has another if the employee has another 
event already open.  Assigned events event already open.  Assigned events should nevershould never 
be manually be manually ‘‘FinalizedFinalized’’ nor can elections be entered.nor can elections be entered.



Understanding Processing Statuses



Understanding Processing Statuses

•• Notified (NT)         Enrollment forms are created for Notified (NT)         Enrollment forms are created for 
events in events in ‘‘PreparedPrepared’’ status every night after Ben status every night after Ben 
Admin runs.  This will change the EventAdmin runs.  This will change the Event’’s Processing s Processing 
Status to Status to ‘‘Notified.Notified.’’ Events must be in the Events must be in the ‘‘NotifiedNotified’’ 
status in order to restatus in order to re--print an enrollment form.  You print an enrollment form.  You 
can enter an employeecan enter an employee’’s elections for events in a s elections for events in a 
““NotifiedNotified”” processing status.  When you have processing status.  When you have 
entered the elections and clicked the save button, entered the elections and clicked the save button, 
the status will immediately change to the status will immediately change to ““EnteredEntered””.If .If 
there is an enrollment opportunity (medical, dental, there is an enrollment opportunity (medical, dental, 
or vision) and no response is received from the or vision) and no response is received from the 
employee within 31 days of the Event Date, you employee within 31 days of the Event Date, you 
should finalize the event.should finalize the event.



Understanding Processing Statuses



Statistics

•• 223 Outstanding Address Changes223 Outstanding Address Changes

•• 28 Outstanding Birth Events28 Outstanding Birth Events

•• 220 Outstanding DVL Events220 Outstanding DVL Events

•• 157 Outstanding ENR Events157 Outstanding ENR Events

•• 73 Outstanding FML Events73 Outstanding FML Events

•• 23 Outstanding LOA Events23 Outstanding LOA Events

•• 47 Outstanding LOS Events47 Outstanding LOS Events

•• 126 Outstanding LVE Events126 Outstanding LVE Events



Statistics

•• 61 Outstanding Marriage Events61 Outstanding Marriage Events

•• 22 Outstanding MIL Events22 Outstanding MIL Events

•• 218 Outstanding MSC Events218 Outstanding MSC Events

•• 198 Outstanding RFL Events198 Outstanding RFL Events

•• 180 Outstanding STC Events180 Outstanding STC Events

•• 91 Outstanding STS Events91 Outstanding STS Events

•• 18 Outstanding SVC Events18 Outstanding SVC Events

•• 3 Outstanding TER Events3 Outstanding TER Events



What does this mean?

•• Address errors which effect benefits eligibility Address errors which effect benefits eligibility 
and Wand W--2 mailings 2 mailings –– possibly tax implicationspossibly tax implications

•• Enrollment errors Enrollment errors –– dependent errorsdependent errors

•• Incorrect deductions for health insurance Incorrect deductions for health insurance –– 
unnecessary make ups and refundsunnecessary make ups and refunds

•• Incorrect leave accruals Incorrect leave accruals -- Leave conversion Leave conversion 
statement will be incorrectstatement will be incorrect



What should be done daily?

Manage Automated Enrollment > Events > Update Processing Controls



What should be done daily?



What should be done daily?



What now?

A query is your friend! 



Preparing for W-2 mailings

•• Process outstanding and out of sequence Process outstanding and out of sequence 
Address events for employeesAddress events for employees

•• Send notifications to employees to verify Send notifications to employees to verify 
their home address in the systemtheir home address in the system



Preparing for December Conversion 

•• Process outstanding and out of sequence Process outstanding and out of sequence 
DVL events for employeesDVL events for employees

•• Make all necessary adjustments to employee Make all necessary adjustments to employee 
leave via timesheet to correct missing leave via timesheet to correct missing 
accrualsaccruals

•• Communicate early with your employeesCommunicate early with your employees



HCM SupportHCM Support
Mary WalkerMary Walker

614614--728728--76327632

mary.walker@das.state.oh.usmary.walker@das.state.oh.us



Personnel ActionsPersonnel Actions
The ONLY PAs that need The ONLY PAs that need 
Social Security Numbers Social Security Numbers 
on them are the ones for on them are the ones for 
New Hires.New Hires.

Please refrain from Please refrain from 
emailing PAs with Social emailing PAs with Social 
Security Numbers.Security Numbers.



New HiresNew Hires
BEFORE creating a Person of BEFORE creating a Person of 
Interest  (POI) Record in OAKS, a Interest  (POI) Record in OAKS, a 
Social Security Number check needs Social Security Number check needs 
to be done.to be done.

