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-Training Notice -Adverse Weather Info -Info from Dept for Employ. Insur.
-New NAC Code -Current Payroll Schedules -Cabinet Directory (February)
-Training Reminder -New Employee

Message From the Director:

Mandatory Reorganization Training:

OnThursday, March 15, 2007andTuesday, March 20, 2007rom 8:30 a.m. until 11:00 a.m. the Personngl
Cabinet’s Division of Employee Management alondwtite Governor’s Office for Policy Management will
be conducting Cabinet/Agency Reorganization trgrior all state agencies. This training will coadr
aspects of the reorg process as outlined in ChZptéthe P1 Manual. We have made a couple of gdsto
the requirements of the reorg packets, the formsired for reorgs as well as a few other minor gesrthat
everyone will need to be made aware of. This imgimvill take place at the Personnel Cabinet’s firag
Room located at 801 Teton Trail.

It is REQUIRED that each agency send a minimumnaf merit employee to one of these training session
To register for this training, please email Steph&@uarpenter abtephanielL.Carpenter@ky.gowo later than
Friday, March 2, 2007.

\- o4

Thank you in advance for your participation!

Processing & Records

*New Nature of Action Code - Y36 (Retireme nt/Accepted with Prejudice ): Is now available for use.

*CICS Training Reminder : To those of you who registered for this training, this is just a reminder that it will
be conducted on Wednesday, February 21, 2007 in the Personnel Cabinet’s training room at 801 Teton
Trail from 8:30 a.m. until 12:00 p.m. We will be sending out training confirmations closer to the training date.
Please contact Stephanie Carpenter at StephanieL.Carpenter@ky.gov if you have any questions.

Commissioner Secretary Director
Carla Hawkins Brian J. Crall Mary Elizabeth Harrod
Department for Personnel Personnel Cabinet Division of Employee

Administration Management



Payroll

Adverse Weather:

Over the last few months we have been working diligently with many agencies to clear outstanding adverse
weather balances. However, there are currently agencies that still remain on the PERUPPDQ* report. We are
aware that many of these balances remain due to employee resignations, transfers, P1 leave as well as failure
to simply remove them from the report. Regardless of the reason, we do insist that all balances are checked
into and that they be cleared immediately (unless that employee is on leave).

Please refer to Chapter 8H (921 Transactions) page 8.36 of the Payroll Manual for instructions on how to enter
adverse weather used and/or adverse weather made-up. Please remember that when an employee uses
Adverse Weather it should be reflected on their timesheet (PTL) with a position (+) number and when made-up
it should be reflected on the POT screen as a negative (-) number.

As a reminder:

Each incident that requires an employee’s use of Adverse Weather shall only be given 4 months to be made-
up. At the end of the 4 months, this balance must be deducted from the employee’s annual and/or comp time
balance. An employee that does not have sufficient annual/comp time to be deducted from will be given leave
without pay (LWOP).

NOTICE: Beginning April 2007, the Personnel Cabinet’s Division of Employee Management will begin sending
out quarterly notices reminding payroll officers/staff to check and deduct (if necessary) any balances that have
exceeded their 4 month grace period. It will no longer be allowed that balances are left and then deducted at
years’ end.

* The PERUPPDQ report is available on RDS/Document Direct. If you do not currently have access to this report please
request that your immediate supervisor contact Gail Cooper or Greg McGaughey to have your access set-up. This report
is available after each payroll cycle.

Current Payroll Schedules for February and March:

Sunday

Monday

25

() JAN 16-31
| Manual pay & health
| ins. Update. Last day

pl's can be

approved for payroll.

12 JAN 16-31
Update/ health ins.

1 FEB 1-15

| Manual pay & health

ins. Update. Last day

i pl's can be
| approved for payroll.

| 26 FEB: 1-1&

Update/ health ins.

{ Last day pl's can be

approved for supp
payroll

Tuesday

é JAN 16-31

Manual pay
update files go
down at 1:00 and
rermain down.
RUN PAYROLL

3 JAN 16-31
Update/ health ins.

| Last day pl1's can

be approved for
supp payroll

20 FEB 1-15
Manual pay
- Update.

Files go down at
1:00 and remain
down.

