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Purpose and Goals of Pilot 
Purpose of Pilot: 
Efficiently and accurately compensate Commonwealth employees using 
HR/CMS self-service timesheets for travel reimbursement. Within this pilot, 
employees will be responsible for entering specific reimbursement codes into 
timesheet, in compliance with their department’s policy. After receiving all 
documentation related to the expense, the time approver will be responsible for 
approving the entry. 
 
The goals of this pilot are: 
► To more efficiently reimburse employees for job-related travel expenses by 

eliminating a paper-based submission and approval process 
► To reduce the amount of manual processing of travel reimbursements by 

agency core users 
► To reduce the amount of paper generated per transaction 



Step 1 
► OBJECT CLASS BB STATE EMPLOYEE RELATED EXPENSE codes (BB 

Codes) would be made available to DLS for a pilot program 
 
► List of exact BB Codes to be piloted to be determined by Labor & Workforce 

Development Finance (LWD) 
 



BB Codes – Definitions 
Object 
Code  

Object 
Code 
Name 

TRC  TRC DESCRIPTION TRC Use EARN CODE EARNINGS CODE 
DESCRIPTION 

B01 
Out of 
State 
Travel 

B01 Travel And Oth 
Expe/OutOfState 

Amount - Used for reimbursement to 
employees for the expense of approved 
out of state travel. Object Code B01. 

B01 Travel And Oth 
Expe/OutOfState 

B1B Travel Lodging Expense 
Amount - Used for reimbursement to 
employees for approved lodging 
expenses in MA. Object Code B01. 

B1B Travel Lodging 
Expense 

BB1 Travel Airfare Expenses 
Amount - Used for reimbursement to 
employees for approved airfare expenses 
only. Object Code B01. 

BB1 Travel Airfare 
Expenses 

B02 In State 
Travel 

B02 Travel Expense/ In MA 

Amount - Used for reimbursement to 
employees for approved in state travel 
expenses, such as lodging, excluding 
mileage, parking and tolls. Object Code 
B01.  

B02 Travel Expense/ 
In MA 

BAE Auto Expense 
Reimbursement 

Amount - Used for reimbursement to 
employees for approved auto expenses 
not including mileage, tolls or parking. 
Object Code B02. 

BAE Auto Expense 
Reimbursement 

BMI Car Mileage Reimbursement 
Amount - Used to reimburse an employee 
for mileage while using a personal vehicle 
for approved business purposes. Object 
Code B02.  

BMI Car Mileage 
Reimbursement 

BPK Parking Reimbursement 
Amount - Used to reimburse an employee 
for parking to attend approved meetings, 
conferences, etc. Object Code B02. 

BPK Parking 
Reimbursement 

BTL Toll Reimbursement 
Amount - Used to reimburse an employee 
for tolls while traveling for approved 
business purposes. Object Code B02. 

BTL Toll 
Reimbursement 

B03 Overtime 
Meals B03 Overtime Meals Expense 

Amount - Used for meal reimbursement 
when an employee works 3 or more hours 
of approved overtime exclusive of meal 
period.  Meal reimbursements vary based 
on Collective Bargaining Agreements and 
Red Book.  Employees on travel status 
are not eligible. Object Code B03.  

B03 Overtime Meals 
Expense 

B04 Tuition 

B04 Tuition/Non-Graduate 

Amount - Used for reimbursement to 
employees for approved tuition and/or 
tuition related expenses.  All payments 
and reimbursements must be job related. 
Object Code B04. 

B04 Tuition/Non-
Graduate 

BB4 Tuition/Graduate 
Amount - Used for Tuition reimbursement 
for approved Graduate level courses. 
Object Code B04. 

BB4 Tuition/Graduate 

Object 
Code  

Object Code 
Name TRC  TRC DESCRIPTION TRC Use EARN CODE 

EARNINGS 
CODE 
DESCRIPTION 

B05 Training & 
Membership 

B05 Conference and Training 

Amount - Used for reimbursement 
to employees approved for 
registration or reservation fees for 
conferences or training.  Object 
Code B05.   

B05 Conference and 
Training 

B06 Membership Dues and Licensing 
Fee 

Amount - Used for reimbursement 
to employees for membership in 
professional associations or license 
fees. Object Code B05. 

B06 
Mbrship Dues 
and Licensing 
Fee 

  Not Available in Timesheet HRD Sponsored Training 
Reimbursement for NAGE BNA TRAINNAGE 

  Not Available in Timesheet HRD Sponsored Training 
Reimbursement for SEIU BSE TRAINSEIU 

  Not Available in Timesheet HRD Sponsored Membership/ 
Licensing Reimbursement BX6 MBRSHPREIM 

B07 Tangible Assets 
(Taxable) BT7 Tangible Asset Allowances 

Amount - Used for taxable 
reimbursement to employees for 
equipment or other assets. Object 
Code B07. 

BT7 Tangible Asset 
Allowances 

B08 Clothing 
Allowances B08 Clothing Allowances 

Amount - Used for reimbursement 
to employees for the approved 
purchase or cleaning of work-
related clothing. Object Code B08. 

B08 Clothing 
Allowances 

B10 Exigent Job-
Related Expenses B10 Exigent Job-Related Expenses 

Amount - Used for reimbursement 
to employees for approved 
incidental expenses, which require 
an immediate payment so that a 
department may perform its 
mission, or for job related expenses 
that cannot be paid for in an usual 
manner.  Object Code B10. 

