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Employee of the Month

Personnel's Diana Gandee Maintains Official Documents

Diana Gandee, an office
assistant | for the Staffing Ser-
vices Section of the Division of
Personnel, has been selected as
the department’s Employee of
the Month for April.

An eight-year employee of
state government, Diana is re-
sponsible for maintaining
documents and files on all cur-
rent and past employees of the

PEIA's Open
Enrollment
Begins April 1

Open enrollment for Plan
Year 2003 is set for April 1
through May 3, 2002. This
period allows Public Employ-
ees Insurance Agency mem-
bers to change plans which
will go into effect July 1.

Benefit fairs are scheduled
for April 4 in the Conference
Center Corridor (Building 7)
from 9 a.m. to 1:30 p.m.
and on April 18 at the
Charleston Civic Center
from 3 p.m. to 7 p.m. Rep-
resentatives from PEIA and
Mountaineer Flexible Ben-
efits will be available for
questions. See page 3 for
related article.

state of West Virginia as well as all applicants who have tested
for state classifications. She recently has been selected for a
promotion as the primary telephone operator for the division.
She will direct calls, open and date-stamp all incoming mail,
and distribute individual and mass mailings.

According to one of her co-workers, “Diana is the most con-
scientious employee | have ever seen to maintain the file room."
Another co-worker adds, "Pulling and filing should be more
appreciated because when you need a file or a particular docu-
ment and it is not available, it can cause major problems. If it
IS there, Diana will find it. She's a true asset to our division."

In her spare time, Diana enjoys baseball and sewing.

Please join Diand's friends and co-workers at her Employee
of the Month presentation at 11:30 a.m. on Wednesday,
April 3 on the second floor mezzanine of Building 7.

Human Resource Information System

L

In the fall of 1999, the
Department of Administra-
tion, in cooperation with sev-
eral interested state depart-
ments, bureaus, and agen-
cies, initiated the develop-
ment of a Human Resource
Information System (HRIS)
for use by state agencies.

The goal of this project
was to produce a single sys-
tem to meet the diverse
needs of state agencies and
provide consistent, reliable
human resource informa-

2 HRIS Offers Electronic
Personnel Information

tion on a statewide basis. On
February 19, 2002, the imple-
mentation of the core HRIS was
successfully initiated with a se-
lected group of state agencies.

There are two primary com-
ponents of the system. The elec-
tronic WV-11 process allows
for position funding changes to
agencies’ personal services ex-
penditure schedules and initiates
personnel fransactions. The cre-
ation of an employee database
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Continued on Page 5
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NewWeb-Based Online Leave System Provides
Information at our Employees' Fingertips

Decision-Making
Five frogs are
sitting on a log.
Four decide to
jump off. How
many are lefte
Five, because there
is a difference
between deciding
and doing.

Mark Feldman and
Michael Spratt

Have you checked your
annual and sick leave via
the Internet? For most of
our department's em-
ployees, the days of re-
ceiving a hard copy of
your leave usage and
balance are long gone.
Employees can now
check their leave status at
their convenience by access-
ing https://www.state. wv.us/

'"The leave system is very
user-friendly," said Finance Di-
rector Andrew Fizer, who has
the responsibility to oversee
this project. "Employees can
view their own leave balance
at any time during working
hours or from home. Those
employees who do not have
access to the Internet will re-
ceive a print-out of their bal-
ance from their timekeeper

secure/leave_prod/

Online Access Leave System

default.cfm.
One of Gov. Bob

https://www.state.wv.us/secure/
leave_prod/default.cfm

Wise's mandates to
each department was to im-
prove state government's ef-
ficiency and effectiveness of
its products and services by
using information and com-
munications technologies.
As a result of this mandate,
our department undertook a
large technological project to
replace its current mainframe
leave system. The replace-
ment system is a web-based
system that allows division
timekeepers to track employ-
ees' leave. Application devel-
opment was based on exten-
sive input from key areas
within the department.

