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Vendor Name: ____________________________________

Scorer’s Name
:____________________________________
Date: _________
Time:  __________

Location D260

	Session 8 Human Resources

	Scenario 8.1 Overview of Human Resource Processes

	Setting:

	The purpose of the first demonstration is to establish a baseline transaction flow.  

	Criteria

	Without detailed operational problems to complicate the sequence of events, please illustrate the most efficient and effective use of the HR/Payroll modules to bring an individual into the system.

	Outcomes:

	 

	Questions:

	Scenario 8.2 Overview - Part Time Faculty

	Setting:

	Department wants to hire an individual (part-time faculty)

The district maintains an on-line applicant pool – Show how a pool can be created and accessed.

Show how applications matching position requirements are identified by the system and submitted to the hiring supervisor on-line for consideration

Show how the selected individual(s), for part-time assignments, can fill out on-line new hire materials for submittal to campus personnel office

· Employee number assigned

· Staff card generated

· Tax status 

· I-9 information

· Copy of social security card, and photo ID

· Enrollment in union and retirement plan

· Auto enroll in orientation 

Show how the system can generate confirmation that an applicant’s paperwork is complete.

Show how the system can generate a contract based on courses assigned (show how SIS assignment matches HR).

Show when course assignments are at each college and appropriate contracts are generated based on course load (load information fed from SIS) pay for each course and total pay.

	Criteria:

	

	Outcomes:

	

	Questions:

	Scenario 8.3 Detailed Review of Position Tracking and Control

	Setting 8.3a:

	The position control function includes the following features:

· Position budgeting (account codes, dollars, FTE, percentages, etc)
· Position specifics (job group, classification code, calendar ID. division/department, begin and end dates, level/step, differential, funding source, earnings code, roll over flags, reporting administrator/supervisor, reviewer for online time sheet, FTE cap category, position creation date)
· Reporting including listing the status of employee positions (recruitment, hire, status changes, reduction in force, filled, unfilled, etc.)
· Online indication of authorization, budget availability, commitment of dollars
· Generate updates to the salary budget system

	Criteria:

	The system should maintain, at a minimum, the following position fields:

Position Identifier
Unique key
EEO Category
Code defined by the EEOC
Position Job Group
Multiple with specific definitions
Exemption Status
Exempt or Non-Exempt
FLSA Code
Type of Exemption
Level/Step
Used to administer salary ranges
Title 
Position Title
Position Type
Regular or grant funded
Shift
Day, Evening, Grave, Weekend shifts
Pay frequency
Monthly
Term of Appointment
10 month, 11 month, 12 month, Academic Day Only
Testing or Physical Exam
Hepatitis
Tenure Track Indicator
Tenured, tenure-track, or ineligible
Budgeted Full Time Equivalent
Percent of Contract (100%, 80%, etc)
Budgeted Salary
Annual, monthly or hourly (positive pay)
Funding Source
Account(s) to be charged for this position
Funding Source (Home Acct)
Home account charged for this position
Salary Range
Salary minimum, maximum
Administrator/Supervisor
Reporting for evaluations and on line time sheet
Link to Employee Record
Associate position to an employee or multiple employees
Position Review Dates
Last review date
Position Summary/Description
Text describing the position
Position Required Qualifications
Coded data & free form text
Position Duties (Responsibilities and Tasks)
Text describing the responsibilities of the position.  Include % of time associated with each duty.


	Outcomes:

	

	Questions:

	Setting 8.3b:

	When a department has a vacancy, it may be the result of the creation of a new position or a position that has been vacated (resignation, retirement, promotion, etc).  The department needs to be able to update the current position’s announcement or create a new position announcement

	Criteria:

	Show how a user should be able to enter attributes such as position type and job description keywords to generate a potential list of templates or titles and job descriptions of similar positions.  Updated descriptions should be routed as appropriate for approval before becoming effective. 

Show how a user would specify a group or range of positions to review or print.

From the list of positions, show how to create a job posting on-line.  

Show how to create a job posting by identifying the type of position, position number, start and end dates, position requirements and skills, account(s) from which the employee will be paid and other relevant information. 

Show how after the supervisor completes all required fields on the screen, he/she has the option to automatically reflect (encumber) the anticipated cost of salary and benefits for this position in his/her department’s budget through an interface with the financial accounting system.

Show the automated routing for the posting/description for approval based on information entered on the posting/description (through the college to personnel). 