B10 
Exigent Job-
Related 
Expenses 

B92 
Taxable 
Employee 
Reimbursement 

B92 Taxable Employee Reimbursement 

Amount - Used for any taxable (per 
IRS) employee reimbursements, 
excluding contractors. Object Code 
B92 

B92 
Taxable 
Employee 
Reimbursement 

C98 
Reimbursement of 
Contract 
Employee 

C98 TravelExpense-Contract Service 

Amount - Used for travel 
expenditure reimbursements 
incurred by a contract employee. 
Object Code C98. 

C98 TravelExpense-
Contract Service 



BB Codes - SSTA 



Step 2 
► DLS employees trained to use BB Codes 

─ Employees will use existing internal Excel form to calculate reimbursement 
amount 

─ Employees will enter lump sum dollar amount under Saturday for the PREVIOUS 
week during pilot program 
 Employees will add a comment stating time period reimbursement covers 
 

► Whenever an employee submits reimbursement under a BB Code he/she 
will email supporting documentation to time approver 
─ Completed reimbursement form (for calculation purposes) 
─ Scanned copies or screen shots of receipts and other support documentation 



Step 3 
 

► Manager will confirm reimbursement 

─ Manager will compare documentation to reimbursement request in SSTA 

─ If there is a discrepancy the manager will make adjustments and notify the 

employee 

─ Once SSTA and documentation match the manager will approve reimbursement 

and time 

─ Manager will save electronic documentation email for audit purposes 



Advantages 
► Employee 

─ No additional paperwork 
─ Quicker reimbursement 

► Agency 
─ Reduced paper, toner and postage costs 
─ Expedited process 

► Secretary 
─ Reduced labor (cut data entry and review) 
─ Simplified close of FY process 



Challenges 

►Still manual work 
─ Redundant to fill out worksheet and SSTA 
─ Problems printing maps to PDF (odometer) 
─ Manager verification of mileage 
─ Delegation of Approval of Reimbursement 

►Employees with multiple cost centers 



Future Possibilities 

►Ideal would be: 
─Entering documentation directly into 

system for travel authorization 
─System that performs reimbursement 

calculations 
─System that allows for storage of 

support documentation  



MASSACHUSETTS RETIREMENT BOARD  
MARIS EXECUTIVE BRIEFING  

June 10, 2016 
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06/15/16 
 

Planning Activities Planned Execution  

Days to  
Go-Live: 82 : 

MSRB Free Flow Testing 
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Key Cut Over Activities and Dates  

Deployment Activities Project Plan Date Comment 

Line of Business Application Readiness 5/2/16 -  7/28/16 

• Creation of Production Environment 
• Security Set Up 
• Configuration 
• Code migration and other readiness activities 

HRCMS/UMass Send final legacy file 8/23/16 • August 20th PPE  

Shut off Legacy User Access & Legacy 
Interfaces 8/25/2016 Last day of access (for both internal and external access) 

Final Retirement Payroll Run (prior to “Go-
Live”) 8/26/2016 

Final Checks Printed and Mailed 8/29/2016  

Extract Legacy Conversion Data (Internal) 8/26/2016 Final extraction of data provided to MARIS, from legacy 
system(s) 

Convert Final Data 9/3/2016 

Load data 
Data conversion 
Reconciliation report results 
Manual data verification 

HR/CMS / UMass to send first MARIS 
Interface File 9/6/16 September 3rd  PPE   

Production “Go-Live” 9/9/2016 MARIS Go-live for MSRB Users 





Credit Union for State Employees 
 

► Over 10,500 State Employees are Members 
 

► Over $89,000,000 on Deposit from State Employees 
 

► Over $82,000,000 in Loan Balances 
 

► Exclusive Offers for State Employees Only 
 

► Exclusive State Employee Web Page 
 

► Exclusive State HR/CMS Contacts Page 



Specials 



High Yield Savings 
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Credit Card   
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0% Heat Loan 

22 



My Reward Checking 
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How to find State specials:  metrocu.org 
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metrocu.org/state 



https://www.metrocu.org/mastatehrcmscontacts 
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Email Communications 

27 



Sunshine Fund 

28 
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Free Financial Education Lunch and Learns 
 
 
► Dedicated Account Representatives  

─ Lunch and Learn Sessions 
─ Open Enrollments  
─ Benefit Fairs 
─ Employee Financial Education 

Seminars 
 

► Promotional Materials Available 
─ Payroll Inserts 
─ Bulletin Board Posters 
─ Intranet Links 
─ Flyers and Brochures 

 
 

 



Thank you 



Contacts 
► Janine Brady 

─ jbrady@metrocu.org 
─ 877-MY-METRO x 3020 

 
► Charlene Bauer 

─ cbauer@metrocu.org 
─ 617-889-7795 
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Flexible Spending Accounts 
 



2016 Plan Years 
  Half Year Plan GIC Fiscal Plan Year 2017 
Number of Months 6 months 12 months 

Plan Year Dates 1/1/2016 – 6/30/2016 7/1/2016 – 6/30/2017 

HCSA Maximum  $1,275 $2,550 

HCSA Minimum $250 $250 

DCAP Maximum $2,500 $5,000 per cal. year 

Grace Period 2.5 
months 

9/15/2016 9/15/2017 

Deadline to File Claims 10/15/2016 10/15/2017 

Bi-weekly Deductions 
Start 

12/27/2015 6/26/2016 

Bi-weekly Deductions 
End 

06/25/2016 6/24/2017 

Number of Pay Periods 
BI-WEEKLY 

FSA 13 FSA 26 
13 in CY16 and 13 in CY17 



Confirmation Packet 
 Confirmation packets are being mailed via USPS to all 

participants 
 Confirmation Letter 

 2017 Plan Election Amounts 
 Set of two Wallet Cards 

 New HCSA participants will receive their set of two 
Health Care FSA debit cards in a separate mailing, 
plain white envelope  
 



