
Notes on the Go-Live Plan for HR / Payroll

We will go live on January 1st with HR / Payroll.

HR, payroll, and technical teams have been working hard to get a good conversion, but now we need all employees to cooperate with the process described below.

Not all of the conversion problems have been resolved. We are still working on them and will continue to resolve issues into January. 

Our objective is to ensure a 100% accurate payroll even if some checks have to be processed manually.

We have two payrolls to meet in January. A mid-month payroll for student workers, temp workers and classified hourly and an end-of-month payroll for regular full time employees and part time employees.

The mid-month payroll has fewer issues than the end of month payroll.

To give us some reaction time we plan to run both payrolls early, check their accuracies, adjust as necessary and then disburse the checks / payments on the regular pay cycle schedule.

To get all of this done, it is critical to have time reports submitted early (according to the schedule below) and to minimize late submissions. 

Key dates – No later than:

· Dec 18th 
Casual employees must submit their timesheets if they are not working past December 18th.

· Jan 5th 
Causal employees must submit their scan sheets (for all December work) and supervisors review and approve them as appropriate

· Scansheets that are turned in after January 5th must be signed by the president or vice chancellor as appropriate

· Scansheets that are turned in after January 8th will not be processed until February

· Jan 14th 
Employees report time through Liquid Office and “greensheets” as appropriate

· Jan 15th 
Supervisors review and approve as appropriate all Liquid Office and greensheets submittals

· All Liquid Office timesheets to be paid normally regardless of whether or not they are turned in on time (For payroll department, do not communicate this)
· Late greensheets will not be processed until February 

Communication plan:

· Kim C to communicate process to managers / supervisors

· Nancy C to communicate process with employees
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