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EPAF & Workflow — No More Paper!

Presented by: Margorie Michele,

University of Medicine and Dentistry of New Jersey-
Department of Human Resources

April 13, 2010

Session ID 0802

Session Rules of Etiquette

Please turn off your cell phone/pager

If you must leave the session early, please do so as
discreetly as possible

Please avoid side conversation during the session

Thank you for your cooperation!
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Introduction

The Banner Human Resources module provides an EPAF
(Electronic Personnel Action Form) solution for submitting
personnel transactions

At UMDNJ we decided to electronically process employee
separations, changes to organizational code and salary
adjustments

Coupled with Workflow, both tools leverage Banner’s full potential
to maximize services offered by Human Resources and Payroll

We will provide an overview of UMDNJ’s process selection and
business process analysis

We will present an overview of UMDNJ’s training and rollout
strategy plan

This session will preview a sample of EPAF and Workflow
transactions that were developed by UMDNJ




Benefits of Attending This Session

Attendees will:

+ Gain insight into the business analysis and roll-out strategy
utilized at UMDNJ

« Identify routine business transactions that can be
streamlined into an electronic process

« Identify the tools to leverage your institution's existing
technology (i.e., workflow, email etc.)

« Discuss project risks and constraints

About UMDNJ

« UMDNUJ is a Public Research University with over 15,500
employees

« Located on five (5) campuses comprised of eight (8) schools

* A network of more than 104 academic affiliations and almost
700 separate clinical affiliations spanning the state

* 85% of the employee population are members of 15 unions

* Multiple Human Resource locations throughout New Jersey with
a ratio of 1:255 employees

« Eight (8) Human Resources data administration staff

« Centralized Payroll location with seven (7) payroll technicians
< Bi-weekly payroll processing for multiple pay id’s

« Eleven (11) onsite SunGard consulting and technical staff

« Live with Banner since 1995, currently on version 8
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Topics of Discussion

« EPAF and Workflow overview
« Paper-driven processes

« Development of an EPAF
project scope and proposal

« Methodology for achieving the
project goals

* Project risks
« Project timeline review

« EPAF and Workflow process
samples

* Implementation considerations

* Questions and answers
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EPAF and Workflow Overview

EPAF

« Automates and easily tracks
personnel actions from
NBAJOBS and PEAEMPL
including compensation
changes, promotions, leaves and
separations, etc

« |s designed to accommodate a
more efficient approval and
tracking process

« Supports movement to a
paperless environment

« Improves efficiency of staff
based on workload and not
geographical location

Workflow
Automates, simplifies, and
directs the flow of information
through your entire enterprise
The results are efficient
operations, increased
automation and visibility,
institution-wide consistency,
and easy exception handling
Allows instant communication
and enhanced
responsiveness to actions

TOGETHER...Increase employee satisfaction!
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Old Paper-Driven Processes
UMDNJ’s Staff Information Adjustment Form

Q Compensation changes (i.e., merit increases, lump sum payment,

salary adjustments, bonuses)

Q Leave of absence (i.e., military, FMLA, academic, etc.)

Q Separations

Q Organizational information changes (i.e., timesheet and home

department)

Deficiencies in the paper-driven process

Q Inability to track transactions and hold staff accountable

Q Late processing of paperwork resulting in overpayments

Q Staff overtime

Q Protracted issuance of final paychecks to separated employees

Q Volume of paper transactions
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Methodology

Development of a project
proposal:

Q Project Summary
O Project Objectives
0 Project Scope

0 Project Roles

Q Project Risk

Q Projected Timelines




Project Summary

¢ The Banner HR module provides an EPAF
(Electronic Personnel Action Forms) solution for
submitting from Banner, personnel actions that
utilize the PPAIDEN, PEAEMPL, NBAJOBS forms
to electronically process terminations, changes in
fund distribution, salary adjustments, etc

« Coupled with Workflow, both tools leverage
Banner’s full potential to maximize services offered
by Human Resources and Payroll
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Project Objectives

« Add value, enhance services, and achieve
efficiencies in processing personnel transactions