Confirmation Packet Wallet Card 



Important Dates for Employees  
2016 Half-Year Plan: January 1 to June 30, 2016  
2 ½ Month Grace Period: July 1 –September 15, 2016 
Claim Filing Deadline: October 15, 2016 
 
2017 Plan Year: July 1, 2016 to June 30, 2017  
2 ½ Month Grace Period: July 1 –September 15, 2017 
Claim Filing Deadline: October 15, 2017 
 
Next Open Enrollment spring 2017 

 



Deactivated HCSA Cards 
 Employees need to log into their account or contact 

the FSA Administrator– ASIFlex 
 www.asiflex.com/gic 
 Call ASIFlex’s toll-free number 800.659.3035 

 Supporting documentations, EOBs are a good resource 
 Do not call the GIC, we do not have access to the 

Employee’s FSA Accounts 
 



Updated Job Aid 





Employer Portal 

 Secure portal with unique credentials for each 
coordinator 

 ASIFlex posts enrollment reports and payroll 
discrepancy reports  

 Coordinator can upload enrollment forms, status 
change forms and etc. 



Changes to Elections 
 Can change election during plan year only with 

qualified status change 
 A deactivated HCSA card is NOT a qualifying status 

change 
 New: 60 days to make changes, same as other GIC 

Benefits  
 Additional qualifying events for DCAP 
 Leave of Absence – Use the Status Change form 
 Complete Status Change forms and send to ASIFlex 

through portal or by fax, not to the GIC 
 



Coordinator Action Items 
 May/June 2016 

 Review 2017 enrollment lists posted to Employer Portal 
 2017 Enrollments and 2016 Not re-enrolled  

 Make changes to enroll or terminate as needed 
 

 On-Going Monthly Discrepancy Reports 
 Will be sent through your Employer Portal  

 At end of the month an email is sent when report is posted 
 Resolve discrepancies within two business days 
 Coordinators fax or upload new hire and change forms 

to ASIFlex, not the GIC  



Payroll Error Refunds  
 Refunds are made with post tax funds and create tax 

problems for the member and the Commonwealth 
 Refunds may only be made within 60 days of the 

mistaken deduction effective 7/1/16 
 After 60 days, it is up to the employer/agency to repay 

the employee – no refunds will be made from the FSA 
account 

 Timely reconciliations will avoid problems 



Payroll Error Refunds 
 Avoid refund requests: enter the correct deduction code(s), deduction 

amount(s) and end date deduction(s) when entering terminations/leaves 
of absence. 

 To request a payroll refund : 
Send the request via email to Karin.Eddy2@state.ma.us within 60 days  
Include the following information: 

Employee Name 
Employee ID 
Deduction code(s) and amount(s) of refund; e.g. DCAP $50, HCSAF $2.50 
Reason for refund; e.g. terminated state service, deduction taken in error 
 Offline Agencies: Name and address for refund check – refund checks will 
be made payable to the Commonwealth of Massachusetts. The agency must 
refund the employee. 
 UMass and HRCMS payroll systems: Refunds by  payroll reversals in the 
same calendar year.  GIC will review and authorize the processing of the payroll 
reversal with OSC for HRCMS agencies. 

The GIC must approve the refund request and will work with ASIFlex to 
research 
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Contacting ASIFlex 
Coordinators Participants 

 
 
Mailing Address 

 
ASIFlex Customer Service 
P.O. Box 6044 
Columbia, MO 65205-6044 

 
Website 

 
www.asiflex.com/gic 
  

 
Email 

 
asi@asiflex.com 
  

 
Customer Service 
Hours 

 
8 AM to 8 PM Mon. – Fri. 
10 AM to 2 PM Saturday 
  

 
Toll-Free Phone 

 
1.800.659.3035 
  

 
Toll-Free Fax 

 
1.877.879.9038 
  

 
Account 
Manager 

 
Kaleena Kollmeier 
  
 

 
Email 

 
flexgic@asiflex.com 
  

 
Coordinators 
Only 
 

 
(888) 602-4132  

 
Direct Phone  
 

 
(573) 777-5616 

 
Direct Fax 
 

 
(573) 442-4435 

 
NOTE:  Please refer participants to customer 
service and not to the account manager. 
 



Commuter Choice – Transit and Parking 
 
 
 
 

Presented by Jasmine Shamer 
06/15/2016 



Reports Available 

 If your division is not getting all the email notifications 
from Benefit Strategies for changes or enrollments, or if 
your employees are not submitting copies of their 
completed election forms, a report can be generated by 
Benefit Strategies with all changes done within a date 
range. Please call or email Jasmine Shamer @ Benefit 
Strategies and request this report as often as needed – 
please make sure to provide your agency code when 
calling or emailing. 
 