	Outcomes:

	

	Questions:

	Scenario 8.4 Position Tracking and Control Demonstration Data

	Setting:

	The framework for positions and how attributes are assigned.

	Criteria:

	Please begin with a discussion of position framework and how attributes are assigned, modified, and managed. 

· How are pooled positions and one-to-one positions used?  

· Can an employee have more than one position?  

· Must all employees be assigned to at least one position?  

· Does the system handle work calendars of less than 12 months?

Show the relationship between employees and positions.

Show how positions are associated with a classification matrix; what class linkages exist?

Demonstrate how the above positions are created, authorized, maintained. 

Show how changes are tracked over time, including incumbents, past employees and funding information.  (Are pooled positions used?  How do they work?)

Show how a position can be associated with a salary range including minimum and maximum.

Show how a new position is created from an existing classification for a 12 month position. 

Show how the funding of the position can be distributed to three different accounts.  The assignment for this particular position  is 10 months.

	Outcomes:

	

	Questions:

	Scenario 8.5 Applicant Processing and Recruitment

	Setting:

	An online application system that would allow applicants to apply for specific positions and also keep their application on file for future vacancies.  The system should be able to do passive recruitment by sending email alerts to applicants as vacancies occur based on certain criteria.

	Criteria:

	Show how the system allows for vacancies to be e-mailed to applicants that match the skill-sets.

Show how the system automatically routes an applicant’s data to the appropriate personnel.  

Show how the system allows information to be entered for candidates who are not selected for an interview to receive notification of their status.

Upon hire and with the appropriate approvals, show how the system can forward the applicant’s information to personnel as a new hire to generate email, Meeting Maker, and other ETS/facility requests to have in place for the employee’s first day.

	Outcomes:

	

	Questions:

	Scenario 8.6 Applicant Processing and Recruitment

	Setting:

	The system provides a framework for an online applicant tracking system as well as supporting recruitment functions such as creation of job announcements and wrapping postings to electronic job sites.

	Criteria:

	· Show how the applicant interacts with the system. Show how an applicant logs in. Show how the system rejects duplicate entries of an applicant. 

· Demonstrate the ability to automatically post approved postings via several methods to several locations including job posting sites (i.e. Career Builder, Yahoo Hot Jobs), the District’s internal web page, and other internet sites as needed. 

· Demonstrate how the system “wraps jobs,” absorbing information from the internal job site and submit that information to other sites automatically on a real time basis.

· Demonstrate how the system has the ability to record recruiting expenses.

· Demonstrate an applicant submitting or modifying his or her application online.

· Demonstrate the process for entering, storing, and retrieving applicant data.

· Demonstrate an automatic bounce back correspondence to the applicant showing that the applicant was received and inform the applicant that they have an incomplete application (if applicable).

· Show how the applicant can query the database for open positions and apply for one or multiple positions (using one application). 

· Show how an applicant can manually apply if they have no e-mail or access to a computer (show how information can be loaded by employment services personnel from paper applications).

· Show how the applicant can perform on-line inquires about the status of his or her application.

· Demonstrate how a hiring department is provided with applications, resumes, and other documentation. Show how authorized individuals (Human Resources, Employment Services) can access self-identified demographic information.

· Demonstrate the capability to generate standard letters and e-mail at various points during the application process that may include letters of reference, letters of offer, and rejection letters.

· Demonstrate the online routing approval process when making a hiring decision.

· Demonstrate the system’s capability to archive and purge applicant data.

· Demonstrate the system’s ability to query/produce ad hoc and predetermined reports on various aspects of the position and applicant data.

· Discuss how the system can accommodate exceptions to the hiring process (i.e. internal positions, TEA positions).

	Outcomes:

	

	Questions:

	Scenario 8.7 Employment (Hiring) and Employee Data Maintenance

	Setting:

	After final approval occurs and an applicant is hired, the system automatically changes status of applicant to employee.

	Criteria:

	Demonstrate the automatic transfer of all applicant data to employee database. Show how the system automatically assigns an employee number that the employee uses to access the system (self service).

Show how the system prompts for the additional information not captured at the application stage. 
Show how the system permits updates to information that has changed since the application was first entered. 

Using the employment decisions above, demonstrate how to perform the following functionality:

· applicant information transfer or create an employee record

· scanned documents attached to employee records (I-9, application, etc.)

