PAYROLL USER GROUP MEETING MINUTES

June 15, 2016

Welcome										  Kevin McHugh								                       Director, Statewide Payroll Bureau
· Welcome

SSTA Employee Reimbursement Pilot	      Michael Flanagan, EOL	 

· Purpose of Pilot:
· Efficiently and accurately compensate Commonwealth employees using HR/CMS self-service timesheets for travel reimbursement as the present process was time consuming and wasteful.
· Open up travel reimbursement codes to field employees to enable them to enter their own information into HR/CMS and have time approvers approving their entry

· Goal of this pilot are:
· To more efficiently reimburse employees for job-related travel expenses by eliminating paper based submission and approval process 

· Steps in making this happen:
· Step 1:
· Opening up travel reimbursement codes (BB codes) to employees for a pilot program
· List of exact BB codes to be determined by the agency 
· Step 2:
· Training employees to use BB codes
· When an employee submits a reimbursement code, he/she will email supporting documentation to time approver for verification			
· Step 3
· Manager will confirm reimbursement by comparing documentation to reimbursement request in SSTA.  If there is a discrepancy, the approver will make adjustments and notify employee.  If the manager is satisfied and everything is verified, the manager will approve reimbursement and time and will save electronic documentation email for audit purposes.
· Advantages
· For employees, no additional paperwork and quicker reimbursement
· For agency, reduced paper, toner and postage costs and expedited process
· For Secretary, reduced labor and easier close of FY process

· Challenges
· Still some manual work such as completing worksheet and SSTA
· Problems of printing maps to PDF for odometer
· Manager verification of mileage
· Delegation of approval of reimbursement
· Employees with multiple cost centers
· Ideal and Future Possibilities
· Entering documentation directly into system for travel authorization
· System that performs reimbursement calculations
· System that allows for storage of supporting documentation

· Questions
· Has there been an issue where the information didn’t match and having to make adjustments?  Yes, but I usually went to the employee to let them know if it didn’t match or compute and have employee go back and fix it before approving.
· Have you run into any problems with funding issues and having to deny a reimbursement?  No, I haven’t run into that problem yet. 

MARIS – State Retirement System					      Joshua Fredette, MSRB/TRE

· The agency is in the process of upgrading the State’s pension system 
· On track for a September go live
· Won’t impact the State’s payroll system
· Have done extensive testing to make sure the application is stable and are doing the final evaluations by looking at the old Legacy system and new system to make sure the data are correct              
· Getting ready to get users ready to take over the system when it goes live in September
· More auditing will take place with the new system

· Questions:
· Will MARIS solve the problems of requesting certain documents when an employee retires?  If an employee has been working for more than 30 years, for example, then ‘yes’ because MARIS won’t have that information yet.  


Metro Credit Union       					     Janine Brady, Business Development Officer         
												 
· Serving over 10,500 State Employees 
· Over $89m on Deposit from State Employees and over $82m in loan balances – that is important because one of Metro’s philosophy is that we give back two members in a form of loans what we take in deposits
· Exclusive offers for State Employees Only
· Exclusive State Employee web page
· Exclusive State HR/CMS contacts page
· Specials
· High Yield Savings Account at 1.20% APY
· Credit Card Balance Transfers at a 3.99% APR
· No fees to transfer balances
· 0% Financing for Home Energy Efficiency Improvements
· Loans for up to $25,000 with terms up to 7 years
· My Reward Checking 
· $0 ATM Fees – you can use any ATM anywhere in the world and your fees will be refunded at the end of the month
· Can make deposits using your cellphone by taking a picture 

· My Reward Savings
· Earn 2.00% APY on daily balances up to $3,000
· Must be linked to My Reward Checking

· How to Find State Specials
· 2 ways  - main website, metrocu.org, and look for the Mass State icon and metrocu.org/state 

· State webpage (www.metrocu.org/mastatehrcmscontacts)
· Request State payroll calendars
· Need supplies
· Janine Brady’s contact information
· Request a Lunch n’ Learn

· Email Communication inserts in the Metro Credit Union Bag – this is to help Janine update the contact information for employees.  Please forward them to Janine Brady in 2 weeks so that she can have it by the fall.