MBTA Increase Effective July 2016 
 If your employees completed the Online Election Change 

Form with Benefit Strategies to increase their PR 
contributions towards the July 2016 passes/tickets, they 
should have done so no later than Wed 6/08/16 

 If  you have employees in your agency that have not 
completed the Online Election Change Form, they can still 
submit their change but it will be effective for Aug 2016, 
which will mean they will not have enough funds to buy 
their July pass – will need to pay out of pocket online or at 
kiosk locations, and then submit a claim to Benefit 
Strategies to be reimbursed for their deduction, example:  
 6/17/16 check date deduction $75 instead of $84.50 towards July 

pass – flex card is only loaded with $75 
 Employee will have to load Charlie Card with own funds $84.50 

and then submit claim to be reimbursed for the $75 that’s on 
the flex card 



Monthly Balance Reminders 

 Benefit Strategies sends email reminders to all members 
every month, between the 3rd and 5th of the month, asking 
them to login to their account and check their balance 

 Very important that members do check their balance on a 
regular basis to make sure they have enough month to 
month for their commuter TRN or PRK expenses, and that 
they’re not in excess of too much money 

 If members have a balance they’ve rolled over from 2015 year 
to 2016, by doing the request to increase their PR deduction 
for July 2016 passes, they are not spending down their 
already accrued balance 



Transit Election Change Process Calendar for 2016 

 The deadline for members to have submitted their 
commuter Transit changes for July 2016 benefit month 
(by completing the Election Change Form) was Wed 
06/08/2016 

 The PR deduction would have been entered into the 
HRCMS system no later than Mon 6/13/2016 with an 
effective date of 6/11/2016 

 The deduction will be taken on Fri 6/17/2016 check 
 The deduction will be funded on the Benefit Strategies 

Flex cards on Mon 6/20/2016 



Contact Information 

Your dedicated Account Manager: 
Jasmine Shamer 

Email: ClientServices@benstrat.com  
Phone#: 877-353-9442 

Fax#: 603-647-4668 
Website: www.benstrat.com  

 

mailto:ClientServices@benstrat.com
http://www.benstrat.com/


52 

SMART Plan Agenda 

Presented by Rob Young, Manager 
Retirement Counseling 

 

 
 Enrollment Enhancements 
 Plan Service Center security 
 Educational opportunities 
 Online Scheduler 

 



SMART Plan Enrollment Enhancement 
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Page 1 Page 2 Page 3 

Page 4 Page 5 



Plan Service Center Access 

 Security issue – don’t share passwords 
 

 Efficient contribution changes 
 

One simple step…. 
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New Payroll User? 

 Contact CTR; Felicia.Hopkins@state.ma.us  
 to receive monthly payroll file 
 
 Please contact SMART Plan for any ???s –

including terminations     
 
    SMART@gwrs.com 
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Plan Service Center Access 
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Educational Opportunities 

 SMART Retirement & Beyond 
 Managing Your Retirement Income 

Workshops 
 Lunch + Learn 
 New Hire Orientation meetings 
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Online Scheduler – coming soon! 

 SMART Plan participants locate meeting 
on website through zip code 

 Reserve a place at Group meeting or 
specific time for Individual consultation 

Meeting Confirmation or potential 
changes are sent through Email 

 Assistance available in Waltham office 
through new, dedicated line 
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Questions? 

 
 
 
                 Thank you 
 



Two muffins were in an oven. 



https://youtu.be/p6_dJDPgac0 

https://youtu.be/p6_dJDPgac0
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 Insurance Status will be automated 
 The GIC Status Page is removed from HR/CMS 
 No need for departments to update employee’s election 

status  
 Form 1 must be maintained for offer of coverage and 

employee’s election 
  

 Beginning in the Fall, all wages tied to ACA to 
be exclusively in Timesheet or in Job for 
salaried employees 
 Details to come 
 Use of Additional Pay to be curtailed  



 ACA Statistics including UMass for CY 2015  
 

o Total 93,159  forms for 1095-C generated  
o Monthly Health Care Offer Rate average at 98% 
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KEVIN MCHUGH 



►It is illegal to hire undocumented workers 
(IRCA) – if the I9 Form is incomplete, then 
DO NOT setup in HR/CMS 

►If you get a warning that an SSN is already 
used, then the employee already has an 
Employee ID –  
• Search by National ID to find the 

Emplid, then Add Employment Instance 
to Recd 0 
 

**** never create a 2nd EMPLID*** 



 
► When an employee is paid under an incorrect 

SSN, please notify Commonhelp immediately. 
Provide the following: 
─ Identify whether a W2 was issued for employee 

under any other EMPLID or SSN 
─ For the current W2 year indicate whether the 

employee was paid under any other Emplids  
► IMPORTANT: CTR has to determine the correct 

EMPLID to use going forward and correct 
balances for current year W2 reporting 

► Report issues immediately and avoid W2Cs 



►Departments should be familiar with the 
*NEW* CTR Annual Compliance Calendar 

►You can filter on Business Functions like 
‘Payroll Management’ and whether this is 
an “Action” item. 

Compliance Calendar 

http://www.mass.gov/comptroller/docs/comptroller-events/other-events/ctr-annual-compliance-calendar.xlsx


By Today You Should Have: 
► Identified any FY17 COA changes, e.g., program 

codes or appropriation changes 
 

► Planned for any Position transfers and LCM 
distributions for FY17 

 

► Started to enter PH documents for AP 
 



► Finalize your PH activity for AP by June 30  
► For PPE June 25 – Last full payroll of FY 2016: 

─ June 26 - Last day for HR and Garnishment 
transactions in HR/CMS 

─ June 27 - Last day for posting Time and Attendance 
─ June 28 - Last day for making Labor Distribution 

changes in LCM  



► Now Available 
► HMMMARS3 Report identifies: 
 

─ All positions assigned to invalid accounts  
 

─ If incumbent exists, then EMPLID and Recd# are shown 
 

► Agencies must take corrective action before 7/1 
 
► Resource Document on Knowledge Center provides 

recommended steps and info on Mass Position Transfer 
 

─ KC ⇒ Payroll ⇒ Financial Data Management 



► July 14 - Failure to act will result in these positions being 
automatically updated  

► The invalid account codes will be updated with the FIRST valid 
account code within your department 



