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Automated Updates from BES to CIPPS for Flexible Reimbursement
Accounts for Dependent Care (Deduction 21) and Medical Expense
Reimbursement (Deduction 22)

Overview

Beginning May 28, 2008, flexible spending account changes for dependent care and
medical expense reimbursement will be automatically updated from BES to CIPPS.
Like the BES to CIPPS update for health care, the automated update process is a two-
day process. Day one, the information is entered in BES. That data is captured
overnight and passed to CIPPS the following night. On the morning of the third day,
the update will have been made to CIPPS and will be reflected on the reports as
outlined on page 2. Future-dated BES transactions will not be passed to DOA until
processing begins for the pay period indicated by the effective date.

As with all automated updates, agencies are ultimately responsible for reviewing and
verifying the changes that have been made, especially as it relates to any agency
unique processing methods.

End Date for
Flex Accounts

DOA will no longer enter the “goal amount” when creating the deductions for
flexible reimbursement accounts due to the complications in determining that goal
amount if changes occur during the year. Effective May 28, 2008, DOA will enter
June 24, 200X in the “deduction end date” field for all flex account activity passed
through the daily update.

If you choose to continue to manually enter goal amounts, you will be responsible for
updating the goal value any time a change occurs - to include new plan years.
Additionally, you will need to adjust the utility field appropriately.
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Automated Updates from BES to CIPPS for Flex Accounts, continued

Reports The U131 BES/CIPPS UPDATE LISTING will reflect the old and new values of the
changes that were automatically made for health care, dependent care and medical
expense accounts. This report has been improved to include:

» CHG IND (change indicator) values

o0 TR for employees that transferred into your agency, or
o NW for new employees, or
o Blank for all other changes within your agency.

» EFFECT DATE - the effective date of the change. Be sure to monitor the
effective date to determine if manual retroactive adjustments need to be
made.

» OLD/NEW CODE VALUES - the old/new amounts for dependent care and
medical expense accounts will be listed along with the health care provider
and plan codes. For dependent care and medical accounts, a blank in the
amount field denotes a zero.

The U130 BES/CIPPS TRANSACTION ERROR LISTING, reports the transactions
that were made in BES but not to CIPPS. The report has been improved to include
the data that did not get updated into CIPPS. Manual action is required to enter those
transactions into CIPPS on HMCUL1 and/or HOZDC.

Examples of these reports are below.

COMMONWEALTH OF VIRGINIA REPORT U131  PAYB2300
DEPARTMENT OF ACCOUNTS RUN ON 0B/21/2008 AT 14:04:24
BES/CIPPS UPDATE LISTING PAGE 2
AS OF: 08/30/2008
acency gy G
i *sx  (OLD/NEW) CODE VALUES =*##
cHa EMPLOYEE EMPLOYEE EFFECT MEDICAL INSURANCE  DEPENDENT CARE  MEDICAL EXPENSES
IND NAME NUMBER DATE PROVIDER/PLAN AMOUNTS (DED21)  AMOUNTS (DED22)
— 00294789900 04012008 42/47 W/F
] 00432850700 04012008 /22
LT 00352748700 03012008 47/47 D/F
COMMONWEALTH OF VIRGINIA REPORT U130  PAYB2300
DEPARTMENT OF ACCOUNTS RUN ON 05/21/2008 AT 14:04:24

BES/CIPPS TRANSACTION ERROR LISTING PAGE 12
AS OF: 08/30/2008

saexcr ) - veer or (R

*3% (OLD/NEW) CODE VALUES #*##

CHG EMPLOYEE EMPLOYEE EFFECT MED INS DEPEND CARE  MED EXP  ERROR-NOT UPDATED
IND NAME NUMBER DATE PROVD/PLAN  AMTS (D21) AMTS (D22) MANUAL ACTION NEEDED
TR ‘ 00162922000 04012008 /48 /F NO CIPPS RECORD

® 00213727800 04012008 /82 M / 28 NO CIPPS RECORD
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Automated Updates from BES to CIPPS for Flex Accounts, continued

Utility Field
change

As more agencies have employees that require local tax to be withheld, DOA is
updating the local tax code in the 13" position of the utility field for all pre-tax
deductions, including health care, flex accounts, pre-tax parking, deferred
compensation, etc. This will have no impact on employees that are solely taxed in
Virginia or other states with no local tax.

For employees with local taxes, putting the 2 in the 13" position of the utility field
will ensure that pre-tax deductions are exempt from local tax. For employees with a
2 in position 12 of the utility field for state taxes, DOA will do a one time change and
enter a 2 in the 13" position for local taxes. These changes will occur over several
nights starting May 28, 2008. Since some states do not allow certain deductions to
be taken “pre-tax”, no change will be made for existing records that have a 1 in the
12" position of the utility field. Effective with the mass change, online edits will
automatically put “000000000022200100” in the utility field when a new standard
statewide pre-tax deduction is set up and the utility field contains all zeros at the time
you press the enter key. As is currently, the system will not overwrite an existing
utility field value if it contains a non-zero value in any of the 18 positions. For
agency unique pre-tax deductions, manual entry of the utility field will still be
required.

New Hire Reporting for Out of State Employees

Out of State
Employees

DOA reports all new hires entered on HOBNE to the Commonwealth of Virginia. If
your agency has employees physically working outside of the state of Virginia, be
sure to comply with the federal law that requires employers to provide a report to the
State Directory of New Hires of the state in which a newly hired employee physically
works. The report should contain the name, address, and Social Security number of
the employee, and the name, address and Federal Employer Identification number
(FEIN) of the employer (42 USC 653A(b)1)(A)). More information on this
requirement is located at: http://151.196.108.21/ocse/

Continued on next page
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PBP — Suggestions for Improvement

PBP- We would like to thank Jean Turlington with the Payroll Service Bureau for making

Suggestions for  the suggestion to use the “Deduction end date” for flex accounts. The Payroll

Improvement Service Bureau has been using the “end date” field for buybacks and it works very
nicely so long as the date entered is the end date of the pay period.

We encourage all users to email us with other suggestions for improvement and
Payroll Best Practices. Please send your suggestions to Cathy McGill at
cathy.mcgill@doa.virginia.gov.
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