BUSINESS

What's Your Mission?

Many companies have mission statements,
documents where the goals of the company
are outlined as well as the means by which it

hopes to achieve them.

Why not create your own mission state-
ment? Try itl Write out a paragraph describ-
ing your professional ambitions and goals. It
is a good way to find out where you want to
go in your professional life and how you plan
to achieve your personal goals.
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each pay period."

Every employee has access
to his or her personal report
that contains all annual and
sick hours taken during the
calendar year. "To maintain an
accurate leave system, we all
need to work together by

completing, approving and
entering the leave slips
promptly," he added. "It is the
employee's responsibility to
ensure that the sick and an-
nual leave ending balances
are correct."

The system is password-
protected to ensure confiden-
tiality with the individual's an-
nual and sick leave time.

The Department of Ad-
ministration served as the
pilot agency for this project;
however, other state agen-
cies will begin utilizing this
system.

"Finance's Connie Byrne
and Liz Martin have done an
outstanding job as project
managers throughout the de-
sign and implementation
phases of this project," Fizer
said. "They continue fo moni-
tor and facilitate the rollout
and design modifications of
the new leave system on an
ongoing basis."

Our Benefits...
What's in it for YOU?

State employees receive a variety of benefits as part of
their employment package. Periodically, we will take a
brief look at these valuable incentives:

Savings Bond Payroll Plan

(304) 558-2251.

Saving money is always a difficult task; however, as a
state employee, you are eligible to participate in the U.S.
Savings Bonds Payroll Savings Plan, in which a portion of
your pay is automatically directed toward the purchase
of savings bonds each pay period.

Savings bonds can be held from six months to 30 years
and are backed by the full faith and credit of the U.S.
Government. They offer competitive, market-based rates
and exemption from federal income taxes.

Interest earned also may be exempt from federal in-
come taxes if used for qualified higher education.

For additional information on the U.S. Savings Bonds
Payroll Savings Plan, contact the State Auditor's Office at
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Open Enrollment Beqins!

PEIA Explains Vital Changes
Affecting Plans and Premiums

By Bill Rainey
PEIAS

PEIA members have a big
decision to make ... their health
insurance plan. PEIA publishes
a Shopper's Guide that is full
of information and offers ben-
efit fairs throughout the state
to explain the plans and their
respective changes. Two re-
gional Shopper's Guides will
be offered to reduce confu-
sion about the plans available
to members in their area.
Please note that all completed
insurance forms must be re-
turned to the Payroll Office,
not PEIA. Plan changes are
detailed below:

PPB Plan Changes
Although there will be a pre-

mium increase for PEIA PPB
Plan members, Gov. Bob
Wise pledged $37 million to-
ward next year’s PEIA bud-
get — the largest appropria-
tion any governor has ever re-
quested for PEIA.

The PEIA Finance Board
made $11 million in spend-
ing cuts—leaving $14.7 mil-
lion to be made up through
employee premium increases.
The average premium in-
crease for single coverage will
be $6.50 per month; for em-
ployee and child(ren), $13

Income Tax Day
April 15, 2002

Mr. Muskgroove, do you have
to do this each time you malil
your taxes?
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per month; and for family
coverage, $26 per month for
Plan Year 2003. Other PPB
Plan benefit changes include:
* Out-of-pocket maximum
on prescription medica-
tions, limiting the amount
single plan members might
pay in a single year to
$1,750 and family mem-
bers to $3,500.

* Reduction in the number of
salary tiers, by which premium
payments are deftermined,
from 25 to 9.

* Anincrease in the Tobacco-
Free Premium Differential.
The current monthly differen-
tials of $5 for single coverage
and $10 for family coverage
will double in Plan Year 2003.
Family plan members will re-
ceive a $20 monthly premium
differential, if no enrolled family
member uses tobacco.

* Acupuncture is an added
benefit and included in the
$1,000 plan year maximum
for outpatient therapies.