· Sunshine Fund
· For agencies who save up for celebrations such as birthday parties

· Free Financial Education Lunch and Learn
· Happy to come to any agencies throughout Massachusetts

· Janine Brady 
· Will be transitioning and leaving in July.  Will be looking for a replacement and Janine will be training. Charlene Bauer will be available.     

· Questions
· What happens to Out-of-State Retirees who have an account with Metro Credit?  Once a member, always a member, doesn’t matter where you live.  If you have a My Reward Checking, you will not incur any fees if you make withdrawals.  Give the bank a call if you are retiree or making any changes or have questions to prevent any fees from happening.

· Do you have an overdraft protection or an automatic transfer if you are low in funds in a checking account but have money in savings?  The most cost effective solution is the Sweep – if you have balance in your savings account, the bank can automatically move or “sweep” money from savings into checking.  You need to request it and it costs $5.00 per sweep.  The other option is courtesy pay where the bank will automatically pay an item for you but will charge you the same fee the NSF would be charging you for insufficient fund.  The third option is the overdraft line of credit.  And you can set them up in any order you want and can do it online.

· Do you have any plans to open a branch in the South Shore?  Our goal is to open one branch a year and we don’t know where the next branch will be but we have had many requests for the South Shore.  Our closest South Shore branch is on Mass Ave in Boston, across from Victoria’s Diner.

· Do you have any plans to do a deposit taking ATMs?  We don’t, other than the branch ATMs because the cost of doing pickups on a daily basis is very expensive.  But you can use your cellphones to make deposits and we encourage people to try it.  In August, we’re coming out with a remote deposit campaign where we will be giving out $5 checks to members to deposit into their accounts via cellphones to show members how easy it is to do.

	
Flexible Spending Accounts						                           Karin Eddy, GIC

· 2016 Plan Years
· Past 6 months, have gone through 2 enrollments but the next one won’t be for another 12 months
· Half year plan ending 6/30/2016 (end date June 25th)
· New deduction for Fiscal Year 2017 starting 7/1/2016 – 6/30/2017
· For GIC Coordinators, should receive through ASI flex portal, 2 reports:  1st report is for participants who enrolled for fiscal year 2017; 2nd report, which is the more important report, is for participants who did not re-enroll.  You need to look at that list and also need to make sure that in HR/CMS, the end date is June 25th.

· New Policy on Payroll Error Refunds
· if there’s an error and it happens in the 1st pay period from July 1st and on and it has been more than 60 days, GIC will no longer honor the request to fix the error and the agency will need to fix the error and will need to reimburse the employee. 
· The reason is because GIC has been receiving hundreds of requests 6 to 10 months later.   
· GIC and Comptroller have worked together to automate the refund by sending the error reports to Comptroller and they will fix the error in HRCMS.   But you still need to be timely on your requests.
· Please review the report.

· Confirmation Packet
· Being mailed via USPA to all participants
· The Confirmation Letter will contain the 2017 Plan Election Amounts and set of two wallet cards
· New HCSA participants will receive their set of two Health Care FSA debit cards in a separate mailing

· Important Dates for Employees
· 2016 Half-Year Plan:  Jan 1 to June 30, 2016
· 2 ½ month grace period:  July 1 – September 15, 2016 (to accrue charges if you have money leftover)
· Claim filing deadline:  October 15, 2016 (after that, you have forfeited your funds)
· 2017 Plan Year:  July 1, 2016 – 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
· Need to call ASIFlex at 800-659-3035 or you can log into your account at www.asiflex.com/gic
· Supporting documentations, EOBS are a good resource
· Do not call GIC, they do not have access to your FSA accounts

· Updated Job Aid
· In the Knowledge Center
· Please use it as a resource, especially for new hires
· Agencies using MassCareers, the FSA forms are now available on their webpage

