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[bookmark: _Toc429649501]Purpose & Scope
The purpose of this document is to describe MassIT’s Service offerings for HRCMS Human Resources Compensation Management System.  

[bookmark: _Toc429649502]Document Ownership
This document is owned by the Product Manager for HRCMS application:
Edward Colley
Edward.Colley@state.ma.us
Applications Technical Support Manager

This document is reviewed and approved by the Line of Business Director for Enterprise Systems Services:
Madhavi Donepudi
Madhavi.donepudi@state,ma.us
Director of Enterprise Applications
[bookmark: _Toc429649503]
Product Offerings
[bookmark: _Toc429649504]Description of Service
MassIT provisions the HRCMS (Human Resources Compensation Management System) application that is a reliable and secure system used by 149 departments, 2000+ end users to process personnel and payroll transactions based on the policies governing 90,000+ public employees of the Commonwealth, 40,000+ time and attendance self-services employees, and 90,000+ ePay/eProfile users. Self-service employees and managers are able to access time-and-attendance information 24x7 online via internet or through the use of approximately 250+ approved Time Collection Devices (TCDs). Enterprise Application Services (EAS) provides development, maintenance, enhancements, and 24x7production support of the enterprise-wide application. These services are provided to the Executive, Judicial and Legislative branches of government as well as Higher Education and all Independent and Constitutional offices. 
This service includes:
Modify, set up & run mass changes on a regular basis (COLAs, step increases, leave accrual processing, vacation plan transitions, reclassifications, retroactive processing, and auto-post holidays).  See below for complete listing.*
· Maintain the application configuration tables (union dues fees, time & attendance codes, payroll codes, salary plan updates, benefit plans, tax updates etc.) 
· Modify application pages, reports, batch processes (Needs approval from HRCMS Executive Committee).
· Add new vendors to the application, payroll process, interfaces. 
· Add new departments to HRCMS (auto-hire, benefit plans, etc.). 
· Merge departments in HRCMS (group terminations, auto-hire, etc.) 
· Add inbound time & labor interfaces to HRCMS to reduce users posting in HRCMS. 
· Create ad-hoc processes & reports (audit reports, furloughs, and position bumping, record fixes). 
· Support batch scheduling changes (move payroll day due to national holidays, FY end processes, calendar processes, iterative W2 data clean-up, create W2s, user requests to add new business). 
· Actively drive the bi-weekly payroll process (creates interfaces to 250 vendors, hundreds of reports, pays 85,000+ employees, sends/receives interfaces to control departments such as OSC, TRE, GIC, DOR, DSS.
· Provide "super users" in control departments with Correction-mode level security. 
· Add/modify interfaces between our business partners' applications (OSC, TRE, GIC, DOR, DSS, Higher Education, and HRD). 
· Support technical infrastructure/architecture maintenance & upgrades (PeopleSoft application upgrades, PeopleSoft tools upgrades, hardware upgrades, Oracle patches, PeopleSoft tax upgrades (six per year) PeopleSoft patch bundles (four per year), etc. 
[bookmark: _Toc429649505]Mass Update Programs:*
Mass update programs create a predictive and post update report for users to review.  Mass Updates also allows the option to add comments to the employee “General Comments” page.  When requesting Human Resources mass updates, position and job record action/reasons are included in the program run criteria.
Human Resources
Mass Hire	Uses a data input file to create position, personal data, job, employment, leave plan, comp time plan, tax, deduction, pension plan and direct deposit records.
		
Mass Termination	Uses a data input file to add row in job record and terminate employee by specific department and/or fiscal year.  Can run for a specific position type (custom field).   

Cost of Living	Adds a row in job record and places employees on a new pay rate step chart at their current grade and step.  Step entry date is not changed.  Can also run by percent increase.
	
Reclassification	Uses run criteria and/or input file to add a row to vacant and filled positions and job records to change job code, salary plan, grade, step, union code, labor agreement and labor agreement entry date.  Runs by union, salary, plan, or employee with the option of including or excluding specified departments.

Position Transfer 	Adds rows to vacant and filled positions and changes department on position and job records.  Also updates account code (custom field) on custom position and job record pages and home unit (custom field) on the job record custom page.  Runs by dept. and/or account code or by specific position number(s).

Position Maintenance  Updates position hiring flags (custom fields on custom position page) that allow or prevent a position from being filled.