* An increase out-of-network
transplant deductible from
$3,000 to $10,000.

* Out-of-network facility
charges to be paid at state
usual and customary allow-
ances, with the patient re-
sponsible for the difference.
* PEIA's will drop its affiliation
with CareWise in July 2002
(other options will be offered).

Carelink Changes
e Carelink continues to offer

two options for Plan Year
2003. The Enhanced Plan is
similar to the Plan A benefit
offered in the past. The Basic
Plan is similar to Plan B, but
offers only generic drugs. No
brand name drugs will be cov-

ered under the Basic Plan.

* Carelink will offer vision cov-
erage under both the Basic
and Enhanced Plans.

* The outpatient therapy is re-
duced from 60 visits per year
to 24 sessions per year.

* The chiropractic benefit is
limited to $1,000 per year.

* The pulmonary rehabilitation
benefit has been reduced from
60 days to 26 visits per year.
* The prosthetics benefit is lim-
ited to one device per year.

* Carelink offers direct access
to its network of out-of-state
providers in Ohio and Penn-
sylvania. Members may choose
primary care physicians from
these out-of-state networks
and may access care at the
Carelink out-of-state hospitals.

Health Plan Changes
* The Health Plan continues to

offer two HMO options in its
service ared.

General Changes
* The out-of-pocket maximum

will be $2,000 (single policy),
$4,000 (two-party policy),
and $6,000 (three or more in
a family policy.)

* Biological agents (such as
growth hormones and beta
seron) will have a 30% copay.
* Removal of inpatient mental
health/substance abuse day
limits and a 20% copay added.

Enhanced Plan Changes
* Prescription drugs will be

covered at a $10 (generic)
copayment and a 40% coin-
surance on brand name medi-
cations. No mail order service
will be available.

Basic Plan Changes
* Inpatient hospital coverage

will have a 10% copay.

It is more important than ever
to read your Shopper’s Guide,
attend the benefit fairs, and
make your plan choice wisely.
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GOT QUESTIONS?
Call PEIA’s Open
Enrollment Helpline
1-877-N-ROLL-PEIA
(1-877-676-5573)

Attitude
A positive
attitude will not
solve all your
problems, but it
will annoy
enough people
to make it worth
the effort.

Herm Albright
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& Anecdotes
is published
by the
Department of
Administration

Bob Wise
Governor

Gregory A.Burton
Cabinet Secretary

Diane Holley
Public Information

Officer/Editor

Special Thanks
Tari Crouse
Andrew Fizer

Jan Long
Kaye Parks
David Pentz
Bill Rainey

Sandy Singleton

Page 3



Campus Beautification Project

General Services Division Prepares for
Spring at the State Capitol Complex

General Services'
grounds crew is hard
at work preparing for
the spring season.
Pictured (I-r, kneeling)
Roger Paxton, Jr.,
Drew Mitchell and
Greg Hubbard. (I-r,
back) Bill Thaxton,
Carlos Farley,
Jennings Ashby,
Danny Sizemore and
David Pentz.

General Services Division
workers are always looking
one season ahead...but
that's their job.

During the summer, a game
plan was developed on how
to handle the snow and win-
ter conditions at the Capitol.
Similarly, the spring beautifi-
cation project was in full swing
in January, with the seven

Ve AN
[ Stressed? |

| Below are a few sug-

| How to Relax:

| gestions that will help|
| you manage stress in |

| your everyday life:

| v Exercise
lv Deep Breathing
I Hobbies
I/ Mediation
I\/ Biofeedback
I\/ Hypnosis
v' Visualization
| v Sufficient Sleep

| v/ Work Out Anger|
| v Talk Out Worries|

| v Manage Time
| Wisely

| v Eat Right
‘\\/ Take a Break

I
|

Stress Buslier...
Meeting Deadlines

Does looking at your daily schedule
make you want to throw your hands up
to surrender? Unrealistic deadlines is one of

grounds crew workers plant-
ing more than 30,000 tulip
bulbs.