· Employer Portal
· Secure portal with unique credentials for each coordinator
· ASIFlex posts enrollment reports and payroll discrepancy reports
· Coordinator can upload enrollment forms, status, changes forms, 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 policy:  60 days to make changes, same as other GIC benefits
· Additional qualifying events for DCAP
· Leave of Absence – use the Status Change forms and send to ASIFlex
· Complete Status Change forms and send to ASIFlex through portal or by fax, not to GIC

· Contact Information for ASIFlex (Coordinators Only)
· Account Manager:  Kaleena Kollmeier
 	Email:  flexgic@asiflex.com
Toll Free:  888-602-4132
Direct Phone:  573-777-5616
Direct Fax:  573-442-4432
· Please refer participants to customer service and not to the account manager

· Contact Information for ASIFLex (Participants only)
· 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:  8am to 8pm Mon-Fri; 10am to 2pm Sat
       Toll Free:  800-659-3035
        Toll Free Fax:  877-879-9038


· Question
· Will GIC have a secure portal for GIC Coordinators?  At the moment, GIC is going off the mainframe to web based application in 2017.   I don’t know the specifics but the secure portal bas been discussed.

Commuter Choice – Transit and Parking					         Jasmine Shamer, 									                                    Account Manager

· Reports Available – if your division is not getting all the email notifications for changes or enrollment, or if your employees are not submitting copies of their completed election forms, a report can be generated by Benefit Strategies.  Please call or email JasmineShamer@benefitstrategies and request this report as office as needed.

· MBTA Increase Effective July 2016
· If your employees completed their 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 June 8, 2016.
· If you have employees that have not completed the Online Election Change form, they can submit their change but it will be effective August, 2016, which will mean that they will not have enough funds to buy their July pass and will have to pay out of pocket online or at kiosk locations.  They will then have to submit a claim to Benefit Strategies to be reimbursed for their deduction

· 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 member have a balance they’ve rolled over from 2015 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 money was June 8, 2016
· The PR deduction would have been entered into the HRCMS system no later than June 13, 2016 with an effective date of June 11, 2016
· The deduction will be taken on June 17, 2016 check
· The deduction will be funded on the Benefit Strategies Flex Cards on June 20, 2016

· Contact Information
· Your dedicated Account Mgr:  Jasmine Shamer; email:  clientservices@benstrat.com; phone #877-353-9442, fax #603-647-4668; website:  www.benstrat.com

· Questions
· Can you automatically send the report on a monthly basis?   If you want it on a monthly basis, you can request it and I will mark it on my calendar.
· Can an employee on FMLA who has $500 on her card use it to decrease the amount on the card?   The employee can only use it for going to and from work.  It’s not for use to purchase anything other than transit and parking.  If employee is on FMLA, you must stop her benefits and employee can use the card when she is back to work.
· Has the trouble with using the debit cards been fixed?  Most or all should have received an email regarding this issue.  Most employees had their debit cards expired in April and did not update their information with the new expiration date.   Go to the MBTA website before July 1st to confirm that the new debit card information has been saved.  If it was saved successfully, their deductions should be loaded into the new card.

SMART Plan Agenda							                                     Rob Young 											          Account Manager
· SMART Plan Enrollment Enhancement
· New forms were handed out in the last PUG meeting
· Close to 100 new enrollments from this format within the last two months

· Plan Service Center Access 
· Security Issue – Don’t share passwords
· Efficient contribution changes
· One simple step…
· New Payroll User?
· Contact CTR; Felicia.Hopkins@state.ma.us to receive monthly payroll file
· Please contact SMART Plan at SMART@gwrs.com for any questions including terminations; do not contact Comptroller office
· Educational Opportunities
· SMART Retirement and beyond
· Managing your retirement income workshops
· Lunch and learn
· New hire orientation meeting
· 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
· Survey
· We are doing a couple of surveys – one regarding distribution and the other is more general
· Treasury is doing an internal audit right now so several employees will be contacted regarding payroll.  Please help them by answering their questions such as how much are you deducting?
· Question
· Can you future date your contributions? You can future date up to the next month.  You can also set up an auto increase.  For example, you can set up an increase every July.  
ACA Update							                                         Kevin McHugh									        Director, Statewide Payroll Bureau
· 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
· Total 93,519 forms for 1095-C generated
· Monthly Health Care Offer Rate average at 98%