Miscellaneous UpdatesUses run criteria and/or input file to add a row to vacant and/or filled positions and change location, union, position type (custom field) and update job records accordingly.  Can also run on job record only to update Home Unit (custom field), MMARS Dept. ID (custom field)
including/excluding specific department(s) or update specific employees job record only.

Performance Ratings	Uses a data input file to add a row in the performance rating page to post annual performance ratings and rating period.



Benefits


Benefit Program	Enrolls employees into Benefit program.  Run by Job Code or Employee ID or on all
Enrollment		employees with option of excluding job code(s).  Enrollment effective date is 
 			identified in the program run criteria.

Leave Plan Enrollment	Terminates employees current leave plan and enrolls them in a different leave plan.                                      
 			Run by plan type/plan, job code or Employee ID.  Termination and enrollment
 			effective dates are identified in the program run criteria.




Time and Attendance


TRD Workgroup 		Enrolls employees into a workgroup or changes their current workgroup         assignment.
 				Runs by Employee ID. Effective date is specified in the run criteria.

Insert Timesheets		Inserts a Time Reporting Code and hours into Timesheet by date under report.
 				Runs by Department and Employee ID.

Payroll


Retro Active Earnings		Calculates retroactive salary increase earnings and posts the payout in Additional
Calculation and Payout 		Pay using one or more earnings codes. Run by union or salary plan.  Uses run
 				criteria to identify pay period(s) and earnings (codes) retroactive pay will be 
 				calculated on.  Retroactive earnings are calculated using a percentage which can be 				prorated.  Calculated retroactive earnings are posted to additional pay for payout
 				using earnings codes identified in an input file.

Deduction Code Changes  	Ends and/or enrolls employees into a deduction code in General Deductions Data.
 				Uses run criteria to specify old and new deduction code, deduction flat amount and
  				goal amount and deduction end date.  Runs for all employees or Department, Job 
  				Code, or Employee ID.

Automated Additional Pay	Posts earnings or pay reduction to Additional Pay to be paid out over one or more pay periods using a goal amount or pay end date.  Runs by salary plan, job code, or union code, or by employee with different pay out amounts, i.e. bonus.  Payment amount can be specified or calculated.


[bookmark: _Toc429649506]Supported Versions of Service Components
The following application software is supported:
· HRCMS Application Release 9.2
· HRCMS Tools Release 8.54.06


[bookmark: _Toc429649507]Service Targets
	Service Requirement
	Description

	Service Availability 
	Service availability hours are 6:00 AM to 6:00 PM, Monday through Saturday (every other) with these exceptions: Sundays, payroll Tuesdays*, and Wednesday after payroll when service availability is scheduled for 9:00 am.  We are operational during holidays.

*Payroll runs every other Tuesday.  

	Incident Management
	MassIT Service Management Office has standard processes to managing incidents, requests, changes and problems.

	Request Fulfillment
	Staff will respond to service requests during the hours of 6:00 AM to 6:00 PM, Monday through Friday.
 





[bookmark: _Toc429649508]Service Reporting 
The following reporting information is provided to customers as part of this service:
	Report
	Description
	Reporting Interval

	HRCMS Weekly Maintenance Update
	This is a weekly report and review with the HRCMS business owners summarizing maintenance status and priorities.
	E-mail to business owners every Wednesday.

	HRCMS Monthly Maintenance Update
	This is a monthly report and review with the HRCMS Executive Team summarizing the status of open/closed change orders and updating priorities.
	E-mail to business owners on the last Tuesday of the month.



[bookmark: _Toc429649509]Service Requests 

	COMiT Service Request
	Description
	Lead Time-Business Days

	HR/CMS New Service
	Request a new service for HR, Payroll, and Time and Labor, ePay/eProfile, and Mass Updates.
	10 Days

	HRCMS Modify Service
	Request to modify an existing HRCMS service.
	10 Days

	HRCMS Audit
	Request an HRCMS audit.
	10 Days



[bookmark: _Toc429649510]Customer vs. MassIT Responsibilities
This section describes scope of responsibility for both customers and MassIT in relation to providing the defined service. This section will be included in a customer Service Level Objective (SLO).
Service Management Responsibilities that are common across many MassIT Services e.g. Facilities Management, Incident Management,  Change Control, are described in the “Service Management Services Guide” (to be defined). 
[bookmark: _Toc429649511]Summary Customer Responsibilities
The customer must have a valid UAID account before requesting HRCMS access and should request access to only the data necessary to perform his or her job. The customer will define job schedules and resolve and track scheduling conflicts. It is the responsibility of the customer security officer to confirm the business need for the user’s request and to notify MassIT of any changes in the status of the access requirement.