 
► *NEW Schedule* – NON HED Agencies will occur July 

15 while HED Agencies will occur in the Fall 
 

► Who? Active contractors hired before and unpaid since 
October 1, 2015 

► Departments will be notified 
► Report Name is HMPCS004 – Termination of Contract 

Jobs 
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► Continue to send Paper Voucher to the State 
Retirement Board (RET) 

 
► All Vouchers for any Pay Periods through April 2 

were due at RET before Friday May 24 
 
► Vouchers for Pay Periods after April 2 should be 

submitted ASAP 
 
► Cash Cutoff is June 30th for PRRVs 



► All current rules will expire on 6/30 
 

► Draft rules for FY 2017 are available now 
 

► Departments should review draft rules and delete any rules that will 
not apply to FY 2017 

 

► Departments must include full justification for rule as a Comment 
and submit for approval 
─ Departments do not need to email paperwork to CTR Payroll 

Bureau - Rules Request Form is no longer used 
─ Departments should retain signed copy of rules on file 

 

► New rules must have a From Date of 7/1/2016 for FY 2017 
─ Any new FY 2016 rules must have To Date of 6/30/2016 



► Document IDs for draft rules are defined as follows: 
─ Department ID  
─ Assigned Appropriation or ALL if the rule applies to all 

Appropriations  
─ A if the rule applies to all Units or U if the rule is Unit-

specific  
─ A if the rule applies to all Positions or P if the rule is 

Position-specific  
─ C16 (to indicate that it is a Create rule generated in 

2016)  
─ Unique number 

► Departments can enter *C16* as the Document ID 
search criteria to find all draft POAA rules 



► PALT Rules – Rules are specific to FY 
─ Departments must reapply for all PALT rules 

► DEACC Rules – CTR Payroll Bureau has 
contacted Departments to confirm that rules still 
apply for FY 2017 

► PCREQ / DEPTEs / Profiles – Will continue in 
effect for FY 2017 
─ Departments should review and make any changes 

needed for FY 2017 





► Pay Period begins on 6/26 and ends on 7/9. 
 

► Payroll is prorated by business days of the pay 
period (Mon- Fri) – 4 Business Days in FY 2016 
and 6 Days in FY 2017. 

 

► Most Payroll charges will post 60% to FY 
2017. 

FY 2017 
FY 2016 



►ERIP – All Sick, Vacation and COM Buyouts entered 
as Amounts will post to 7/1  
 
 
 
 

► Sick, Vacation and COM Buyouts entered as Hours will 
post to 6/30 and therefore, FY 2016 
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Earnings Code Description MMARS Object 
Code 

CBA Comp Time Buy Back – Amounts A08 
SBA Sick Leave Buy Back – Amounts A12 
VLA Vacation In Lieu – Amounts A13 

 

Earnings Code Description MMARS Object 
Code 

CBB Comp Time Buy Back – Hours A08 
SBB Sick Leave Buy Back – Hours A12 
VIL Vacation In Lieu – Hours A13 

 



► Prior Period Adjustments – Entered in 
Timesheet on a date before 6/30 

► Current Pay Period Charges Entered in 
Timesheet On or Before 6/30 
─ If Combo Code is used to specify labor distribution for 

any day processed during Split Year Payroll or if 
Combo Code is used for Additional Pay 

─ Note that time entered on or before 6/30 will split 
between FY 2016 and FY 2017 if no Combo Codes 
are used for any of the employee’s payroll charges 



► Certain categories of Earnings Codes 
─ Furlough Processing 
─ Reimbursements 
─ Retro Earnings Codes 
─ Settlements and Judgments 
─ See CTR Memo for list of Earnings Codes 
 

► Be aware of the Posting Dates and establish 
EPPA/DEPTE for the pay period if needed.  
─ For example, BMI posts to 6/30 ⇒ Need EPPA for PPE 7/9 to 

redirect charges in LCM 
 

 
 



►During Split Year, funding for FY 2016 
charges are not from Payroll Holds 
 

►PHs are only used for the Accounts 
Payable periods 



► Pay Periods ending 7/23, 8/6, and 8/20 
 

► 2 ways to charge FY 2016: 
─ Enter Prior Period Adjustment in Timesheet for a date before 

6/30 
─ Use an Accounts Payable earnings code in Timesheet or 

Additional Pay 
 See CTR Memo for list of AP Earnings Codes 
 

► Be aware of the Posting Dates (AP codes = 6/30)  
─ Establish EPPA/DEPTE for the corresponding time slice 

  PPE 07/09/2016 for AP codes 
 



► Payroll Holds are required for all charges – even negative and net 
$0 – during Accounts Payable 

 

► Executive departments need ANF approval for any increases  to 
PHs for Type 1 accounts where the total $$$ encumbered is > $25K 

 

► After June 30th, NO NEW PH for BUDGETED FUNDS   
 

► If Insufficient Budgeted Funds (including not having PH created prior 
to June 30) FY16 charges will not paid.  Instead, department will 
need to request a Prior Year Deficiency funding 

 

► Make sure you have enough $$$ to cover FY 2016 charges through 
Split Year payroll before you encumber the $$$ in a PH 



► Payroll Holds must: 
─ Specify 2016 as the BFY and FY in the Header and on each 

Accounting line 
 After July 1st, if you leave the fields blank, value will default to 2017 

on submission – CTR will reject PH 
 

─ Specify a program for federal grants (4CN) 
 

─ Specify a unit if departmental budgets are used 
 

─ Be unique for the combination of Department / Appropriation / 
Object Code 



Type of 
Charge 

PH Exists – Enough $$ PH Exists – Not 
Enough $$ 

PH Does Not Exist 

Positive PREXP references the PH 
and reduces the PH $$$ by 
amount of charge 

PRLIF references 
the PH – FA reports 
show Budget 
Tracking as 
Encumbrance 

PRLIF does not reference 
a PH (but must do so to be 
submitted) – FA reports 
show Budget Tracking as 
N/A 

$0  PREXP references the PH N/A  PRLIF is generated but can 
be submitted  – FA reports 
show Budget Tracking as 
N/A 

Negative PREXP does not reference 
a PH 

N/A  PRLIF is generated but can 
be submitted -  FA reports 
show Budget Tracking as 
N/A 

Ensure that PHs are in place for all AP charges – or account will 
be unfunded! PH can be for $0 if charges are net $0 or negative 
charges. 