« Standardize business practices

» Reduction of paper and transaction time for
personnel actions

« Conversion from a manual process to an electronic
approval process accessed by business units online

» Optimize resources by utilizing existing technology
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Project Scope

» Analyze and identify those processes that can utilize
EPAF and Workflow

« Conduct business process analysis in preparation for
construction of the electronic processes

« Establish a test environment for thorough testing

« |dentify Banner security implications and develop
guidelines

« Establish and develop a training program
« |dentify team members to develop rollout methodology

» Provide status report to the project team
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Project Roles

Project Roles

rocess Development Teal

Rollout Development Team

Pilot Team

System Administrators

Project Role Definitions

+ Project Sponsors:
— Champions of the overall
project
— Provides support to the
Project Leaders and Teams

« Project Leaders:
— Responsible for the overall
project coordination
— Ensure that the project and
desired outcome is met as
defined
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Project Role Definitions (oninueq

 Process Development Team Leaders:
- Lead and coordinate the analysis of the process as assigned
— Ensure that the desired outcome is met as defined

« Process Development Teams:

— Conduct a thorough analysis of the current business practice
and streamline to an efficient electronic process

— Provide business and data processing expertise and
consultation

— Invite representatives from functional areas to participate in
the analysis

— Assist with training and rollout
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Project Role Definitions (ontinveq)

* Rollout Development Team:

— Analyze and recommend the best method to rollout and train end-
users

— Determine Banner access and security needs

— Members of the Process Development Team are requested to
volunteer or recommend members of their staff to participate

— Assist with the actual training and rollout of the project
 Pilot Team:

- Members will test the newly developed electronic processes
« System Administrators:

— Build EPAFs and routing queues

— Monitor daily system functions

— Maintenance of EPAF rule and validation tables

— Primary support on the use of the EPAF processes
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Project Methodology




Process Development Methodology

Present
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Process Phase Description
Analysis Phase
« Review, document and refine the existing manual process

« Develop the assigned process as it should function when
using EPAF and Workflow

« Encourage the user community to provide feedback

Building Phase

« Build and update control/validation tables

« Develop Workflow processes

« Process Development Teams will serve as consultants

D TN 'NTIISN TEY

Process Phase Descriptions (ontinueq)

Testing Phase
« Develop and maintain a testing environment

* Process Development Teams will test all EPAF and
Workflow processes to ensure accurate functionality

« Begin to work on training materials
Presentation Phase
« Project Team will regroup to review each process

« Presentation by the Process Development Team to present
their outcomes and solicit feedback

« Demonstration of newly developed electronic process
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Project Risks
« Potential key resources being spread in too many directions on
multiple projects, all at the same time
* Major business process change for the institution

» EPAF needs to be recognized as a major project and
considered on the same scale as a system upgrade

« Acceptance of the new processes with support from leadership
and all units

« Security and licensing issues

« People without access to Banner will need access in order to
utilize EPAF

» Support — who will provide user support and training (i.e.,
human resources, payroll, information systems department,
etc.)
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Project Timeline

-Year 1-

Project Leaders identified and begin to
develop project plan

Project proposal presented to Senior
Management

EPAF kick-off meeting for the
UMDN]J Community

Employee Separation Analysis Team
convenes
\ t

4 ‘

FIR begins using EPAF for position
reclassifications, salary adjustments and
employee i

Project Timeline (continuea)

-Year 2-

Merit Salary Adjustment Analysis
Team convenes

Roll-out Analysis Team convenes

Training materials developed and final
testing/debugging

Conduct training for Human
Resources and Payroll

‘ Pilot group begins testing

Begin Phased Roll-out

_—

Sept Jan Feb Mar Apr May Jul
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EPAF and Workflow Project Samples

NOAEPAF - Electronic Personnel Action Form

- Oracte Developer Forms Runtime - Web: Open » NOAEPAF
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Completed NOAEPAF — part 1 (nbajobs)

= Oracta Doveloper Forms Runtimo - Wab: Opon = HOAEPAF

Flo Edit_options Block ftem Facord Query Tools Help
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Field Name