[bookmark: m_customer_detail][bookmark: _Toc429649512]Detail Customer VS. MassIT Responsibilities
[bookmark: _Toc216081581]HRCMS Production Support
HRCMS Production Support includes developers and business analysts.  Together they are responsible for the practices and disciplines necessary to support the HRCMS application through analyzing and resolving reported technical incidents and/or issues.


	Responsibilities
	Customer  
	MassIT

	Provide Tier III support for the HRCMS application.
	
	X

	Provide technical and administrative support for the HRCMS application.
	
	X

	Provide technical support and management of incidents and change orders related to the HRCMS application.
	
	X

	Provide development and analysis of any changes requested through change orders. 
	
	X

	Provide operational support for the HRCMS application.
	
	X

	Manage the Bi-weekly Payroll process
	
	X

	Implement and Maintain Batch Job Scheduler in QA and Production environments
	
	X

	Define job schedules with dependencies
	X
	X

	Administer and maintain an automated production scheduling system 
	
	X

	Implement job schedules 
	
	X

	· Monitor production batch jobs and alert customer per instruction:
· Monitor production schedule cycles
· Invoke resolution and restart procedures in case of failures in the batch jobs
· Notify the designated customer contact of delays in batch schedule processing per Problem Management process
	
	X

	Identify scheduling conflicts in the production schedule cycles
	
	X

	Resolve and track scheduling conflicts in the production schedule cycles
	X
	

	Schedule on-request batch jobs that require immediate execution 
	
	X

	Suggest and implement batch job control improvements
	X
	X




HRCMS Control User
HRCMS Control Users include individuals from HRD, OSC, TRE, DOE (Board of Higher Ed), and the Judicial Branch.  Together they are responsible for communicating to approximately 2,000 end users and they provide Tier II level support to the departments when CommonHelp service desk Tier 1 cannot answer a question.
	Responsibilities
	Customer  
	MassIT

	Provide Tier II support for the HRCMS application.
	X
	

	Provide the necessary change management, training, and communications to the departments.
	X
	

	Provide support for Bi-weekly Payroll process
	X
	



[bookmark: _Toc216081583]HRCMS End Users
HRCMS provides more than 35 roles that can be assigned to an individual based on his/her job responsibilities.  Given the sensitivity of HRCMS data (SSN, disability, etc.), it is critical that users be granted access only to pages needed to complete their job responsibilities.  Access to modify an individual’s pay, enter time and attendance data, or enter other additional compensation, must be balanced by internal controls that assure that the personal and compensation data are not changed without authorization.  Reports should be monitored by management to assure that no unauthorized changes are executed.  
	Responsibilities
	Customer  
	MassIT

	Users must have a valid UAID before requesting HRCMS access.
	X
	X

	Users are responsible for protecting their UAID / Password.
	X
	

	Users requesting access to HRCMS must apply through their Departmental Security Officer.
	X
	X

	Users should request access to only the data which is necessary to his or her job function.
	X
	X


[bookmark: _Toc205698966][bookmark: _Toc216081584]Departmental Security Officer 
The Departmental Security Officer is responsible for the completeness of the request and should return incomplete forms back to the requestor to be finished.  All requests must be signed by a Departmental Security Officer and submitted to the MassIT Information Security Unit in Chelsea.

	Responsibilities
	Customer  
	MassIT

	It is the responsibility of the Departmental Security Officer to confirm the business need for the user’s request by checking with the user’s supervisor.
	X
	X

	It is the responsibility of the Departmental Security Officer to notify the MassIT Information Security Unit whenever a change in a user’s status affects the need for access (e.g.; a change of business role).
	X
	

	If a request is for access to data other than from the user’s department, the Departmental Security Officer must obtain approval from the Security Officers of the other Departments.
	X
	

	If a request is for Secretariat access there must be approval from the office of the Secretariat.
	X
	X

	If the request is for access to data outside of the user’s secretariat, it must be referred to the other secretariat for approval.
	X
	X





[bookmark: _Toc429649513]Chargeback Rate Information
For an overview of the program as well as current and previous fiscal year rates, please visit our Chargeback Services webpage.




		Page 9 of 9
image1.png