· approval of salary

· creation of staff card

· authorization of the direct deposit system

· types of edits available to ensure consistency among data fields

· tracking handling an overlap of employees in the same position

· employee records created for students (1-to-1 positions, pooled positions, no positions?)

· assignments from multiple campuses for one person maintained; multiple assignments for one person 

Demonstrate the process of coding for tax purposes - number of federal and state withholding allowances claimed by an employee; any additional dollar amount of federal and state withholding claimed.
Show how the system automatically provides benefit eligibility information based on the employee's position and automatically creates benefit and deduction entries, as applicable.  
Show when required how this information is routed electronically (download/upload) to the appropriate insurance and benefit carriers and financial institutions. 

Show how the dollars for position and benefits are encumbered in the financial record system.

When an employee modifies personal data, show how the employee and Human Resources/Payroll Services will receive a confirmation of the change(s) showing the effective date. 
Show how the system generates hard copies of any documents requiring the employee's signature. 

An employment record containing (at least) the following information should be created with the ability to accept an on-line signature.

Name Prefix
Marital Status
Gender (default from applicant record)
Ethnicity (default from applicant record)
Date of Birth (applicant record)
Disability Status
Veteran Status
Military Status
Address (street) default from applicant record
Address (city/state) default from applicant record
Zip Code (default from applicant record)
Home Phone (default from applicant record)
Original Hire Date (defaulted from applicant record)
Position Number (default from applicant record)

Division/Department (defaulted from position records)

Interoffice Mail Location (defaulted from position record)
Campus (defaulted from position record)
EEO Code (defaulted from position record)
Staff Data Code (default as new employee, with ability to modify)
Benefit Current Group (should default based on type of position)
Job Status (defaulted from position record)
Increment Date (determined from hire date)

Evaluation Date (determined from hire date)
Leave Accrual Rate & Effective Date (determined by job code and hire date)
Assignment begin date (defaulted from hire date), end date (determined from increment date); start event defaults as “New Employment”, FTE, level/step; pay rate, earnings code, timekeeping location should default by the position number
Education (default from applicant record)
Status:
Active, terminated, leave of absence
Position Type
Contract, part-time faculty, temporary, student employee
Job Group
Administrator, Faculty, Classified, Supervisory
Assignment Begin Date

Assignment End Date

Increment Date

Contract Expiration Date

Dates used to manage the position monitoring system and contract expirations.

Sick Leave Transfer:

Sick Leave Transfer other California college districts
Service Hire Date:
Date to calculate seniority; leave accruals and increment date
Prior Service 

Credit for prior Foothill-De Anza work
Original Employment Date:
Date first employed by Foothill-De Anza
Division
Division administratively responsible for the employee
Demonstrate how an employee record can be created if posting the position isn’t required (temporary or student employee). 

Demonstrate how employee history is established, changed and maintained for assignment changes (promotions, separations)

Demonstrate the ability to handle future-dated transactions and the process that will flag the transactions as active after the effective date has passed

Demonstrate the ability to:

· provide an event driven approach to employee data changes

· customize these event driven processes

· create and maintain user defined fields, (support these fields and field values) during a software upgrade
Show the ability to maintain multiple values in data fields; 

· multiple assignments with different end dates 
· multiple payment distributions

Show date fields to administer benefit plans and legal requirements.
Show addresses available, including full international addresses.
Show effective date fields for all types of employee actions, milestones, and eligibility attainments for all types and categories of employees.
Show position titles for one employee (historical and active).
Demonstrate the ability to reverse incorrect entries before and after they are applied (e.g., terminated  employee in error, cancellation of hire, perform reversal on a specific date, entry suspend and resume capabilities, and approved status) and retroactively.

Show how the system automatically adjusts any compensation and deduction for the period in error and reflects those adjustments in the financial record system. 

Show the coding and reporting of race and ethnicity, gender and veteran status.  Show how the codes can be modified or increased.
Show the comment field and reference link from married name to maiden name.

	Outcomes:

	

	Questions:

	Scenario 8.8 Benefits Administration 

	Setting:

	The District offers several PPO plans and a managed care plan, dental, vision, EAP, flexible spending accounts, basic life, voluntary life, accidental death and retirement to active employees at the District.  The primary medical plan is self-insured. Eligibility for benefits is provided to all contracted employees as well as eligible part-time faculty, retirees, surviving spouses and COBRA enrollees.

PPO+ requires employee contribution for dependents coverage.  Rate subject to change each July 1st.

Annual enrollment in all medical programs including FSA occurs in April for fiscal year elections.