Current Value

New Value
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Approver Action:
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Completed NOAEPAF — part 2 (p pl)
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Routing Queue Set-up

Transaction | | Routing Other Information and Comments
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Option Screen for NOAEPAF

(- Otacte Developer Forms Runtimo - Vieb: Open > NOAEPAF BE]
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Applied
Status Field Name Current Value New Value
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Comments Screen - NOAEPAF

Transacon | | | o o [oFeirrometon s oo |

Created Date: [11-FE8-2010 Submitted Date: Application Date:

Originator ID: [ ELD Submitter ID: Applied to Database By:

Comment: Date and Time:

Made By:

Comment: =

Date and Time:
Made By:

Banner Transaction Notification
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Summary Form Options
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Self Service - EPAF

BN

@ e PO @8

email_colendar growps myapps | _logout _help_whate new

Personal Information. Financial Information

RETURN T0 ENPLOYEE MEWU SITE Mep HELP

search

Electronic Personnel Action Form (EPAF)

EPAF Approver Summary
EPAF Originstor Summary
ew EPAF

EPAF Proxy Records

Act a8 a Proxy.

oty
RELEASE: 8.3M ‘SUNGARDS HGHER EDUCATON

Self Service EPAF — Person Selection

)
B 1

- dy
email_calendar_aroups myapps | logout _help _whats

RETURN TO EMPLOYEE MENU SITE MAP_HELP

New EPAF Person Selection

@@ Enter an 1D, selact the link to search for an D, Enter the Query Date and select the Approval Category. Select Go

- inicaes a required feld
1D: ¥ 0052 Shan chan Q

Click here for EPAF Payrol| Calendar
Query Date: ooy [p2/14/2010
Approval Category: ¥ [

EPAF Approver Summary | EPAF Originator Summary
Return to EPAF Menu

Ty

RELEASE: 7.3.3.1M
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st _colandor_grovps myapps | _logout _halp_wha
Personal Information._Financial Information
Search RETURN TO EMPLOYEE MENU SITE M&P HEL|
New EPAF Job Selection
Selsct suisting job.
1D: Shan Chan A00S2
Query Date: Feb 14, 2010
Approval Category: Employee Separation, SEPAR
Existing Jobs
Number and Title Time Sheet Organization Start Date  End Date Last Paid Date Status|
$22252-00 UCHC MNTL HLTH CLINICIAN Il ZGOO15, Southern State Correctional Fac Aug 31, 2009 Feb 13,2010 Active

New EPs
Retum to EPAF Menu

RELEASE: 7.3.3.1M B

e pimmE -

Self Service EPAF

Y

. MEM

email_calendar_groups_my apps.

logout _help _what:

RETURN TO ENPLOYEE MENU SITE HAPHELP

Electronic Personnel Action Form

@@ Enter the information for the EPAF and Click Save; then click Subrmit to Commit the transaction,

Name and 1D Shin  Chan 40052 Job and Suffix: 92225200, UCKC MITL HLTH CLIVICIAN T
Transaction: Query Date;  Feb 14,2010
Transaction Status: Last Paid Date; b 13, 2010

Approval Category: Employes Separation, Separ

Approval Types | Routing Queve | Transaction History
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Self Service EPAF

End Current Job Record

Click here for EPAF Payroll Calendar

Ttem Current Value  New Value
Jobs Effective Date: mwoormny os/au/z009 02/14/2010
Personnel Date: mioorrme os/au/z0es 02/01/2010
Job Status: (Not Overrideable) Adiva T

Job Change Reason: (Not Overrideable) M s

End Employement Record

Click here for EPAF Payroll Calendar
Item Current Value  New Value

Termination Date: mwoorerr 02/01/2010
Term Reason Code: 58, RESIGNATION
Employee Status: (Not Overrideable) Ative T
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Self Service EPAF — Routing Queue

Routing Queue

Approval Level User Name Required Action
2C - (OEFTAP) Departrrent Approvers Q [micHeLM Approve

25 - (4RADML) HR Ciata Admiristration QLees pprove

SC - (3UDGET) Budget Q [rerRYA Y1

7C - (2AR0L) Payroll Q[Lenes pprove

9¢ - (3PPLY) Appliers QLees oo
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Self Service EPAF - Comments

Comment

[Fesigration etter sant o HY

aapravel Types | Ro.ttirg Quee Transzcton Histov

Self Service EPAF - Saved Successfully

BN

o B

o
Welcome Tab

EIOTIEIEET, Personal Information  Financial Information

search

o]
1

email_calendar_groups my apps

logou

RETURN TO EMPLOYEE MENU

Electronic Personnel Action Form

Your change was saved successfully.