RUN PAYROLL

27 FEB 1-15
Update files go
down at 1:00 &
remain down.

RUN SUPP PAYROLL
Update affer supp

Cwith p1's only.

February 200_7

Wednesday

z JAN 16-31
No Update

14 JAN 16-31

Update — files go
down at 1:00 &

- remain down.

RUN SUPP PAYROLL
Update after supp
with p1's only.

21 FEB 1-T5
No Update

28 FEB 1-15
No Update

PAYDAY

Thursday

i1 JAN 16-31

Manual pay & health

ins. update

8 JAN 16-31

No Update

15 JAN 16-31
PAYDAY

Manual pay & health
ins. update
For FEB 1-15

22 FEB 1-15
Update/ health ins.

Friday

2 JAN 16-31

Manual pay & health

i ins. update

i 2 JAN 16-31
{ Update/ health ins.

¢ 16& FEB 1-15

Manual pay & health

i ins. update

ACTIVATE DUES FOR

| UTILITY #'s
| 4003, 4008, 4020

;1 23 FEB 1-15

Update/ health ins.

Saturday

3

i 24




Sunday

i 25

Monday

1 5 FEB 16-28

Manual pay &

] health ins. Update
. Lastday pl's can be

approved for payroll.

P12 FEB 16-28
. Update/ health ins.

12 MAR 1-15
Manual pay &

health ins. vpdate

26 MAR 1-15
Update/ health ins.

Tuesday

L6 FEB 16-28
- Manual pay

update files go
down at 1:00 and
remain down.
RUN PAYROLL

(3 FEB 14-28
Update/ health ins.

| Last day pl1's can

be approved for
supp payroll

20 MAR 1-15

Manual pay &
health ins. Update.
Last day pl1's can
be approved for

payroll.

27 MAR 1-15
| Update/ health ins.

wednesday

7 FEB 16-28

No Update

14 FEBR 16-28

Update — files go

i down at 1:00 &

remain down.
RUN SUPP PAYROLL
Update after supp
with pl1's only.

21 MAR 1-15
Manual pay vpdate
files go down at 1:00
and remain down.
RUN PAYROLL

28 MAR 1-15 |

Update/ health ins.
Last day pl’'s can be
approved for supp
payroll

March 2007

Thursday

1 FEB 16-28
Manual pay & health
ins. Update
ACTIVATE DUES FOR

| UTILITY #'s
| 4010, 4012, 4025

8 FEB 16-28
i No Updalte

15 FEB 16-31
No Update

PAYDAY

22 MAR 1-15
No Update

2 MAR 1-15
Update — files go
i down at 1:00 &

remain down.
RUN SUPP PAYROLL
Update after supp
with pl1's only.

Friday
2 FEB 16-28
Manual pay &
health ins. update
Lo FEB 16-28 |
! Update/ health ins. |
i 16 MAR 1-15

I Manual pay &

health ins. update

: INACTIVATE DUES

23 MAR 1-15 |
No Update

30 MAR 1-15
No Update

PAYDAY

END OF QUARTER

saturday

3

<3|

Classification & Compensation

We would like to take the opportunity to announce the newest member of the Classification and
Compensation Branch family: Dawn Moreland. Dawn transferred to us from CHFS on February 1°'
We are very excited to have her with us!

Department for Employee Insurance

News from the Enrollment Information Branch....

We hope all of you are enjoying more freedom using the Web Enrollment System! You can now
enroll new employees and enter their health insurance elections. You may also update addresses and
phone numbers, terminate coverage for employees and review company statistics online.
Please remember that when you enter information on the Web Enroliment System, you do not need to
send a paper copy to the Enrollment Information Branch (EIB). In addition, please reserve faxing
information to EIB for emergency access to care issues only. To verify receipt of your fax, we
encourage you to contact a staff member in EIB (502-564-1205) prior to sending the fax and request
the staff member to follow-up with a phone call upon receipt.

It is also important to note that all other paper applications, update forms, etc. should be mailed to EIB
with a Transaction Log Sheet. A copy of the Transaction Log Sheet is sent back to you from our office
as confirmation that we have received your documents.