Retirement plans are determined by the employee’s eligibility.  Plans are administered by PERS, CALSTRS and PARS

Once every year the District is subject to changes to some or all of the benefit plans. This change is done at any time, while processing for the current year continues.

	Criteria:

	A. Demonstrate how benefit plan information is established and maintained by indicating how each of the following elements would be established: 

· plan date and year per benefit

· plan eligibility requirements

· plan carrier

· plan cost per employee / employer

· plan cost per dependent

· plan employee/employer contribution

· plan hours worked

· plan coverage level and type

· tax treatment of employee paid premiums (reduction vs. deduction)

B.  Demonstrate the ability to make a mass change to the benefit rates.

C. Demonstrate how the following employee information is established and maintained for newly hired employees: 

· employee SSN and Employee ID (system generated)

· employee age

· employee salary

· employee plan eligibility date

· spouse/domestic partner name

· spouse/domestic partner gender

· spouse/domestic partner SSN

· spouse/domestic partner birth date

· spouse/domestic partner benefit plan

· coverage start and end dates

· premium start and end dates

· benefits historical data

· identification of department-paid employee benefits

· date retired

· deceased date

· third-party administrator supplied information

· multiple iterations of the following
child(ren) name
child identification number
child(ren) birth date
student Status
incapacitated (Y/N)

· multiple iterations of the following
beneficiary name for life insurance (multiple plans)
beneficiary name for STRS/PERS
beneficiary name for death benefits
beneficiary detailed information (e.g. address, phone)

E.  An employee's eligibility for benefits may change as the employee changes status. Demonstrate when an employee changes status so that he/she is eligible for a different medical plan.

F.  Show any audit or warning mechanisms that trigger when an employee tax defers an amount above the IRS maximum.  What notifications are sent prior to insurance eligibility changes (i.e. dependent reaches age limit)

G. Demonstrate the automatic feed to payroll for benefit deductions for the employee.

H. Demonstrate how the selection of a retroactive change in health coverage is reflected in the benefits system. 

I.  Demonstrate how the retroactive change in health coverage plans is passed to payroll for a retroactive change in health coverage premiums.

J.  Demonstrate how employees can enroll or change benefit options electronically.  Use on-line help, look up health summary plan document (preventive care provisions), indicate what confirmation of sign up is provided, show benefits statement for an individual electing a $200 health care spending account and $1,000 dependent care spending account.

K.  Demonstrate how employees access the Web to enroll during open enrollment, make a change and/or view benefits at any time during the year. Show how employees update benefits and gain access to other required personnel forms applicable to the employee. This should include providing descriptions of benefit plans and ability to print or email required forms based on user definitions

L.  Demonstrate how next year and current changes are processed so they apply to the correct year. 

	Outcomes:

	

	Questions:

	Scenario 8.9 Workers Comp Demonstration Data

	Setting:

	Employee injured from work on March 1, 2007, off work due to non-light duties accommodation, reached 60th day on May 9, 2007.  Has surgery on May 14, 2007.  Released for modified light duties on July 1, 2007.  RTW 7/2/2007. Ergonomic evaluation, accommodation provided.   Job Analysis was conducted and payment was made to vocational rehab counselor for $600.  Physician determined permanent and stationary with 5% permanent disability rating plus future medical care on August 9, 2007.

	Criteria:

	Document date of injury/type of injury/body part(s)

Case Notes

Document the first 60 days off work based on working days.

Calculate the 130 days for Extended Sick Leave

Record duration of Temporary accommodation for light duties

Ability to record days off or days on light duties for OSHA LOG 300

Show how the system captures and stores  ergonomic evaluation and accommodation

Show how the system captures and stores the job analysis

Show how the system displays historical payment information on Total Temporary Disability/Partial Temporary Disability/Permanent Disability/American Disability Act accommodation.

Show how the system generates risk reports based on a particular incident, repeated accidents, an employee or department, and campus by category.

Show how the system records dates of permanent work restrictions.

Show how the system captures, stores and records Court Case Settlement.

Demonstrate how the system captures the chronology of the Workers Comp case.

Show the reports the system generates for each case and caseload for individual years and multiple years.

Show how the date is recorded for each event in a case.

Show how the system displays the history of an individual worker.

	Outcomes:

	

	Questions:

	Scenario 8.10 Compensation Management

	Setting:

	Pay ranges are developed by level or type by position. There are separate pay ranges for some campus/units as well as exceptional pay ranges for certain types of jobs within a campus/unit.