► State Finance Law requires that accounts are 
funded before expenditures are made 

 
► All State Accounts must be balanced before end 

of AP Period 



 
► At the end of AP Period, CTR will Close any 

Payable Time in “ NA” Needs Approval status for 
periods in FY 2016. 

► Departments should not have unapproved time 
past 3 pay periods. 



► Request approval from CTR APB 
► Transfer $$ to CTR account 
► Department uses the Deficiency Earnings Codes (D01 – 

D06) as directed by CTR Payroll to process charges in 
HR/CMS Payroll  
─ Judy Cole - 

► CTR Payroll will handle the distribution to CTR account 
in LCM 

mailto:judy.cole@state.ma.us


D01 Deficiency Regular 

D02 Deficiency Travel Reimbursement 

D03 Deficiency Other Pay - Subject to Retirement) 

D04 Deficiency Vacation in Lieu 

D05 Deficiency Sick Buy Back 

D06 Deficiency Overtime 

 

 

 
 

Coordinate with CTR Payroll which code is used for payment 
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THOMAS SMITH-VAUGHAN - CTR 





• CTR’s new Open Records Platform SaaS solution 
subscription based OTS  

• Costs @$175K annually  
• Goal: If the record could be requested of our 

office – we will make it available online  
• Will have a geometric ROI for agencies whose 

records are contained in MMARS and HR/CMS  
• Ideation to Live demo in less than 90 days  
 
•Live Demo…  

Initiative of the Comptroller  

























































Questions? 



HR/CMS Upgrade:  Preview of Coming 
Attractions or Potential New Features* 

►Option to have new look and feel 
►New State Withholding Self-Service 

(M4) 
►Mobile Compatibility 
►New Alerts and Approval notifications 

for managers  
 

123  * Actual enhancements subject to approval 



 

►HR/CMS v9.2 includes Person Profiles 
 
►Allows departments to enter pertinent employee 

information in the following categories: 
►Licenses 
►Memberships 
►Education 

 
►Licenses/Memberships entered with expiration 

dates will alert employees and managers 60 
days prior to expiration 



Core User Data Entry 



Click Add New Licenses and 
Certifications 



Employees and Managers do not have 
access to view Competencies 



Manager View of Alerts 



MGR Click on Profile Management 



Click on Select next to employee 



Functionality Benefits 
Company Directory This feature is already demonstrated and can be very useful in getting hierarchical 

information and also some level of HR information (department, location 
etc).  There is now also a mobile version of this which can provide a lot of gain for 
users accessing the system on internet to get directory information for others 
within commonwealth. 

Overtime Request This functionality can replace the current paper based overtime request process. 
This will provide better audit and workflow functionality 

Automated Forms (ECF) This was demonstrated during fit/gap and can be used to automate some of the 
functionality of the paper based ECF. Appropriate workflow and attachment 
functionality can be created based on different departments using it. This can 
boost productivity, auditability and reduce paper 

Life events (eBen) This can be useful to provide a guide to employees on what all steps they need to 
go through when going through a life event. This was demoed during the FIT/GAP. 
We can configure this to route to GIC for enrollment but other steps can be within 
peoplesoft like changing payroll related, emergency contact info. This can be a 
great usability feature 

Open up profile so 
employees and manager 
can record information 
directly with agency core 
user approval 
  

There is inbuilt workflow in profile for approval. Instead of agency users doing all 
the data entry for education/qualification, they can just be the approval step to 
validate documents. This is how other companies use it and the data remains fluid 
and useful for workforce planning. 

FMLA administration Use the delivered FMLA request and tracking functionality. This can replace the 
current manual process. 

Using smart HR 
functionality for job part 
users to create 
transaction based 
templates 

This is also something that is catching on these days where templates of HR 
transaction can be created without providing access to job data panel. Users are 
provided limited data field entries based on the transaction being processed. Also 
some of the fields can be auto-populated based on the template and transaction 
used. This is big boost to productivity. 
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What is Fluid? 
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Intuitive Navigation 
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Fluid – Look and Feel 
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Organizational Charts 
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Employee Voluntary Pre-Tax Deduction 
Participation over last 29 Months 

138 

0

5,000

10,000

15,000

20,000

25,000

30,000

35,000

1/
1/

20
14

2/
1/

20
14

3/
1/

20
14

4/
1/

20
14

5/
1/

20
14

6/
1/

20
14

7/
1/

20
14

8/
1/

20
14

9/
1/

20
14

10
/1

/2
01

4

11
/1

/2
01

4

12
/1

/2
01

4

1/
1/

20
15

2/
1/

20
15

3/
1/

20
15

4/
1/

20
15

5/
1/

20
15

6/
1/

20
15

7/
1/

20
15

8/
1/

20
15

9/
1/

20
15

10
/1

/2
01

5

11
/1

/2
01

5

12
/1

/2
01

5

1/
1/

20
16

2/
1/

20
16

3/
1/

20
16

4/
1/

20
16

5/
1/

20
16

Transportation

HCSA

Deferred Comp



Retirement Deductions (non- RET) 
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State Retirement 
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Paperless Payroll 
Segment of Government # on Direct 

