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Modifications for PeopleSoft

This document provides an overview of the changes to the Payroll files provided to OSF for processing of the Higher Ed Payroll.   With the implementation of any new software, changes are inevitable but we have tried to minimize the impact of any business process changes to the institutions.    The revisions listed below reflect the modifications required to interface with the PeopleSoft product.  

In some cases we have left space for new fields that may be needed in the future.    We have also adjusted some field sizes to equate with PeopleSoft field sizes.  Because of PeopleSoft processing, Higher Ed information will now be sent in two files.  The Demographic Data file will provide OSF with background information related to the employees’ Personal Data, Job, and Tax data.  The Payroll Data file will provide information needed to complete the creation of warrants, FTE, and year-end reporting.  

General Processing considerations:

· Company = Agency

· Employees will have two Emplids, one within the new PeopleSoft system and one within the Universities' systems.  The Social Security Number will be the common means to identify employees between systems.  A space has been provided for the University ID in the Demographic file, Employee Number.  This number will be printed on the employees check if provided. 

· The warrants will sort in the order in which they are received.  There will not be a sort order field.

· Institutions are currently sending OPERS applicable hours to OPERS outside of the State payroll system.  The new layouts will include the OPERS hours and this reporting will be done on a centralized file.  Only include OPERS hours on applicable employees.

· The employees mailing address should be provided on the Demographic Layout, this should be the address at which the employee would expect to receive their payroll warrant if mailed. 

· The Jobcode is the same Jobcode that is currently submitted to OPM.  These must be valid JobCodes in the OPM system.

· The agency must submit funding information on each employee via the Payroll Data File, funding line fields are provided.  

· PeopleSoft allows the user to construct Deduction Codes and Earnings codes for use in processing payroll.  These will change from the existing trailer codes and deduction buckets used on the previous Payroll system.  These lists are being finalized and will be provided in the near future.  

· The Demographic file will be submitted when an employee is Added, Changed and Terminated.  Adding an employee would be used when the employee does not exist in the system as an employee for the submitting agency, all record types must be submitted with this Transaction Type.  A Change transaction type would be submitted when an employee’s data is changing in some way.  A ‘TER’ or Termination transaction type would be submitted when an employee is terminating a concurring job, due to death, or termination of employment.

· Action and Action Reasons are provided fields within PeopleSoft.  These fields will be used within the Demographic file to further instruct the system on how the employees’ data should be used.  Valid Actions are ‘HIR’ Hire, ‘DTA’ Data Change, ‘TER’ Terminate.  When an action of Terminate is used an action Reason should also be given in the Action Reason Space provided.

· PeopleSoft cannot handle NULL ASCII characters; fields must be filled with spaces. 

· When transmitting files to OSF, agencies have been able to choose between a mainframe or a pc layout, the difference being how the amount fields were input.  In PeopleSoft, all amount fields will have a     leading sign and an imbedded decimal.  For example +00000009232.13.
· Individual institutions will be responsible for EEO reporting.

· Cut off times will be established for submitting the demographic file.  The detail on times will be communicated at a later date.

· Initially, the State will continue to report state taxes only for Oklahoma.  We will apply for the appropriate licenses, and begin reporting to other states in 2004.

· Corrections for FICA and MQFE errors will be made on the next payroll processed.  Institutions will get a report of the errors after payroll processes.  Payrolls will not error out because of these differences.

· Only known deduction codes have been provided.  If the institution adopts a new plan that requires separate reporting, they will have to apply to OPM to have an new deduction set up.

· Errors resulting from missing demographic data will cause the individual’s payroll to discontinue processing.  These errors will be reported to the institutions for correction and the employee’s payroll must be submitted on a separate run.

This document describes the OSF’s Higher Education Payroll Processing record layouts to accomplish the task of electronic data transmission of payroll claims to the Office of State Finance.  The data must be in the following described format.  Data items will follow directed defaults where applicable.   

The columns are described as follows:

Column From   
This identifies the beginning position of the data for the particular fields.

Column To 
  
This identifies the ending position of the data for the particular fields.

Field Name  
    
This column will describe in short what the data item will be labeled.

Field Description  
This column will contain a general definition of the Field and default rules.  

Data Type             
This column will reflect the valid values for the data field and its format.  For example , a field may be Alphanumeric with values of “Y” or “N”.

Length 
     
The number of characters in the field

Field Value           
This column will reflect the valid values to default for the data field.

Record Types:

Demographic Data file

A Header Record Type must be submitted with the additional record types. Demographic file - Job Record types should be repeated for concurrent jobs in addition to any other related records.  


            Header Record


Personal Data 


Job Record


Federal Tax Data


State Tax Data


Direct Deposit

Payroll Data file 

A Header Record Type must be submitted with the additional record types.  One Pay Page Record can be submitted for multiple Pay Earnings, Pay Deduction Data, and Pay Tax Records. (Funding lines must be provided for the employer’s share of related cost).  


Header Record




Pay Page Record 





Pay Earnings Record





Pay Deductions Record




Pay Tax Record

Data Type and Alignment

Alpha – 

Alphabetic   Characters A…Z

Left Justified

   

Unused portions filled with spaces

Alphanumeric  
Characters A…Z, 0…9 and any printable special character

                             
Right Justified 

Numeric 

Characters 0…9

                        
Unused positions are zero filled 




Signed fields have their picture clauses with the sign leading 

                        
Example :+9(09).99

Dataset Characteristics 

Each of the Demographic Data Records is a fixed length of 400.   Each of the Payroll Data Records is a fixed length of 250.  If the record does not have the maximum number of bytes , then place filler at the end of the record to complete the character requirement.    
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