	Criteria:

	

	Outcomes:

	

	Questions:

	Scenario 8.11 Student Employment/Payroll

	Setting:

	The College District employs many F1 non-resident aliens students (both degree and non-degree). Non-resident aliens are subject to special taxation and reporting rules and may be subject to provisions of a tax treaty.  

Payments issued by the College District are employment related income which does not include tuition and fee waivers, fellowships and scholarships.  Payments made through financial aid or accounts payable are also subject to special taxation and reporting rules. The same applies to independent contractor payments. 

Regardless of the office issuing a payment to a non-resident, the system must track the individuals and incorporate any payment information into the monthly and year-end non-resident alien tax reporting and determination of residency status for tax purposes.

	Criteria:

	A.  Describe how to handle the collection and monitoring of data for all non-US citizen students, employees and other payees including the ability to maintain tax treaty tables, with effective dates for all tax code changes.

B.  Describe the ability to recognize the dollar and time limitations of tax treaties when excluding income from withholding. 

C.  Describe the ability to withhold required taxes from fellowship payments not required of like payments to U.S. citizens.

D.  Describe the ability to report payments to non-resident aliens using IRS Forms W-2 and 1042-S.

E.  Demonstrate how the system maintains a history of visa documents and dates and notifies departments upon expiration of documents.

	Outcomes:

	

	Questions:

	Scenario 8.12 Deductions

	Setting:

	Deductions to an employee's pay can be established by Payroll staff (i.e. mandatory retirement deductions (PERS or STRS), union dues, garnishments, salary advance repayments, etc.) or by the employee (i.e. charitable contributions, credit unions, direct deposit bank information, flex spending accounts, 403b & 457 plans, health insurance, and Federal and State tax withholding changes).

	Criteria:

	A.  Demonstrate the creation and maintenance of deductions, including the following range of functionality: 

· unique taxation definitions (e.g. 403(b), flex spending accounts, health insurance)

· flat-dollar amounts (e.g. Foundation donations & United Way)

· deductions based as a percent of selected earnings types (LTD, retirement)

· capability to establish a declining balance deduction and a specific amount each month that automatically stops when the balance is zero (e.g. accounts receivables)

· one-time deductions or one-time overrides to deductions

· pro-rated deductions for partial pay coverage (baby born mid-pay period)

· ability to define a provider for a specific deduction type for remittance

B.  Demonstrate capabilities to establish start/stop dates for deductions (e.g. United Way, Flex), to establish ceilings for deductions and have the system automatically stop the deduction when it is reached and review for statutory eligibility (e.g. garnishments, computer loan).  Set up a deduction with appropriate future effective dating (e.g. domestic partner or new health insurance plan year). 

C.  Show how retroactive deductions to salary are handled including both additional deduction amounts and refunds and show how employee balances and departmental ledgers are automatically adjusted. 

D.  Demonstrate the system's flexibility for placing deductions in arrears or recycling, including: 

· "automatic" arrears for insufficient pay (reduced hours) or no pay

· taking arrears amounts in next pay cycle, and the cancellation of arrears upon "catch-up"

· ability to select which deductions are put into arrears and how those are handled for full, partial or no arrears applicability

· ability to send billing notices to employees who have not remitted premiums

E.  Show how to handle garnishments, wage assignments, tax levies, or child support and be able to re-prioritize the pre-determined deduction priorities: 

· prioritization of deductions 

· calculation of correct amount to "back into" required net pay

· entry of limit or ceiling amounts

· simultaneous multiple garnishments

· effective date functionality

· percentage of disposable income or net pay needs to be definable

· retention of garnishment/wage assignment history

· handling of administrative fees
F. Demonstrate the employee’s ability to determine the effect of varying tax deferred amounts and programs on net income as selected by the employee.

	Outcomes:

	

	Questions:

	Scenario 8.13 Payroll Processes

	Setting:

	A new payroll system will require the ability to enter and maintain payroll information from many departments on multiple campuses. The system will be required to provide concurrent use of multiple pay periods. 

The College/District offers a wide and diverse choice of payroll deductions. 

Individuals may switch from month-end payroll to mid-month payroll depending on their assignment changes, which may require different withholdings in the same or different pay cycles.

	Criteria:

	Show how to enter and maintain payroll information.

Show how the system runs multiple pay periods while used concurrently.