Payroll Reminders									  Kevin McHugh								                       Director, Statewide Payroll Bureau
· Validating SSNs
· 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 Employee Instance to Record 0
· W2 is transmitted to the SSA (Social Security Admin) and then transmitted to IRS.  IRS has a different rule regarding TIN (Tax Identification Number) matching.  Unmatched TIN results in a $250 fee for every unmatched TIN
· Never create a 2nd EMPLID

· Invalid SSN Scenarios
· 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

· Payroll Close/Open Timeline
· 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

· COA Changes
· 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 (payroll holds) documents for AP (need to do it by June 30th)

· Key dates in June
· Finalize your PH activity by June 30th
· For PPE June 25th – Last full payroll of FY16
· 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

· HR/CMS Account Code Roll
· 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

· Mass Termination of Contract Jobs
· *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
· Presently, we have 243,000 active jobs  but only pay 80,000 jobs
· Departments will be notified
· Report Name is HMPCS004 – Termination of Contract Jobs

· Payroll Receipt Vouchers
· 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

· LCM Rules Roll – POAA Rules
· All FY16 rules will expire on 6/30 – you will not be able to distribute if you do not renew those rules or ask for new rules
· Draft rules for FY 2017 are available now
· Departments should review draft rules and delete any rules that do 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 For 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:
· Dept 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 in the search criteria to find all draft POAA rules

· LCM Rules Roll – Other Rules
· PALT Rules – Rules are specific to FY
· Departments must reapply for all PALT rules
· DEACC Rules – CTR Payroll Bureau has contacted Depts 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

· Split Year Payroll
· Split Year is 40% FY16 and 60% FY17
· Pay Period begins on 6/26 and ends 7/9
· Payroll is prorated by business days of the pay period (Mon-Fri) – 4 business days in FY 2016 and 6 days in 2017
· Most payroll charges will post 60% to FY 2017

· Earnings that will post to FY 2017
· ERIP – All Sick, Vacation and COM Buyouts entered as Amounts will post to 7/1 and All Sick, Vacation and COM Buyouts entered as Hours will post to 6/30 and therefore, FY 2016

· Earnings that will post to FY 2016
· 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 Earning 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

· Split Year Funding
· During Split Year, funding for FY 2016 charges are not from payroll Holds
· PHs are only used for the Accounts Payable periods

· Accounts Payable Payroll
· 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 6/30
· Use an Accounts Payable earnings code in Timesheet for 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
· Payroll Holds are required for all changes – even negative and net $0 – during Accounts Payable
· Executive depts need ANF approval for any increases to PHs for Type 1 accounts where the total $$$ encumbered is >$25
· AFTER June 30th, NO NEW PH for BUDGETED FUNDS
· If insufficient Budgeted Funds (including not having PH created prior to June 30) FY16 charges will not be paid.  Instead, dept will need to request a Prior Year Deficiency funding
· Make sure you have enough $$$ to cover FY2016 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 Dept/Appropriation/Object Code


· Payroll Holds and Funds Availability

	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

· Reminder:  PRLDE & PRLIF Clean-Up
· State Finance Law requires that accounts are funded before expenditures are made
· All State Accounts must be balanced before end of AP Period

· SSTA Reminder:  Payable Time Approvals
· At the end of AP Period, CTR will Close any Payable Time in “NA” Needs Approval status for periods in FY 2016
· Depts should not have unapproved time past 3 pay periods

· Deficiency Payroll
· Request approval from CTR APB
· Transfer SS 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 – judy.cole@state.ma.us
· CTR Payroll will handle the distribution to CTR account in LCM

· Deficiency Payroll Codes
· 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 with code is used for payment


CTHRU								             Thomas Smith-Vaughan,
                                                                                                                                                  Accounts Payable, CTR

