Notes from PUG (Payroll User Group)

Friday, September 19, 2003

Sponsor Comments:

· Despite some issues, Payroll is going well on the accounting side.

· Thanks for your endurance!

· As we include HR in NIS, should we combine HR users with Payroll users?

Security: (Dwane and Lynda)

· Why is security so complex?

· Setting up security includes Address book number, User ID, Matrix coding, and Business Unit

· Conflicts, Business Units, Multi-agency business Units, Authorized Agent left out, implementation, no security environment, software changes, diversity of users, matrix changes, codes change

· Terminated employees can still get information off the system, so remember to disable their ID by either calling the help desk, or trying to sign on with their ID incorrectly three times.

· Matrix coding

· Lockout!

· User passwords expire every 60 days.  Call the help desk if your ID is disabled; your authorized agent will receive the password.

· Support Structure

· Agency resources

· NIS website

· User group

· Try the same task on another computer

· Call or email IMServices help desk.  Be sure to give them as much information as possible by using the "about" screen in the system.

· Rely on your internal controls for back up.  Back up people need authority to fill in if someone is sick.

· Question: Can someone else finish payroll if I call in sick?  Yes, if that person knows the Payroll ID and is set up in execution control.  However, they will not be able to see your reports.

· To see the execution control screen:  From the Pay Cycle Workbench, choose the Payroll ID, click Row, execution control.

· If a change needs to be made to execution control, contact Steve Lortz

Lifelines: (Ryan)

· Use the Payroll calling tree - get your name and email on this list!  Even if you don't think you know any answers, you'll be surprised at what you know and will also have access to get answers!

· Blane will not answer mass emails.  If you need an answer directly from him, send an email to him.

· It is very important to call or email the help desk with problems.  We need to keep track of the issues that come up in the system.

· There is a new search engine on the NIS Home page to search for Training Manuals.  The manuals will be updated and will include a date.

· A Human Resources Help Desk will be put into place.  They are focusing on long-term solutions and a quick response.

· IIF meeting is on September 30.  Position control and ESS will be covered

Pre-Payroll: (Steve)

· You need to do Pre-payroll before the day it is due!

· Question: Can Garnishment deadline be pushed back?  No, Federal Law.  We are already doing it just a week ahead of time, that's already cutting it close.

· Run "changes only" if you have a garnishment or change in a time card after you have run pre-payroll

· One-time overrides should not be disappearing since the update

· Is your override attached to a timecard or a stand-alone?  On the Work with one-time overrides window, click the "All" radio button to see them all

· Question: Can you delete one-time overrides without resetting payroll?  No, we would have to test to see if you could do "changes only"

Blane:

· Notes - supplemental database.  Document thought processes in the system for the auditors

· Address Book Number for an employee must be search types E or X in the Employee Master

· About 6000 employees do not have the supervisor populated on the organizational screen.  These should be updated as time permits.

· Donated leave -payroll stub for the pay period will not look right for the person who donated

· Confirmation statements

· Don't let the Total confuse you; it is for all deductions, not deferred compensation.

· Confirmation statement is a "picture in time," not a calculation

· Question: "Entry of Benefits 2004" menu option - will we have one this year?  No, it caused too many issues last time we used it.