Show how deductions are entered, computed and displayed.

Show how when an assignment changes and withholdings and pay cycles are affected.   Show how the system makes modifications and displays results.

	Outcomes:

	

	Questions:

	Scenario 8.14 Time and Attendance Reporting

	Setting: 

	All employees are paid once a month.  Temporary and student employees are paid on the 15th of each month and contract employees (faculty, staff and administrators) are paid on the last working day of the month.  The current time entry and leave system is designed to process time worked and/or leaves taken for all employees. For some employees, all worked time is recorded. For other employees (classified and administrators) time compensated paid leave + unpaid leave time and/or overtime worked is reported daily on time sheets. Faculty members submit Leave Reports only when they were absent due to sick, personal leave, jury duty, etc.  These reported hours are processed through payroll resulting in the production of paychecks (or direct deposit notices) for the employees. These employees are paid by exception: the scheduled amount is paid unless an adjustment is entered to add to or subtract from this amount. One exception is Food Services and Group 6 employees are working academic days or part-time and their pay is based on actual hours worked.
Other long-term leaves are tracked in the system by different earning codes and are to be paid accordingly and no time report is required (i.e., 2/3 of pay for extended sick leave, unpaid leave of absence, staff development leave or FMLA).  

	Criteria:

	A.  Enter an employee's work hours, overtime and leave hours on-line and real-time. Demonstrate the ability to generate time automatically based on a work schedule. Demonstrate the following functionality: 

· ability to handle varying work schedules (length of work day and work week definitions)
· on-line validation of leave balances

· real-time updates to database

· ability to sum all hours entered for an employee for overtime calculation regardless of the location of entry

· segregated components of pay (e.g. straight time vs. overtime)

· multiple types of shift codes, each with an associated rate

· ability to override account (labor) distribution of any special pay 

· ability to add special pay including earnings types, funding sources, hours, and dollars

· multiple entry sites (i.e., primary timekeeper location and alternative or backup locations)

· automatic indication of default hours (to reduce amount of entry if no deviation)

· ability to distribute time among as many jobs, projects and departments as required

· capacity to handle a time sheet on-line and be routed for appropriate approvals, notifying the person when request is waiting for approval

· acceptance time through interfacing with 3rd party collection systems (Liquid Office)

· ability for employee to electronically sign the time report

· ability to route the time report to a supervisor who will also electronically approve the time report

· validation of available amounts of sick and vacation time

B.  Illustrate how leave balances are maintained based on time and/or status of the employee for the following:

· ability to maintain records of vacation, personal time, sick leave, military leave, educational leave, jury duty, funeral leave and other paid leave used in accordance with each bargaining agreement. 

· automatically accrue leave earned based on a calculation algorithm reflecting the leave earning policies

· ability to transfer leave balances to following year based on carry over rules

· generation and sending of notices to employee regarding changes or other information

· display of leave balances on the time entry screen

· retroactive leave processing

· leave reversion based on defined leave substitutions (e.g. no sick leave reverts to vacation)

· leave with time or restriction for use (i.e. personal day lost if not used or no personal leave used with vacation)

· ability to coordinate workers’ comp pay with sick leave and vacation to achieve full pay.

· First 60 days off on industrial leave

C.  Demonstrate how to access and track hours worked. Briefly discuss how the rules for time reporting are maintained. 

D.  Show how the system would handle changes to time reporting data for both normal entry and corrective entries. 

E.  Demonstrate the ability to define and handle multiple alternative work week schedules. 

F.  Show how Family and Medical Leave Act (FMLA) information is stored for multiple occurrences in a year and how eligibility for FMLA is based on hours worked in the prior year.

Demonstrate how multiple types of leave can be tracked concurrently with FMLA. 

G. Faculty are eligible for a sabbatical (PDL) after 18 quarters of full-time employment.  How would your track eligibility, keeping in mind that quarters on unpaid leave are not counted; notify faculty of their eligibility status annually; calculate pay and update (e.g. to STRS) status?

H. Faculty have two types of leave.  Normal sick leave @100% pay, earned 1 day a month and extended sick leave @ 66.67% pay with a maximum of $4300/month.  How do you process and monitor someone who goes on sick leave, then extends into extended sick leave?

	Outcomes:

	

	Questions:

	Scenario 8.15 Payroll Cycles

	Setting 8.15a Month-End Payroll:

	The last working day of each month is the payday for all contract employees. 