“We prepare for spring
when we are shoveling the
snow,” says General Services
Director David Pentz. Pentz
added that the division learn-
ed a great deal from last year.

“A problem we experienced
was that all the tulips from the
previous year were dug up. We
had no tulips blooming and
had to improvise,” he said.
This problem was solved this
year with the order of 30,000
different varieties of perenni-
als, including tulips, daffodils,
crocus, and hyacinth, fo cover
the 50 acres on this campus.
The bulbs will remain in the
ground and are expected to
bloom for at least three years.

the major causes of employee stress at the worksite. What can
you do to help alleviate some of the pressure?

l. Prioritize what needs to be done. Look at what the project
entails, what has been done, and what needs to happen

to complete the job.

2. Utilize your responses. Take full advantage of the data,
technology and knowledge that surround you.

3. Limit distractions. Tell your co-workers and family members
that you need to have some uninterrupted time alone.

4. Take small breaks. You cannot work effectively for hours on
end, so take 15 minutes occasionally to unwind.

5. Be realistic. You may not have as much time as planned, but
do the best you can in the time you are given.

6. Reward yourself. Feel confident in the result and give your-
self a pat on the back for a job well-done.

Quotes, Notes & Anecdotes

There are about 20 desig-
nated beautification areas,
plus other highly visible usage
areas scattered throughout.

Carlos Farley, lead super-
visor of the grounds crew, ex-
plains the process of main-
taining the Capitol’s beauti-
ful appearance. “We plant the
spring bulbs in the fall and
prepare for our shipment of
annuals to plant in April and
May,” he said. “After the flow-
ers are planted, we must wa-
ter them on a regular basis
and fertilize them so they grow
nice and healthy. We also
continue to weed the beds
throughout the season.”

In addition to the flowers,
the grounds crew trims the
bushes and hedges, spreads
mulch, hedge around the
trees, mows the grass and
prunes the trees ...all with just
seven dedicated workers. The
ground also is aerated and
fertilized fo provide weed con-
trol, Farley added.

As previously reported, a
variety of equipment was ac-
quired last summer fo assist
in the maintenance of the
grounds. “Cabinet Secretary
Burton has been extremely
supportive in offering our
workers the necessary tools
to maintain the beautiful
grounds of the State Capitol,”
Pentz said.

MILESTONES
Service Years

Due to recent changes in
automating our human re-
sources data, service year
information which was of-
fered each month in this
publication cannot be at-
tained. We hope to publish
our employees' service year
anniversary dates in the
near future.
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HRIS PROJECT

Continued from Page 1

contains consistently recorded
employee demographics, job-
related information and em-
ployee history records.

The design of the HRIS is
based on automated process-
ing features, which reduce pa-
perwork, increase processing
speed and provide processing
control and security. Some of
the features include auto-
mated workflow, which
passes electronic transactions
from step-to-step of the pro-
cess with electronic notifica-
tion; on-line approval or dis-
approval of transactions; and
real-time status tracking of
transactions.

In addition, the HRIS offers
agencies the flexibility fo meet
their various reporting needs
by creating such reports as
standard systemwide re-
ports, standard agency re-
ports and ad hoc reports fo
meet a specific one-time need.

With the implementation of
the HRIS, the following econo-
mies and efficiencies can be
realized as significant benefits:
* Reduced processing time
will result from the initial
electronic editing of per-
sonal services expenditure
schedule changes, online
authorization, electronic
workflow, and status track-
ing at the desktop.

Data integrity will be as-
sured through a single point
on entry for related pro-
cesses, the standardization
and population of fields via
the database and the pro-
vision of accurate and cur-
rent data in lookup tables.
Reporting capability will
be improved through the
collection of data in a con-
sistent manner, the provi-
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sion of a standardized

means to meet regulatory

reporting requirements and
the flexibility to create reports
as needed.

