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“Personnel Issues & You” Sharing:


Please remember that while “Personnel Issues & You” is NOT a confidential newsletter you should be mindful with whom you share it. Non-HR staff may not understand all of its contents causing concern/confusion, so please be prepared to clarify any misinterpretations. 





If you have any HRAs that are not receiving these directly or are not listed on our Agency HR/Consultant Staff Listing (the listing used to determine the email distribution list- which can be found in the top right corner at: � HYPERLINK "http://personnel.ky.gov/persadmin/hradministrators/hradmin.htm" �http://personnel.ky.gov/persadmin/hradministrators/hradmin.htm�), please contact Stephanie Carpenter at � HYPERLINK "mailto:StephanieL.Carpenter@ky.gov" �StephanieL.Carpenter@ky.gov� so they can be added.





Enhancement to Employee ID Search:


The Employee ID search functionality has been enhanced to allow HRGs the ability to search for active and withdrawn employees. Please note that if the employee is a Dual Employee, all PERNRS associated with the Employee ID used to search will be displayed, although each displayed PERNR will be attached to a different Employee ID. Remember that the creation of each new PERNR in KHRIS generates a unique Employee ID. You can identify the intended PERNR (the one associated with the Employee ID used to search) as being the one displayed without an asterisk. 





Vacancy Clean-up: 


Please remember that the vacancy clean-up project, initially started before go-live, was intended as an ongoing process, and that any vacancies currently on the books should be funded. If they are not, please delimit them.





Form Modifications: 


Be aware that anything in regulation cannot be modified (this includes form changes/ deletions/ additions). We will soon have all of these forms identified on the website, by citing the appropriate regulation name next to the title, so you are aware.  All changes must go through the formal regulatory process. 





HRG Training: 


Training has changed significantly since go-live. If you have not already returned for a ‘refresher’ please consider doing so. You are welcome to take the whole HRG course or just specific modules. Soon we will begin creating advanced HRG training for the modules since we were only able to provide basics prior to go-live. If interested, please register through the KHRIS Service Center at � HYPERLINK "mailto:PERS.KHRIShelpdesk@ky.gov" �PERS.KHRIShelpdesk@ky.gov�. Training schedules can be found at: � HYPERLINK "http://personnel.ky.gov/persadmin/hradministrators/KHRISCalendars.htm" �http://personnel.ky.gov/persadmin/hradministrators/KHRISCalendars.htm�.





I hope everyone has had a good start to the New Year and I wish you all the best for 2012. 





As our division continues outlining task plans for this year, we’d like your input as we work to finalize and prioritize them. Ensuring that agency needs are being met as we work to make changes and improvements is a priority. We will soon distribute a couple of surveys for this purpose and ask that you please take the time to answer these with as much detail as possible. Of course you’re welcome to contact me any time you have comments and/or suggestions.





Thank you!

















Salary Updates in KHRIS (IT0008): 


The field with annual salary is SAP’s standard. This is for reference as it is standard configuration and does not take into account our special rounding practices. Be careful to notice this. Some actions have come in recently where salary has changed but annual amount is not correct. We are working on a fix for this and will let you know once that is complete. Just be aware that it does not affect pay. What is shown as the salary is what they will get paid - pay is not based on annual amounts shown.





Mass Pay Changes:


Non 18A and 151B agencies may request our assistance with processing these types of actions if they have more than 25 employees involved. We are able to make a mass change as opposed to agencies keying them all individually. Requests can be made by sending an email to the helpdesk with “Mass Pay Change Request” in the subject line. Please provide as much detail as possible in the request, such as the specific org code, PERNRS, whether it’s a percentage (if so, what is the percentage) or a dollar amount. From this request we will extract the pertinent information and send it to the requestor for review and sign-off. If a percentage, we’ll show the “from-to” amounts and need confirmation. If it’s a dollar amount, we’ll show “from” amount and ask the requestor to enter the “to” amount. Spreadsheet/change can be uploaded into KHRIS.





Requests for Refund on Payroll:


Starting immediately, Requests for Refund on Payroll must be sent to the Personnel Cabinet prior to being sent to Treasury.  This will ensure that the Personnel Cabinet receives copies of all Requests for Refund on Payroll for update to KHRIS.  Please forward copies of any 2012 Requests for Refund on Payroll and SAS-27s to your agency consultant that have not already been submitted.  Beginning Monday, February 13, agencies will no longer need to provide an additional copy of either SAS-27s or Refund on Payroll forms to their consultant, as all copies will be collected at the point at which they come to the Personnel Cabinet for processing.  Please be aware that the SAS-27 and ROP processes are under review, and further changes to the forms and processes may be forthcoming over the next few months.

















