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HRMS and PAY1 Systems 

• Employee’s insurance effective dates can vary from the 1st of the month through 
the 4th of the month, depending on the first working day in a month and the 
employee’s date of hire (first day of work). Known problems are: 

o Employee is hired with an effective date of the 2nd, 3rd, or 4th day of the 
month where the insurance effective date in PAY1 is not the same as 
the hire date in HRMS. If the insurance effective date is prior to the hire 
date or appointment change in HRMS, you will need to manually key in 
HRMS, as the insurance record on the GAP16 will not auto-load to 
HRMS. 

o Employees hired on the first of the month who are benefits-eligible 
will usually require manual entry for their payroll dated the 10th for 
both the employee and employer portion. Run a Movement/Turnover 
report (ZHR_RPTPYU26). In the “date from” selection, use the last day of 
the previous pay period. In the “date to” selection, use the first day of the 
next pay period. HRMS is date-specific, so this will capture all new 
transfers and employees. 

• When transferring employees, the transfer should be completed in PAY1 first so 
the new information coming from HRMS (GAP9) will update any new 
information for the employee, such as salary or address change. The losing 
agency will transfer out the employee on the A.41 screen in PAY1 with a transfer 
reason code “401” and transfer effective date at the end of the month in which 
the transfer occurred. The gaining agency will transfer in the employee with 
transfer reason code “201” and an effective date at the first of the month 
following the transfer out effective date. 

• If the transfer is not completed in PAY1 first, any changes to fields, such as 
salary, will not upload from the GAP9 correctly in PAY1 due to gaining agency 
not having the agency lock in PAY1. 

• The losing agency should notify the gaining agency when the transfer is 
complete in PAY1. If you are the gaining agency and the transfer has not been 
completed, contact the losing agency. Agency contact information (state and 
higher education) can be found on the Agency Contact List. 

• A manual adjustment in HRMS will be required when transferring an employee 
to an agency not utilizing HRMS (higher education institutions). 

• When enrolling a registered domestic partner, PAY1 recognizes him/her as a 
spouse. When the GAP16 report runs and updates HRMS, the update goes into 
HRMS as an employee with a spouse. If the registered domestic partner does not 
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qualify as an IRC Section 152 dependent, go into HRMS and set them up as 
NQSSDP. This will set the premiums as an after-tax deduction. 