	Criteria:

	Demonstrate each of the following:

1. A new monthly employee was hired effective January 10th and paid at a rate of $4,000 per month. This employee will accrue personal leave at 40 hours per year, vacation at 6.66 per month and sick leave at 8 hours per month.  The new employee worked 3 hours overtime on January 15th (overtime does not qualify for retirement contribution)

2. An employee continues his/her split appointment between department X and department Y, AND in January teaches a two week short course (overload) for College 1.  Pay for this assignment is $5,000.

3. An employee is to receive an administrative supplement of $1000 for leading the department during the illness of the department head (1 month).

4. An employee purchased a computer and his loan payment is $175.00/mo (internal deduction)

5. An employee participates in the medical reimbursement spending account program and has a reimbursement due of $45.00 (external deduction from Ultra link)

6. An employee is a group 6 employee who worked 16 hours in January.  Her leave bank accruals were based on the hours she worked per month.

7. An employee was hired effective March 1, 2007 at $1,500 per month (future dated transaction.)

8. An employee was hired January 15, 2007 working in Food Services.  Her hourly rate is $25 and she worked 96 hours for this pay period.  

9. An employee has wages of $2,500 per month.  In January, he has taxes at $500, TSA at $1,500, medical premium at $200 and a garnishment of $500.

10. An employee was hired on December 7, 2006 (salary of $4,000 per month).  Departmental payroll staff just learned about this arrangement and must produce a January check including December retro-active pay.

	Outcomes:

	

	Questions:

	Setting 8.15b Monthly Payroll Criteria:

	

	Criteria:

	Demonstrate the following:

1. Demonstrate the steps necessary to process a January monthly payroll for the above mentioned situations.

2. Demonstrate the system checks and balances available to ensure the total amount to be paid is correct.

3. Demonstrate how deduction values from external sources could be downloaded into the payroll process.

4. Show the leave accrual calculation based on the amount of service during the month (see Benefit attachment).

5. Demonstrate how the system handles overload when information is fed from SIS.  Show the options for paying extra compensation (flat dollar or a term or course salary schedule?).  Show how the system can verify that overload compensation falls within maximum allowed by District policy (See attachment).

6. Show the financial transactions generated as a result of this payroll including both accounts and object codes.

7. Demonstrate the entry and calculation of pay adjustment for overtime.

	Outcomes:

	

	Questions:

	Setting 8.15c On-Demand Payroll (Manual):

	The College District must generate "off-cycle" paychecks regularly for various reasons. The deductions applicable to the employee’s normal pay cycle should be considered. 

	Criteria:

	1. Mid-Month:  Hours worked were erroneously omitted for a classified employee during the last monthly payroll. He should have been paid for 80 hours at $9.00 per hour. He did not receive a paycheck since no hours were reported. 

2. Month-End: An employee closed his bank account without updating his direct deposit file.  Payroll must void the check (recall direct deposit) and process a manual check.
· Demonstrate the steps necessary to produce a payroll check for Bill Smith processing the appropriate deductions.
· Demonstrate the leave bank balances will not accrue again due to the manual process.
· Demonstrate the handling of deductions, accruals, etc attributable to the pay cycle missed.
· Show how this payment is represented in the payroll history.

	Outcomes:

	

	Questions:

	Setting 8.15d Check Cancellations (VOID):

	Checks and advices are often returned by employees or departments because employees may have been paid incorrectly. 

Assume for this section:

· An employee was paid his scheduled pay in February. He actually was on unpaid leave effective February 1, and therefore was not due the payment. He had direct deposit.

	Criteria:

	A.  The direct deposit must be recalled. Demonstrate how to void his check.  Show how the voided transaction would reverse all deductions and generate the appropriate accounting entries to be fed to the financial system.

B.  Show the financial transactions generated as a result of this payroll including both accounts and object codes.

C.  Show the effect of a cancellation on benefits and deferral limitations.

	Outcomes:

	

	Questions:

	Scenario 8.16 Payroll Processing and Check/Advice Production

	Setting:

	Ability to issue pay for a particular pay date where it can handle both the transferring of direct deposit information and the generation of paychecks.

	Criteria:

	A.  Demonstrate the interfacing with the General Ledger system to show:

· the ability to charge the costs of an employee’s staff benefits to different general ledger accounts than the cost of the employee’s pay 

· the ability to identify expense accounting (object) codes and distribution by earnings type 

· the ability to report on vacation & comp time liability for journal entries to the accounting system

· the ability to retain the accounting data with the payroll history in order to prevent discrepancies between payroll and accounting

B.  Demonstrate the payment generation process including:

· validation of routing/transit numbers for new direct deposit requests

· the ability to handle multiple direct deposit splits into four different accounts

· customizable check/advice stubs that list detailed pay types, taxes, deductions, etc.