Candidate quick search:


A new feature was implemented January 18, 2012 for Agency Level 1 (AL 1) COS users.  The feature is formally known as Quick Search Only (My Candidates Only).  Previously, AL 1 users could search for reqs, but not for candidates.  The candidate quick search was turned off because it was tied to the entire COS database.  Kenexa made a change in release 12.5 that allowed search results to be narrowed to candidates associated with a user’s open and closed requisitions.  In summary, AL 1 users can now search for their candidates by full or partial name.   This is a big win for HRGs with high volume operations in COS!





Commonwealth Career Connections Recruitment Publication:


This DCO publication is designed to provide public and private colleges, universities and career and technical schools with information related to state government recruitment and employment.  The publication schedule will coincide with May, August and December graduations.  Contact Linda Brown to discuss inclusion of your agency’s information.  Click � HYPERLINK "http://personnel.ky.gov/employment/RecruitmentPage.htm" �here� to view the most recent edition.





COS Reporting Assistance:


Contact Rick Davis if you would like to discuss options for custom COS reports for your agency.  Reports can be established to automatically route to users on a periodic basis, or can be generated for one-time use.








New Request Forms:


New forms have been created for requesting the following FICO services:  


-Create/update Vendors (for Treasury only)


-Create functional areas for Personal Service Contractors


They are available on our website at: � HYPERLINK "http://personnel.ky.gov/persadmin/hradministrators/omi.htm" �http://personnel.ky.gov/persadmin/hradministrators/omi.htm�





Please complete and send the appropriate form through the KHRIS Service Center (� HYPERLINK "mailto:PERS.KHRIShelpdesk@ky.gov" �PERS.KHRIShelpdesk@ky.gov�) when either service is needed.














Report Update:


- Master Position Listing (ZPAR004_POSITION)- Access has been restored for HRGs.


-Employee Data Verification (ZES001)- This report allows HRGs to monitor changes employees make through ESS.





Leave Sharing: 


In accordance with KRS 18A.197(4) and KRS 18A.203(4), the Personnel Cabinet is responsible for maintaining records of sick and annual leave that is transferred from one employee to another.  If an agency is utilizing the Sick and Annual Leave Sharing functionality in KHRIS, then this serves as the record of transfer.  This requires agency personnel to submit requests electronically and for a “leave sharing coordinator” to approve the requests thus creating additional “buckets” of leave for these purposes.  However, if an agency is not using this functionality then the agency is required to send a copy of the sick and annual leave donation forms to the Personnel Cabinet (Personnel Administration Branch) for filing.





An agency may request the “leave sharing coordinator” role/relationship through the KHRIS Service Center by completing the security access form.  In addition, if any agency encounters problems with using the functionality, they may contact Todd Bailey at � HYPERLINK "mailto:Todd.Bailey@ky.gov" �Todd.Bailey@ky.gov� for assistance.
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Common Questions Regarding W-2s:


In anticipation of the questions often received regarding W-2s, we have compiled the following commonly asked questions, with their answers:





My gross on my last paycheck doesn't match my W-2 amount.  Why?


The W-2 reflects taxable, not gross wages.  Most employees' gross wages are reduced by retirement and other pre-tax contributions.  These contributions may include:  pretax retirement installment purchase agreements, premium conversion (pretax group health insurance premium), FSAs (medical and daycare), and deferred compensation contributions (deferred compensation contributions are subject to Social Security and Medicare taxes, but exempt from federal and state taxes).





My FIT and SIT taxables don't match my Social Security and Medicare taxables.  Why?


This is usually due to deferred compensation contributions being made during the tax year.  Deferred compensation contributions are subject to Social Security and Medicare taxes but are exempt from federal and state income taxes.





My tax software program requires a local taxable amount.  My W-2 doesn't show one. Where can I get this figure?


The IRS does not require a local taxable figure on the W-2.  Only the local tax paid must be shown.  However, some tax preparation software does require a local taxable figure for processing.  We recommend that the employee use the Medicare taxable figure, found in box 5 of the W-2.





My address changed and I didn't get my W-2.  Where is it and how can I get it or a copy?


These are returned to the agency shown on the W-2.  The agency can provide the employee with the returned W-2 when it is received by the agency or a copy may be requested via ESS beginning February 1st.





Can I get a copy of my W-2?


We do not keep "hard" copies of W-2s, but for 2011 and onward, employees and agencies will be able to request a copy via ESS or the KHRIS Service Center Helpdesk.  Information regarding requesting copies of W-2s via ESS or the Helpdesk will be sent to agencies soon.





Please note that 2011 W-2C and W-3C production for employees paid through KHRIS will be handled by the Personnel Cabinet.  Instructions for 2011 W-2Cs and W-3Cs have been sent to HRGs and are also available on our website at: � HYPERLINK "http://personnel.ky.gov/persadmin/hradministrators/tm-pi.htm" �http://personnel.ky.gov/persadmin/hradministrators/tm-pi.htm� under the Pay section.  














