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This Alert Includes:
· Enrollments for second program grouping 09
· Enrollments for second program grouping 03 and 05
· Running HRBEN0047 
SECOND PROGRAM GROUPING 09 (Temp with Retirement)
When a non-permanent employee is hired, rehired, or returned from furlough in second program grouping 09, the adjustment reason RETR will automatically be created by the PA40 action.  This will occur whether or not the employee is being enrolled in retirement from the date of hire, rehire, or return from furlough.

If enrolling in retirement from date of hire, rehire or return from furlough, follow the steps outlined below:
1. RETR adjustment reason is automatically created by the PA40 action.
2. PA30, IT0041, select the CHANGE icon, and add a ZW effective the date of hire, rehire, or return from furlough regardless of whether or not the employee left their money in their SERS retirement account.
3. Enroll employee in the appropriate retirement plan through HRBEN0001.
4. These employees will not have an IT0019, Z2 (Beg CLYR for Retirement).
5. Note: when the HRBEN0047 program is run, the above employees should not appear on the list because the ZW date type is on IT0041.  If the name does appear, no action needs to be taken if the employee is already enrolled in retirement.
If not enrolling in retirement until 750 hours are met in the calendar year, follow the steps below:
1. RETR adjustment reason is automatically created by the PA40 action even though the employee is not being enrolled in retirement until 750 hours are met.
2. On 01/01/XX (every calendar year as long as there is no IT0169), a program will be run by IES, which will create an IT0019, subtype Z2 (Beg CLYR for Retirement) and the date will be 01/01/XX of the year in which the program is being run.  

3. Monitor hours by running the HRBEN0047 on a routine basis.  For names appearing on the HRBEN0047 output, the ZW date type on IT0041 and Adjustment Reason MHRS (Met Minimum Hours) on IT0378 will automatically be created effective the date the minimum hours were met.  
4. The effective date of IT0378, Sty MHRS, should be the first day of a prospective pay period to avoid retroactive payroll deductions 

5. Change the calendar date on HRBEN0001 to the same date as the MHRS adjustment reason and enroll the employee in the appropriate retirement plan.    
SECOND PROGRAM GROUPING 03 (EAWs) AND 05 (IIIs)
For employees being enrolled in retirement from date of hire, rehire, or return from furlough:
1. PA30, IT0378, RETR adjustment reason should be created effective the date of hire, rehire, or return from furlough.
2. PA30, IT0041, a ZW effective the date of hire, rehire, or return from furlough should be created regardless of whether or not the employee left their money in their SERS retirement account.
3. Enroll employee in the appropriate retirement plan through HRBEN0001.
4. These employees will not have an IT0019, Z2 (Beg CLYR for Retirement).  
5. When the HRBEN0047 is run, these employees should not appear on the list.   No action needs to be taken if the employee is already enrolled in retirement.
For employees not being enrolled until 750 hours are met in the calendar year:
1. PA30, IT0378, RETR adjustment reason should be created effective the date of hire, rehire, or return from furlough.
2. On 01/01/XX (every calendar year as long as there is no IT0169), a program will be run by IES, which will create an IT0019, subtype Z2 (Beg CLYR for Retirement) and the date will be 01/01/XX of the year in which the program is being run.  
3. Monitor hours by running the HRBEN0047 program on a routine basis.  For names appearing on the HRBEN0047 output, the ZW date type on IT0041 and an Adjustment Reason MHRD (Met Minimum Hours) on IT0378 will be automatically created effective the date minimum hours were met,
4. The effective date of IT0378, Sty MHRS, should be the first day of a prospective pay period to avoid retroactive payroll deductions 

5. Change the calendar date on HRBEN0001 to the same date as the MHRS adjustment reason and enroll the employee in the appropriate retirement plan.    

RUNNING HRBEN0047

Running the HRBEN0047 program can be done when close to the pay period in which the 750 hours would be met (roughly pay period 09 or 10 of the calendar year).  Employees should not reach the 750 hours in the first few months of the year unless the employee had an exceptionally large amount of overtime in those months.  

· Program should be run on a routine basis (ex. biweekly).  
· Copy of how the fields should be completed is shown below.
· The program can be run for various periods:
· If it is June 9 and it has not been run, the period will be 01/01/XX to 06/08/XX (try to keep the last day of a pay period).
Completing the HRBEN0047

· Agencies with second program grouping 09
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· For agencies with more than one program grouping (Ex: L&I would have grouping 05 and 09) do not enter 09 but select the multiple selection arrow, as shown on the above screen shot and complete the fields as shown below:                     
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· Always run the program in the background.
· Print out the names in the event you cannot immediately work on them or download the names to a local file and save them as a spreadsheet.
· Refer to BPP:  Plans with Waiting Periods on how to run the report in the background.

IT0019, Subtype Z2 -- DO NOT create, change, or delete subtype Z2 on IT0019
BPPs -- The following BPPs will be updated in the future with the above information:

· BH0116, New hire enrollment and 6 month dental enrollment to include the information when non-permanent employees are enrolled in retirement from date of hire, rehire or return from furlough
· BH0269, Plans with Waiting Periods to include the information when non-permanent employees are enrolled in retirement after reaching 750 hours in a calendar year.
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