Use Search by National ID to check Use Search by National ID to check 
for an existing Job Record.for an existing Job Record.

Workforce Administration> Workforce Administration> 
Personal Information> Personal Information> 
Biographical> Search by National IDBiographical> Search by National ID



Search by National ID



Position Changes Position Changes ––
 3 Reminders3 Reminders

1. STEP & STEP DATE1. STEP & STEP DATE
The Step & Step Date need to be The Step & Step Date need to be 
checked every time there is a checked every time there is a 
Position Number change in Job Position Number change in Job 
Data.Data.

The Step & Step Date need to be The Step & Step Date need to be 
checked every time there is a checked every time there is a 
Position change that carries into Position change that carries into 
Job Data.Job Data.



Position Changes Position Changes ––
 3 Reminders3 Reminders

2. OVERTIME ELIGIBILITY2. OVERTIME ELIGIBILITY
Overtime eligibility needs to be Overtime eligibility needs to be 
checked prior to saving any checked prior to saving any 
changes in Position.changes in Position.

Overtime eligibility also needs to be Overtime eligibility also needs to be 
checked in Position BEFORE putting checked in Position BEFORE putting 
an employee into a new Position an employee into a new Position 
Number.Number.



OVERTIME ELIGIBILITYOVERTIME ELIGIBILITY



Position Changes Position Changes ––
 3 Reminders3 Reminders

3. Department ID Changes3. Department ID Changes
Department ID needs to be checked Department ID needs to be checked 
prior to putting an employee into a prior to putting an employee into a 
new position.new position.

Is there an active Budget Table for     Is there an active Budget Table for     
this Position Number and Department this Position Number and Department 
ID?ID?



Department ID ChangesDepartment ID Changes



Errors & MessagesErrors & Messages
POSITION BATCH JOB MESSAGEPOSITION BATCH JOB MESSAGE

New messageNew message

Appears when saving a change in Position Appears when saving a change in Position 
Management.Management.

Your work will be saved whether you click Your work will be saved whether you click 
““YesYes”” or or ““NoNo””

Click Click ““NoNo”” if there are 0 or 1 incumbents.if there are 0 or 1 incumbents.

Click Click ““YesYes”” if there are more than 1 if there are more than 1 
incumbents in the positionincumbents in the position

Clicking Clicking ““YesYes”” will trigger a Batch Job will trigger a Batch Job 
that will run overnight, NOT immediately.that will run overnight, NOT immediately.



POSITION BATCH JOB MESSAGEPOSITION BATCH JOB MESSAGE



Errors & MessagesErrors & Messages
Inactive Time Reporter ErrorInactive Time Reporter Error

Appears when the information in Job Data Appears when the information in Job Data 
and Timesheet donand Timesheet don’’t agreet agree
Usually means some sort of time has been Usually means some sort of time has been 
entered into Timesheet after the entered into Timesheet after the 
termination date in Job.termination date in Job.

Time = ANY kind of time, including 0.00 hours, Time = ANY kind of time, including 0.00 hours, 
NO PAY, and NPDLVNO PAY, and NPDLV
Contact Josh Spengler BEFORE you Terminate Contact Josh Spengler BEFORE you Terminate 
an employee with time in their Timesheet after an employee with time in their Timesheet after 
date of Termination.date of Termination.
If the existing time in Timesheet is not If the existing time in Timesheet is not 
addressed, this error will appear when the addressed, this error will appear when the 
Termination row is entered.Termination row is entered.



Inactive Time Reporter ErrorInactive Time Reporter Error



Inactive Time Reporter ErrorInactive Time Reporter Error



Inactive Time Reporter ErrorInactive Time Reporter Error



Inactive Time Reporter ErrorInactive Time Reporter Error



Time and Labor Update

Josh Spengler



Where we were…

As of 08/04/2008
– 2,500 exceptions

– Rolling exceptions

– Exceptions interrupting leave accrual process

– Other payroll issues



Where we are….

Prior pay period exception reduced to a 
handful

Emailing agencies and working with payroll 

Clearing other issues along the way



What we have seen….

Job data and timesheet not matching up

Comp time issues
– Multiple plans
– Expiring time

Prior period leave not reflected in current 
balances



Where we are going….

Exceptions, exceptions, exceptions

Helping payroll with time and labor issues

Communicating with agencies on other 
cleanup projects
– FLSA
– Expired comp time on timesheet



Goals for Time and Labor

Smoother payroll processing week
– Fewer off cycle checks
– More accurate checks

Quickly answer and resolve issues

Proactive training and fixes

Time and Labor research



Questions? 
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