Deposit Suppessed % Suppressed 

ATTORNEY GENERAL            557                  555  100% 
DISTRICT ATTORNEY        1,617              1,334  82% 
ENVIRONMENTAL AFFAIRS        3,364              1,832  54% 
EXECUTIVE OFFICE FOR ADMINSTRATION & FINANCE        3,224              3,036  94% 
EXECUTIVE OFFICE OF ECONOMIC DEVELOPMENT            852                  852  100% 
EXECUTIVE OFFICE OF EDUCATION      17,105            15,367  90% 
EXECUTIVE OFFICE OF HEALTH & HUMAN SERVICES      22,215            15,997  72% 
EXECUTIVE OFFICE of LABOR and WORKFORCE DEVELOPMENT        1,353              1,341  99% 
EXECUTIVE OFFICE OF PUBLIC SAFETY & HOMELAND SECURITY        9,029              6,694  74% 
GOVERNOR              69                     62  90% 
JUDICIARY        7,290              2,680  37% 
LEGISLATURE            958                  306  32% 
MASSACHUSETTS DEPARTMENT OF TRANSPORTATION        4,210              2,400  57% 
MASSACHUSETTS GAMING COMMISSION              81                     81  100% 
OFFICE OF COMPTROLLER            126                  126  100% 
SECRETARY OF STATE            532                     90  17% 
SHERIFF DEPARTMENTS        6,352              4,551  72% 
STATE AUDITOR            219                  177  81% 
TREASURER & RECEIVER GENERAL            655                  649  99% 
OTHER INDEPENDENT            244                  109  45% 
Grand Total      80,052            58,239  73% 141 



Paperless Payroll 
► Over 11,300 W-2’s were suppressed for tax year 2015 

…a 68% increase from 2014…but we still have a ways 
to go  

► Need to create and promote the suppression of the ACA 
1095-C forms  

► At 98% compliance with Direct Deposit we are nearly 
“Checkless”, but we still have pockets of high non-
compliance 
─ Look for route cause: improvements in onboarding may help 

compliance 
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Commonwealth of Massachusetts 
  

HR Analytics 
Payroll User Group 

June 15, 2016 
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HR Analytics is taking 
Massachusetts from this… 

A highly IT focused process to get HR information via queries: 
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…to this! 
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Objectives of this Session 

• Provide introduction to HRD’s HR Analytics initiative 
• Provide overview of HR Analytics subject areas: Workforce, Absence, 

Recruitment, Retention, and Compensation subject areas 
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HR Analytics Introduction 

Background 
• Basic information critical to managing workforce to deliver and support program/service 

delivery is difficult to access and requires specialized skills 

Project Objective 

• Provide the Commonwealth with enhanced capability to use data and analysis to better 
manage human resources and to enable higher performing and more cost-effective 
delivery of programs and services 

• Supports Commonwealth’s commitment to using data and analysis to inform business 
 

Details 

• Leverage HR Analytics product 
• Prebuilt reports and analytics that align with HR Data 
• Integrates with HR/CMS, and MassCareers, and Labor Cost Management (LCM) 
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Secretariat Participation in HR 
Analytics Design & Development 

Commonwealth-Wide Initiative 

• Human Resources Advisory Council (HRAC): Existing, cross-Secretariat 
HR advisory forum who have served as HR Analytics project advisors and 
liaisons to Secretariats 

• Business Champions: Business users from across the Secretariats who 
participated in development activities to validate report design and advise 
on other project topics, e.g. rollout strategy 

• Data Champions: Advanced data users involved in detailed design and 
development activities, validating reports, data, and filters for accuracy and 
completeness 

Secretariat and Agency 
Participation in HR Analytics 
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HR Analytics Subject Areas 

Utilizing tool’s reporting capabilities across the following subject areas: 

Workforce 
Provides a core data foundation for HR 
reporting and analysis for headcount, 
demographics, headcount movement, etc. 

What is the profile of my 
workforce and how is it 
changing over time? 

Absence 

Displays multiple views of absenteeism, 
enabling HR reporting and analysis on 
patterns of sick leave, vacation usage, 
and lost productivity at an organizational 
and employee level 

Are there patterns to 
absenteeism that need to be 
addressed? 

Recruitment 
Provides multiple views of recruitment 
metrics to measure the efficiency and 
effectiveness of the recruitment lifecycle 

Are the characteristics of the 
people we are recruiting 
changing over time? 

Retention 

Provides insight into patterns of attrition 
and turnover among employees, job 
functions, and organizations, enabling 
targeted workforce planning 

Can I do smarter workforce 
planning by better 
understanding patterns of 
attrition and new entrants? 

Compensation 

Provides a core data foundation for HR 
reporting and analysis related to 
salaries/payroll, overtime, funding, 
budgeting, and absence liability 

Can I understand how the use 
of overtime compares across 
agencies? 
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HR Analytics Functionality 

Each dashboard has tabs within it 

• Each tab contains a grouping of like reports displaying metrics, comparisons of data 
over time, trends, and more  

• Each tab contains search filters, interactive graphic displays based on data sets, pivot 
tables based on data sets, and options for printing and exporting data  

• Reports allow the user to drill down through agency organization 

 

Additionally, HR Analytics will send alerts based on determined criteria, such as an alert 
when an employee is moving out of probationary status 

What are HR Analytics Dashboards? 

