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Message From the Director:

Happy Fall everyone! Or shall | say winter? It’s hard to tell with this crazy weather, although it does match
perfectly with our crazy schedules for the upcoming weeks. The Department for Personnel Administration is
about to commence on a lengthy schedule of oral demonstrations from vendors who have submitted
proposals to help us create and implement the new Kentucky Human Resource Information System (KHRIS).
Starting November 14, 2006 through January 2, 2007 much of our management within the department will be
participating in these demos. If you need immediate assistance within the Division of Employee
Management, please contact my administrative assistant Stephanie Carpenter at 502/564-6464 or by email
at StephanieL.Carpenter@ky.gov.

In the meantime, | wish you a safe and Happy Thanksgiving.

Thank you! W%WMM

Processing & Records

* Re-employment Processing
Just a reminder: When processing a re-employment (A31); the employee is returned with status (B) and is
given the annual increment date they had prior to the layoff.

*Greenbar Reports to Document Direct

Effective 11/01/2006 most of our personnel reports previously received via greenbar, will be converted to
Document Direct. The conversion of these reports to this program will dramatically cut back the amount of
paper used in addition to making the utilization of these reports much more efficient. Rather than using and
storing a physical copy you will be able to view, print (if desired) and store reports all in one application.
During the month of October we began training individuals who were already receiving these reports. If you
are currently receiving personnel reports (not payroll related) via greenbar and were not contacted for
training, please contact Stephanie Carpenter at 502/564-6464. Training is also open to anyone else
interested in using this program.
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* Clarification - Military Leave :

In Personnel Memo 06-16 dated 08/03/2006, the “Kentucky” National Guard was specifically named as one
of the agencies affected by the new military leave policy. This should not have specified “Kentucky”. It
should have read the “National Guard” as one of the affected agencies. Please refer to our website for the
revised PM. If you have further questions contact Mary Elizabeth Harrod at 502/564-6464.

*Clarification- Personnel Memo 06-23- Voting Leave

If an employee exercises the right to vote on Election Day and is scheduled to be off using sick or annual
leave, their timesheet should be adjusted to reflect 3.5 annual or sick leave hours (4.0 for 40 hour work
week) and 4.0 voting leave hours.

*Adverse Weather Update:

Effective 10-01-06 any time not made up by employees for adverse weather should have been deducted
from their leave balances accordingly. Listed below are agencies with balances that have not been
deducted. If your agency is listed, please take action to have this cleared immediately.

31- 035, 066, 120, 125, 250, 263, 268 and 370. 53- 721, 729 and 736

39- 079, 130, 758 and 785 54- 500, 502, 515, 523 and 527

50- 660, 670, 850 and 860

51- 415, 531, 540 and 545

52- 569, 590, 595, 695, 920 and 930 Thank you!

Making Corrections to 2006 W-2s.

As year end is approaching, it is not too soon to begin clearing up any problem files. We suggest the
following steps to make certain your employees’ W-2s for 2006 are correct:

Check the W-2 One-line Error Report (PERW2LN1 on Document Direct). This report will show employees
who have potential W-2 errors, with a description of the problem that is triggering the report.

Compare your company’'s QEHSS, the Social Security Quarterly Report, and your documents (including
SAS 27s and Refunds on Payroll) for all adjustments made in 2006. All three sources should concur. This
is the best way to make certain every manual transaction you have completed this year is reflected on your
employees’ W-2s. The easiest way to do this search, if you have a large agency or a large number of
documents to check, is to open the QEHSS and do a search for ADJ. For each SAS 27 and Refund on
Payroll form updated, you should find an adjustment on the employee’s record with ADJ to the left-hand
side. Once you have checked all of your ADJs, do a search for 3XX. For each pretax refund and other
similar adjustments, you should see 3XX to the left-hand side. This search is most easily done if you have
your documents (SAS 27s, ROPs, pretax refund documentation, etc.) in Social Security Number order, as
that is the order in which the QEHSS is arranged. When you come to an item (an ADJ or 3XX), you should
have a document on hand to support the adjustment, and the item should also show on the Social Security
Quarterly Report. If you have any manual documents that are not reflected on the QEHSS, it means you
probably did not update it and need to do so. For questions regarding the Social Security Quarterly Report,
please contact Connie Eggen or James Driver at 502/564-3259.

Optional Dental/Vision Carriers Approved for Payrol | Deduction:

The Division of Employee Management maintains a listing of all optional dental and vision insurance
carriers that are approved for payroll deduction. This listing can be accessed by visiting the Personnel
Cabinet’s website or by clicking on this link: http://personnel.ky.gov/NR/rdonlyres/D17CE9CE-EM3E0-
A99(-FB99417B0719/0/insco.p




Current Payroll Schedules for upcoming months:

*NOTICE* We will run updates on November 8th. The payroll calendar online indicates that there will be no
update, but that is incorrect. The calendar will be corrected. Please make note for reference. Thank you.

