Questions from AO Conference
The following questions were submitted by participants at the AO Conference.  Each question was forwarded to the appropriate expert and the response is below the question.
Human Resources

· Who in HR can provide guidance for processing H1B visas and extensions?  I need a good contact.

The servicing Human Resources Specialist for the location is the primary liaison regarding H1B visas and other employment related actions.  In the event that the servicing Specialist or designated back-up is not available, Cathy Walker or Mary Weber may be contacted.  Cathy can be reached at 301-504-1398 or via e-mail at cathy.walker@ars.usda.gov .  Mary can be contacted by phone at 301-504-1397 or through e-mail at mary.weber@ars.usda.gov .
· The New Employee Web site requests a voided check to start automatic payroll deposits with all paperwork.  Why?  This used to be the way years go.  Why are we going backward?

The New Employee Orientation Website (e-NEO) includes a booklet titled “How to Fill Out First Day Forms”.  While the booklet includes a statement suggesting that the employee attach a voided check to the Direct Deposit Sign-up Form, this is not a requirement and the direct deposit document can certainly be processed without the voided check attached.  We will update the booklet in order to clarify this provision.

· What are plans for employees doing their own T&A’s?  Who verifies policy is followed?  How do you avoid intentional abuse?

We anticipate a transition to an employee entry T&A system either in CY 2008 or       

CY 2009 depending on the Department's implementation plan.  The Department has already purchased the product, Web-TA. Supervisors are currently responsible for certifying T&A's and that will not change with the new T&A system.  Under the current system, the employee submits a timesheet to the timekeeper in a variety of ways (hard copy, electronic form e-mail, employee entry in STAR-Web, etc.) the timekeeper inputs the information and the supervisor certifies.  Under the new system, the employee will enter the timesheet information on-line (the equivalent of the old timesheet) which will be reviewed and certified by the supervisor.  The timekeeper is only needed to establish new employees in the T&A database, do corrected T&A's, or enter a T&A if an employee cannot. The T&A system will have many edits which will prevent employees from violating a variety of T&A protocols.  Supervisors are still responsible for monitoring the system for abuse as they must certify every T&A.
· The SF52 is used for resignation.  Employees sign the reverse and fill in forwarding address.  However, forwarding address is not accepted on SF52, an AD349 must be filled out.  Is this true?  Why two forms?

While separating employees are advised to include a forwarding address on the back of the SF-52 form, this address is used solely as the routing address for the immediate documents associated with the employee’s separation (e.g., information on health benefits conversion options).  In the event that the employee’s long-term address will be changing after the separation, the AD-349, Employee Address Form, must also be submitted with the SF-52 as this is the official document which authorizes HRD to change the employee’s address in the personnel/payroll system.  Otherwise, future systems generated documents such as the former employee’s W-2 form will be mailed to the old address.

Financial Management

· When CATS goes on the ARIS platform do we still have local admin rights as we do now (so we can set up the system to meet our needs as well as the higher needs)?  Are you eliminating the current password to CATS so it is one log-on?

Once CATS is set up on the ARIS platform, users will only need one ID and password to access CATS, ARMPS, SAMS, etc.  Each user will only have access to systems they are authorized to use.  We will still have admin rights to assign access for individual accounts and subaccounts.  However, establishing User IDs, passwords, and security level changes will go through the OCIO ARIS helpdesk.  

· Can we receive an update on the status/future of CATS and FFIS?

Regarding the future of CATS, we are still planning to pilot test the migrated CATS version in the Spring (2008) and if that goes well, we should have it implemented by October 1, 2008.

General Suggestion

· When a new P&P is issued or when notifications come out, is it possible to have a conference or Webcast scheduled to address any specific questions, get clarification on procedures, etc. for Locations that need additional information?