• Contain one or more pages that display reports 
targeted to a specific group of end users 

• Provide specific, actionable HR data to users 
• Based on a user’s access, an individual can view 

pre-configured Dashboards or create their own 

1 Summary Dashboard 
5 Subject Areas 

31 Subject Dashboards 
86 Reports 

 
…thousands of ways to slice 

and view the data 

At a glance… 
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• Reports • Filters • Datasets 

Dashboard Basics 
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HR Analytics Rollout – Summer 2016 
• Initial Rollout will Include approximately 200 people across Secretariats and GOV’s Office 
• Initial training will focus on Workforce and Absence, with an overview to Retention, 

Recruitment, and Compensation reports that will be released later this summer 
• Over time, additional reports will be released, and opportunities for further training will be 

available 
 

Pilot 

Group A 

HRAC members, Business and Data Champions, ANF / GOV’s office representatives 

Solution Training for heavy consumers of reports, active CIW users, and key HR and 
financial constituents 

Secretariat 
Briefings Briefings for Secretariat Leadership 

June July Aug 
6/6 6/13 6/20 6/27 7/4 7/11 7/18 7/25 8/1 8/8 8/15 8/22 8/29 

HR Analytics 
Subject Areas 

Training & 
Awareness 

Pilot Group A Rollout 

Workforce & 
Absence Recruitment, Retention & Compensation 

Secretariat Leadership Briefings 
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Maria, an HRD executive, is interested in conducting workforce planning 
as we enter FY17 to understand any major changes in the age distribution in 

the Commonwealth’s workforce. 

HR Analytics Business Application: 
HR Practitioner 

• Login to HR Analytics 
• Navigate to the Workforce – Trends tab 
• Adjust the filters to match her desired organizational view: 

• Executive 
• Adjust the filters to match her desired time frame: 

• 2015; 2016 
• Locate the report: Headcount Demographic Trend 

• Choose the metric: Employee Headcount 
• Choose the view by: Age Band 

How can HR Analytics help Maria? 
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David, a supervisor, has noticed that his people seem to be taking sick 
leave the day before holidays, and wants to explore the patterns of 

absence this year. 

HR Analytics Business Application: 
Business Manager 

• Login to HR Analytics 
• Navigate to the Absence – Absence Calendar tab 
• Adjust the filters to match his Secretariat, Agency, Department, and 

Department ID: 
• Executive  A&F 

• Locate the report: Absence Calendar 
• Analyze: Notice the number of people absent on days before holidays (red 

boxes) 
• Filter by Unanticipated Leave; and then by Sick Leave 

How can HR Analytics help David? 
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Absence Trends: 2014 – Present 
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Absence Trends: 2014 – Present 
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Preview of Coming Attractions: 
Compensation Subject Area 

Provides a core data foundation for HR reporting and analysis related to 
salaries/payroll, overtime, funding, budgeting, and absence liability 
• Salary Comparisons by Job 
• Monthly Compensation Trend 
• Payroll Overview 
• Overtime Spend Summary 
• Accrual Balance 
• Manager Collision / Compression by Org 

 

Note: Screenshots show sample data, as 
Compensation reports are not yet built. 

Can I identify which of my 
employees are funded by 
which appropriation type 
(including capital)? 

What is my future 
liability associated 
with leave, vacation, 
and comp time? 

How does our agency’s 
use of overtime this year 
compare to last year at 
the same time? 
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Workforce Subject Area  

The Workforce reports provide a core data foundation for HR 
reporting and analysis for headcount, demographics, headcount 
movement, etc. 
• Headcount Key Performance Indicator 
• Turnover Key Performance Indicator 
• Headcount Demographics 
• Job Demographics 
• Organizational Growth Rate 

 

Which demographic groups 
have experienced significant 
changes in headcount over the 
past year? How can we plan 
targeted interventions to 
increase engagement in  
these groups? 

Has the headcount of 
Millennials in our Agency 
increased since last year? 
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Absence Subject Area 
Absences reports display multiple views of absenteeism, enabling HR reporting and 
analysis on patterns of sick leave, vacation usage, and lost productivity at an 
organizational and employee level 
• Total Absence Days 
• Absence by Absence Type 
• Employee Accrual Balance 
• Absence by Absence Category 
• Absence Calendar 
• Absence Trend 
 

Which type of absence do 
my employees take most 
frequently? 

Are there seasonal patterns 
to my employees’ use of 
leave? 



160 
DRAFT FOR INTERNAL POLICY REVIEW  CONFIDENTIAL DRAFT: For Internal Discussion Purposes Only 

Recruitment Subject Area 

Are candidates getting 
“stuck” in one stage of the 
hiring workflow? How can we 
solve that? 

What is the diversity of 
my recruiting pipeline? 

Provides multiple views of recruitment metrics to measure the efficiency and 
effectiveness of the recruitment lifecycle 
• Recruitment Pipeline and Stages 
• Requisition Recruitment Activities 
• Candidate Sourcing 
• New Hires by Source Type 
• Diversity of Applicants 
 

Note: Screenshots show sample data, as 
Recruitment reports are not yet built. 
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Retention Subject Area 

Provides insight into patterns of attrition and turnover among employees, job functions, 
and organizations, enabling targeted workforce planning 
• Turnover Key Performance Indicator 
• Turnover Distribution by Job 
• Turnover Distribution by Org and Location 
• Turnover Distribution by Demographics 
• Tenure of Terminations 
• Turnover 3-Year Trends 
• Probationary Period 

 

Note: Screenshots show sample data, as 
Retention reports are not yet built. 

Are certain agencies in my 
Secretariat experiencing 
higher turnover than others? 

Which of my employees is 
nearing the end of their 
Probationary Period? 
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Discussion 
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