The realization of this project
is due in large part to the co-
operative attitude and the will
to succeed of the participants.
"Will Rogers said, ‘Even if
you're on the right track, you'll
get run over if you just sit
there,” said Tari Crouse, HRIS
project manager. "With that
philosophy, we have to keep
moving to implement this sys-
tem for the remaining agen-
cies and to make improve-
ments to ensure that it remains
a functional and productive
tool for state government.”

On May 1, 2002, the re-
maining agencies will be
scheduled for implementation.
Hands-on system training for
agencies involved in HRIS en-
try, administration and ap-
proval process will begin July
15, and the second imple-
mentation will begin Septem-
ber 1.

As part of the initial imple-
mentation, 21 agencies par-
ticipated. More than 9,000
employees are currently in the
HRIS (about 40% of employ-
ees in operating agencies ex-
cluding higher education and
constitutional officers).

“The Human Resource In-
formation System project
could not have been realized
without the endless hours of
our dedicated employees
working toward an estab-
lished goal,” said Cabinet Sec-
retary Greg Burton. “It is this
level of professionalism dem-
onstrated by our employees
that enable complex systems,
such as HRIS, to be devel-
oped, implemented and suc-
cessful.”

In addition to Crouse, the

following department employ-
ees played key roles in the
project’s success:

Budget Cathie Fowlkes,
Roger Smith, Jackie Cox and
Sharon Sommerville.
Personnel Max Farley, Jeanne
Bowe, Sandy Bryan, Lisa
Collins, Barbara Jarrell,
Teresa Morgan, Lynn Schillings,
Yvonne Wilhelm.

IS&C Mick Olah, Joe Perks,
Joey Sheen, Jane Cheatham,
Nancy Stark, Amy Newman,
Bob Neel, Charles McMinn,
Krishna Reddy, Joe Herms-
dorfer, Chuck Schmidt, Mon-
roe Gillespie, Beverly Thomas,
Bill Judy, Jack Pullen, Stephanie
Davis, Frank Stolper, and Frank
Stark.

“Bringing this project in was
like riding the crest of a break-
ing wave. It took a highly co-
ordinated team effort, with
action breaking on multiple
fronts, to stay on course and
maintain balance," said Mick
Olah, IS&C Project Leader.
"Unstinting support from man-
agement helped keep us on
course and provide us with the
tools and opportunity to suc-
ceed. It was and continues to
be an exciting and exhilarat-
ing effort.”

Where's Your
[.D. Badge

Employees are
reminded to wear
theiremployee
identification for se-
curity purposes at
all times during
work hours.

It you do not have
an identification
badge, please con-
tact your supervisor
to make arrange-
ments as soon as
possible.

Enthusiasm
We act as
though comfort
and luxury
were the chief
requirements
of life, when all
that we need to
make us really
happy is some-
thing to be
enthusiastic
about.

Charles Kingsley

ployees.

Let Us Know...
What's Going On?

Quotes, Notes & Anecdotes newsletter serves
as a tool to effectively communicate various activi-
ties occurring throughout the Department and to
share information that may be helpful to our em-

If your agency is working on a project that may
inferest or affect our employees, please contact
Diane Holley, the department's public information
officer, at 558-0661. Also, if you would like to see
an article addressing a particular issue, just let Diane
know. Take an active part in your newsletter!

Quotes, Notes & Anecdotes
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A Message From...

Cabinet Secretary
Greg Burton

Open Enroliment

It's "decision-making time" for
state employees who carry health
insurance for themselves and
their families.

The Public Employees Insur-
ance Agency (PEIA) attempts to
make this decision easier by pro-
ducing a variety of information
which is distributed to all mem-
bers.

One of the most valuable
pieces of literature is called the

Welcome to the Department!...Craig Kinder (General Ser-
vices); Gretchen Chandler and Betty Francisco (Purchasing);
Melissa Hapney (PEIA); and Roscoe Taylor (Finance).

Congratulations!...to Rhoda Cole of the Division of Personnel
who was promoted from Telephone Operator to Office Assis-
tant 1.