** Due to holidays we will update on the 15",

November 2006

CHRISTMAS DAY

CHRISTMAS

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 OCT 16-31 St OCT 16-31 3 OCT 16-31 4
Manual pay & health Manual pay & health Manual pay & health
ins. update ins. update ins. Update. Last day
pl's can be
approved for payroll.
¢ 5 é OCT16-31 | 7 OCT 16-31 8 OCT 1631 ¢ OCT 16-31 10 OECET 16-31 11
Manual pay No Update No Update Update/ health ins.
update files go
down at 1:00 and STATE HOLIDAY
remain down. VETERAN'S DAY
RUN PAYROLL
12 13 OCT 16-31 14 OCT 16-31 L5%= OCT 16-31 16 NOV 1-15 17 NOV 1-15 18
Update/ health ins. Update — files go Manual pay & health Manual pay & health Manual pay & health
Last day pl1's can down at 1:00 & ins. update ins. update ins. Update. Last day
be approved for remain down. pl’'s can be
supp payroll RUN SUPP PAYROLL PAYDAY approved for payroll.
Update after supp
with p1's only.
19 20 NOV 1-15 21 NOV 1-15 | 22 NOV 1-15 | 23 NOV 1-15 | 24 NOV 1-15 25
Manual pay & No update Update/ healih ins.
- health ins. Update.
. Files go down at STATE HOLIDAY STATE HOLIDAY
- 1:00 and remain THANKSGIVING THANKSGIVING
down.
RUN PAYROLL
26 27 NOV 1-15 28 NOV 1-15 29 NOV 1-15 30 NOV 1-15
Update/ health ins. Update/ health ins. Update — files go No Update
Last day pl1's can be down at 1:00 &
approved for supp remain down. PAYDAY
payroll RUN SUPP PAYROLL
a
Revised: Payroll Schedule for December 2006:
a a
revised December 2006 - Subject to change
Sunday | Monday Tuesday Wednesday Thursday Friday Saturday
1 NOV 16-30 2
Manual pay &
health ins. update
3 4 NOV 16-30 5 NOV 16-30 & NOV 16-30 v NOV 16-30 8 NOV 16-30 9
Manual pay & Manual pay & health Manual pay update No Update No Update
| health ins. update ins. Update. Last day files go down at 1:00 :
pl's can be approved and remain down.
for payroll. RUN PAYROLL
10 14 NOV 16-30 12 NOV 16-30 13 NOV 16-30 14 NOV 16-30 15 NOV 16-30 16
Update/ health ins. Update/ health ins. Update/ health ins. Update — files go down Manual pay & Manual
Last day p1's can be at 1:00 & remain down. health ins. update i pay
approved for supp RUN SUPP PAYROLL PAYDAY update
payroll Update after supp with
pl's only.
T 18 DEC 1-15 19 DEC 1-15 - 20 BEC 1-15 | 21 DEC 1-15 22 DEE€ 1-15 23
Manual pay Update/ health ins. i Update/ health ins. Update — files go down No Updates
update files go Last day pl's can be at 1:00 & remain down. PAYDAY
down at 4:00 and approved for supp RUN SUPP PAYROLL
remain down. payroll Update after supp with
RUN PAYROLL Pl's only.
24 25 DEC 1-15 26 DEC 1-15 27 BEC 1=1.5 28 BECT1SES 29 BEC 115 30
DO NOT ENTER PAYROLL DO NOT ENTER PAYROLL STATE HOLIDAY
STATE HOLIDAY | STATE HOLIDAY
.. Have a safe and | Have a safe and Clear old year files Clear old year files Have a safe and
31 happy holiday happy holiday happy new year




Classification & Compensation

Class Assignments effective 11-01-2006.




Class Assignments, continued.

Agency Assignments (for Reorganization Purposes) effective 10-01-2006.

Peggy Brady:
(x223)

Phyllis Harris:
(x227)

Vickie Hatchel:
(x224)

-Transportation Cabinet
-Boards & Commissions

-Health & Family Services Cabinet
-Finance & Administration Cabinet
-Commonwealth Office of Technology
-Kentucky Retirement System

-Commerce Cabinet
-Environmental & Public Protection
Cabinet

-Office of the Attorney General
-Auditor of Public Accounts
-Secretary of State’s Office
-Treasurer’s Office

Carla Gray: -Economic Development Cabinet
(x225) -Education Cabinet
-Governor’s Office for Local
Development
-Department of Veterans’ Affairs
-Department for Military Affairs
-KY Higher Education Assistance
Authority

Jim Lambert: -Justice & Public Safety Cabinet
(x222)

CONTACT US AT: 502/573-0318










