November 6, 2003 HRP Group Discussion:
Handouts:
· Additional Pay Earnings Codes Job Aid
· Employee Service Date Information
· Generations in the Workplace
· Hidden Benefits Fair Poster
· Recommendations to Address Leave Issues
Discussion Topics:

· Budget Information
· Per proposed budget cuts, please make all needed JED changes on staff lines.
· The college will enter all faculty info but all other changes need to be entered by deadline.
· Reports will be distributed at the end of the month.
· Reminders

Payroll Check Lists
· Per auditing requirements, remember to complete the monthly and biweekly check lists.

Job Data Action / Reason Codes

· Please use the Action/Reason job aid to choose the correct codes.

· Best practice is to include comments on the Job Data Work Location page.

Standard Operating Procedures (SOP)

· To ensure consistency within the College, please use the SOP’s job aid.

· Link to job aids: http://cfaes.osu.edu/facultystaff/fiscalhr/hr/jobaids.html

Additional Pay Earnings Codes

· Use this new job aid to help determine the appropriate Additional Pay code.
· If you need to use a code not listed on the job aid, please contact Lori.


Employee Service Date Information

· Use the employee service date information to accurately input regular, temporary and returning retirees in the system.
· Please change dates as needed. Lori will be sending a list of names that are currently missing one or more dates.
· HR System Updates 


OPERS 
· Some student appointments were not deducting the desired OPERS contribution from their paychecks.
· Please inform all students to double-check their pay to verify accuracy.
· Contact Pam Clark from OHR to help resolve any problems: pclark@hr.osu.edu , 2-4342.

Leave Accrual Issues
· Please review the “Recommendations to Address Leave Issues” and contact Lori if you have experienced additional leave problems not listed.
· Time entered and then subsequently deleted a day later did not process correctly. Please check that all time is correct for this past pay period.
· CTE & CTT time reporting codes did not work properly for pay period 9 or 10. It should be fixed by the next pay period. Please check for accuracy.

Health Care for Grad Students 
· Health care was not deducted appropriately for some grad students.
· Payroll will deduct the appropriate amount across the next two pay periods. 

Visiting Scholar Faculty
· Some faculty termed earlier in the year were issued a check for overpayment from STRS.
Termed Students
· On 9/20/03 HR terminated students if they hadn’t been paid in 120 days.

· However, they also termed a few who had been paid just this last pay period. 

· Please review the check distribution report closely. 

Problems with appointment changes
· Monthly temp to regular have experienced pay/accrual problems.
· Biweekly to monthly appointment – schedules were still applied which caused leave problems. 

FML Module

· The FML balance rolls from the FML module not from the FML time reporting codes. Be sure to update the module for all instances of FML time taken.

· Please go back and account for employee’s FML time since the beginning of the system live date, June ’02.
Senior Administrative Professionals (SAP)

· SAP’s leave time was accruing at a lower rate.
· Make sure employee leave accruals are correct.
· Tax Office Notifications
· If there is a problem with an employee’s W4 form, the tax office will directly communicate with that employee via email.
· When an employee elects to have direct deposit, the tax office will notify the employee that they received the direct deposit form and when it will go into effect.
· The tax office no longer needs a new W4 for changes to an employee’s address. However, you will need to change it in the system. They only need the W4 form if an employee’s exemptions change.
· Benefit Rates for Grad Students
· Grad students have been working for better benefit coverage.
· Within the next three years, plan to cover 75% of their benefit cost.
· Expect the composite rate to increase 1.5 – 1.75%.
· Returning Retirees
· Please inform Mary Lou Bean, 2-7396 of all returning retirees. 
· Faculty Professional Leave of  Absence
· If a faculty member is on federal funding and is taking a professional leave of absence, Bob Oyer requests that we remove the faculty from those federal funds.
· OSUE does not put faculty on federal funds.
· New Employee Orientation
· Encourage all employees regular and temporary to attend OHRD’s new employee orientation.

· http://hr.osu.edu/ohrd/neo.htm
· Hidden Benefits Fair 

· Hidden benefits fair is scheduled for Dec. 17th from 11am-2pm in the French Field House.
· Please put up the poster advertising this event to your employees.
· Ohio HR Conference
· Lori attended the Ohio HR conference in September and highly recommends all to attend.
· She attended courses such as “Becoming Manager of Choice”, “Advancing Interpersonal Skills”, “Staying Motivated in Challenging Times”.
· Generations in the Workplace
· Lori noticed a common discussion thread during her attendance at the Ohio HR conference. The presenters encouraged all to be aware of the vast generational differences in the workplace today.
· In order to recruit, retain, coach, mentor our workforce, we need to understand these generational differences and learn how to help value these differences as strengths. http://cfaes.osu.edu/facultystaff/fiscalhr/hr/documents/GenerationsintheWorkplace.pdf