Good Luck!...to Mendy Waller (Prosecuting Attorneys Insti-
tute) who recently resigned from the department.

Important Dates to Remember in April...

Daylight Savings Time ..............ooeens April 7
w Income Tax Pay Day .....vviieiieennnn. April 15
B Earth Day ..o April 22

Administrative Professionals Day ...... April 24
Take Our Daughters to Work Day..... April 25
National Arbor Day ........ceeviiiiiiiiinn, April 26

Vacation Loans Available from The State Credit Union...
Vacation loans start April 1. You can borrow up to $2,000 for
as low as 9.99% APR. This offer ends August 31.

Conference for Women...The West Virginia Treasurer's Office

Shopper's Guide, which de-
scribes each available plan and
provides a comparative analysis,

is hosting a free conference for
women at the Charleston Civic Cen-
ter on April 26 from 9:00 a.m. to 4:30
based on various factors, such as p.m. For more information, call 1-800-

benefits, premiums and deduct- | 422-7498.

ibles. It's Time for Golf...PEIA's Patty Abbott

Only you can determine which | (pictured to the right) celebrated her
plan is most suitable for you and retirement on May 15th at a special
your family. Benefit fairs are be- reception with her friends and co-work-
ing Conducfed fhroughouf fhe ers. PGHy, an GVld gOH:er, ‘p|CmS to Spend
state to bring information fo our most of her time perfecting her game!

state employees.
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Some changes have been . .
made to available plansand are | | IFAIPIPY BIRTHDAY ... inApril
detailed on page 3 of this issue . . Bty <
of Quotes, Notes & Anecdotes. 1 égfcq:elmeﬂCox ............ Flnlgré% 14 Bernard Huffman ............ PEIA \I\ A

. 1M rernatt co.oooeviiiiiinan,

It is necessary fo take the ap- Janie Taylor ............. Purchasing 5 Sarah l—liur.ﬁer """""""" C.PRB|
propriate time to review the ben- 2 Arene Furb Personnel Don OfBrien ..... Gen. Services |,
efits of each plan and ask rela- Vo 17 Tony Maddox................. BRIM
. . . 3 LleAnnArthur oo, [S&C George Tanner . Gen. Services
tive questions to make a wise Charlyn Miller Purchasing
decision. Bill Rainey oo PEIA 18 Monta Boggs ............... CPRB

isti i 19 Nidia Henderson ............ PEIA

. To assist in this process, PEIA has 4 Brendo Gould . Grievance Bd. idia Henderson
implemented a toll-free Open En- 20 Keith Burdette ... Gen. Services
roliment Helpline at 1-877-N- 5 Marklsabella............ Personnel Debbie Fernatt .............. BRIM
ROLL-PEIA ('l -877-676-5573) SKZ:ﬁr(:AI;ASeSOdOWSGenSe:SfeE Velma Totten ................ CPRB

I IVIOSS ......... . Vi .
which will be a valuable resource _ 21 Evelyn Davis ........... Personnel
in this decision-making process. 6 DonnaPrunty ........... Sec. Office | 22 Anne Crabtree .......... IS&C
8 JimHyde ... CPRB Greg Hubbard .. Gen. Services
9 Pauravi Randeri ....cc.......... IS&C 23 Carlos Neccuzi............. 1S&C
N 11 Jane Sh]nn ................... Finance 25 Eloine Hudson .......... Aviation
*The road to T:“A?!II:IONI‘:;R 12 Doris Lykens ................... CPRB Tyrell Miller ............ce... IS&C
success i ] Matt Short ..oooeee IS&C 26 Philip Nicholas ............. IS&C
is dotted P 13 Shelley Burford ov........... CPRB | 27 Becky Hayes ............. Finance
w't’? temptmg” _ Jeff Harbour ... Gen. Services 29 Charles Farley .. Gen. Services
parking places. : y..Loen.
Anonymous HH
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