@ Enter the information for the EPAF and Click Save; then click Submit to Gommit the transaction.

Name and ID: Shan  chan  ABDS2  Job and Suffix: 92225200, UCHC MNTL HLTH CLINICIAN It
Transaction: 52890 Query Date:  Feb 14, 2010

Transaction Status: Waiting Last Paid Date; Feb 13, 2010

Approval Categorys Ermeloyas Szparation, SEPAR

Approval Types | Comments | Routing Queus | Transaction History




Self Service EPAF - Submitted Successfully

Electronic Personnel Action Form

The ion has been bmitted.

@ enter the information for the EPAF and Click Save; then click Subrit to Commit the transaction
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Workflow Module Overview

Workflow Module Overview
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Sample Automated Workflow Email — Pending
Transaction Notification
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Sample Automated Workflow Email — Alert to
Approve Notification

27 P

e Glezne:

3 g p 1 33yrert. s el sbe i I
S3er et it Jloanib.urcrd 1o 3370vetrs ansaction Onceye havelogged cr, lsse zoc3ss 1 HOLEFAF ‘o

adionl Trerac nformatos

Tansacton nber - 15579
Erplovee I - A0HET7

e -Becic
Crainator- Fances e
TobEfetive Cae - 15492007
22 sonelDate - 25 LN 2006

Saary ble -5
-0

e
3ol 0-81

s Comrert
u@ont

Do Hown
e

‘Dun 0
Deom_HEeon i

i@
Doon B s@orE

Dy WL ITIIA K3

Sample Automated Workflow Email — Return for
Correction Notification
e o

n Number -

Dear Colleague:

EPAF transaction for Ermin whithis
necessry adjustments and re-subrit the EPAF.

for corvection, Please revis the comments below and make the

Employee ID - 400433747
Transaction Nurber - R
Employee Name - Ermin Babovic

Comments:
User  Conment
20-APR-2007  MARTINMA salary adiustert
@com_d2@com_1i2@com2
@com_d3@com_3@com3
@com_d4@com_ud@comd

@com_dS@com_US@comS




Sample Automated Workflow Email — Completed
Notification
|

aration Complete- Nicol Laee:

Do Coleasue a

ddonlTrarzactin nformtion:

Separatin Codo- 50
Rebson forSeparaon - RESIGHATION

Transaction At Tl

Level action DaeaTne =

Cinator  Subrited 2-ren2010 1045 regen Bosnel
0EPae  Aopeoved o5 B 2010 3122 e wler
Srpach dppeoved BBFER.2010 1210 Corcey Copsand
SEDET  Fisr DBEER.2010 o131 B et
T0PRROL  doproved ooFER 201001132 Sason utchinean

Ey iy Hopied A 20100209 Dorethy Copsand
Conmants

Date st Conmert
25200 15 Received rsination ktteron 1510
202000 COPELADFiease chae ob Effctive dte to 21410
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Implementation Considerations

« Obtain senior management support in the beginning

* Include as many stakeholders from your institution in
the business analysis phase

« Approval levels could be developed based on employee
job categories (i.e., directors, managers, vice
president’s, etc.)

« Be prepared to examine, modify and or eliminate
existing policies and guidelines

« Source documentation is not always needed (i.e.,
resignation letter, etc.)

» Users must be trained to understand how to determine
the correct job effective date

« Be prepared to give up the paper!

Questions & Answers




Thank You!

Margorie Michele
Department of Human Resources Services
michelma@umdnj.edu
732-235-9413

Please complete the online class evaluation form
Session ID 0802

2010 SunGard. Alighs reservec
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