· CThru
· 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
· Years 2010 thru 2016 are available
· All departments except for UMASS have been loaded.  Plans are to load UMASS before we go live.  
· Information comes from the warehouse

· CTHRU Open Payroll
· CY 2015
· Total spent - $5.61 Billion
· Highest paid employees:  $466,349 – Dana Mohler-Faria, Special Project (once UMASS information gets loaded, this might look different)
· Top Departments: $493.52m – Trial Court (TRC) Total Payroll
· You can do searches by employee or by department such as:
· Office of the Comptroller for CY 2015
· Total Payroll – $11.19m
· Employees – 152
· Median employee pay - $81,706

· CThru Open Expdenditures
· Spending Summary 2015
· Total Spending:  $57.70b
· Total transactions: 2.93m (Total transactions is every transaction that the State as an entity has made since the start of the fiscal year)
· Total Department:  $11.07b – Executive Office of Health and Human
· Top Vendor:  $2.94b – EOL Summary Trust Payment
· Top Object Class:   $17.88b – Benefit Programs (RR)

· Questions
· When do you plan on going live?  We hope to go live around early July.

HR/CMS Upgrade:  Preview of Coming Attractions or Potential New Features (actual enhancements subject to approval)

· Option to have new look and feel
· New State Withholding Self-Service (M4)
· Mobile Compatibility
· New Alerts and Approval notifications for managers

HR/CMS Person Profiles
· 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

What is Fluid?
· Tablet/Mobile Device Experience
· Device/OS Agnostic (Browser)
· Fresh & New Online Experience
· End User Personalization
· HTML5 & CSS3 (Security)
· Immediate Benefit
· Power Users – Primary Device:  Desktop
· Self Service
· Reports 
· Queries
· Executives – Primary Device: Mobile
· Dashboard Metrics
· Alert Notifications
· Indicators
· Casual Users – Primary Device:  Mobile
· Self Service
· Reports
· Queries
· Lookout for New Fluid Apps released with PUM images

· Intuitive Navigation
· Banners – All fluid components should use the following standards to maintain a common look and feel.  The banner of a fluid component can be divided into the following three areas:  This section describes the use of icons in the following parts of a fluid application:
· Back Button
· Page Title (also referred to as the Banner Title)
· Icons

· Fluid – Look and Feel

[image: ][image: ]
· Organizational Charts

                             [image: ]

· Questions
· When is the timeline for the mobile?  The project is starting now and completion date is to be determined



Employee Voluntary Pre-Tax Deduction Participation Over Last 29 Months                   








Retirement Deductions (non RET)





State Retirement



Paperless Payroll

· Over 11,300 W-2s 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 pockets of high non-compliance
· Look for route cause:  improvements in onboarding may help compliance


HR Analytics for Executive Departments                                                         Tim Rogers & Corey Jenks, HRD

· HR Analytics provide analytical reporting in dashboard on HR data across the Commonwealth

· 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

· 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)

· Secretariat Participation in HR Analytics Design & Development
· 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

· HR Analytics Subject Areas
· Utilizing tool’s reporting capabilities across the following subject areas:
· Workforce
· Absence
· Recruitment
· Retention
· Compensation

· HR Analytics Functionality
· 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
· Based on a user’s access, an individual can view pre-configured Dashboards or create their own 
· 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 a 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

· 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
· Overtime, additional reports will be released, and opportunities for further training will be available

· HR Analytics Business Application:  HR Practitioner
· 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.  How can HR Analytics help Maria?
· 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

· HR Analytics Business Application:  Business Manager
· 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.  Howe can HR Analytics help David?
· Login to HR Analytics
· Navigate to the Absence – Absence Calendar tab
· Adjust the filters to match his Secretariat, Agency, Dept and Dept ID: Executive A&F
· Locate the report:  Absence Calendar
· Analyze:  Notice the number of people absent on days before holidays
· Filter by Unanticipated Leave, and then by Sick Leave

· Preview of Coming Attractions:
· 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

· 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

· 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

· Recruitment Subject Area
· 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

· 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
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