· check/advice messages that can vary by employee type, campus/unit, employee classification, tax status, etc

· check/advice stubs that can be printed for zero net payments

· the ability to add any pay or benefit field to the earnings statements

· payment advice that an be sent via letter, e-mail or posted to a web site

· printing of one-time information messages on payment advice that can vary by employee type

C.  Demonstrate the ability to run in “test” or audit mode to reconcile and prepare for pay processing.  

D.  Show a set of standard reports produced as part of the payroll processing.  

E.  Show what launches the generation of these reports and how they validate the data in production and verify payroll to be run.

F. Demonstrate electronic message to County Office to release funds for direct deposit to bank.

G.  Show the ability to transfer a payroll file with individual account information for bank to handle the fund transfer for each individual employee.

H.  Show how the system can identify individuals who are to receive a paycheck.

I.  Show how system captures individuals and pushes the information to FR (Accounts Payable) to generate individual checks to be printed and mailed.

	Outcomes:

	

	Questions:

	Scenario 8.17 Labor Distribution

	Setting:

	Some employees are charged to multiple accounts during a pay period.  Because the actual time spent is not always consistent when processing the payroll, the appropriate charges (and benefits) must be distributed to the correct accounts after the fact and related ledger entries generated to reflect this distribution.

Assume for this section:

· An employee is regularly charged to the General Fund.  After the payroll was run, the department received notification that the employee’s work would be charged to two different grants for the academic year retroactively, 29% and 71% respectively.  

	Criteria:

	Demonstrate how the Department can correctly charge the salary expense and the related benefits.

Produce a Labor Distribution Report that allows an employee to certify his time for the quarter

	Outcomes:

	

	Questions:

	Scenario 8.18 Deduction Remittance

	Setting:

	Funds deducted from employee paychecks must be remitted periodically. The remittance will be either a disbursement to an outside entity or a journal voucher to credit a District account(s). Depending on the deduction, the remittance may take place after each payroll or may be done at the end of a month.

Assume for this section:

An employee has:

· a contribution to STRS at 8% of his salary for retirement

· basic family medical coverage (plus employer contribution)

· 3 times salary for life insurance

· foundation donation to scholarship fund (18.00 per month)

· deduction for computer loan (100 per month) 

· a 403(b) reduction of $50 

· a garnishment of 10% of disposable income for an IRS levy

· over deferred by $100 for 2007. The Fidelity (annuity company) returned the funds to the College District.

	Criteria:

	A.  Demonstrate how the system calculates and processes these deductions for the January monthly payroll. 

B.  Demonstrate how the prior year over deferral can be recognized and the District records corrected so that the proper tax reporting may occur.

C.  Show how funds are credited to District accounts based on attributes of the employee (for example, benefits).

D.  Demonstrate the capabilities for remitting funds and creating detailed reports/files (child support, annuities, etc).

E.  Demonstrate the capability to interface to accounts payable for creation of third party checks or EFT transmissions.

	Outcomes:

	

	Questions:

	Scenario 8.19 Separation of Employment

	Setting:

	An employee passes away on November 15, 2006. His termination is processed and a request for the benefits due upon death of an employee is initiated. The employee earned $60,000 per year and had 44 vacation days at the time of his death. Additionally, the employee’s beneficiary is eligible for life insurance benefits and paid health insurance premiums for six months.  The November monthly payroll should pay the employee for the time between Nov 1, 2006 and Nov 15, 2006, as well as the unused vacation leave (see Attachment G – Employee Death Benefits Formula). 

	Criteria:

	A.  Demonstrate how the department could initiate the request for the employee’s earnings and leave payment for his estate and indicate that keys and District property were returned.

B.  Demonstrate how this separation information is forwarded to other departments (Campus Security, Educational Technology Services, etc) 

C.  Show what historical data is maintained for separated employees.

D.  Demonstrate the effect of a termination in the position control tracking system and how salary and benefit funds are lapsed.

	Outcomes:

	

	Questions:

	Scenario 8.20 Reporting

	Setting:

	The District must report quarterly and annually to the Internal Revenue Service and the California Employment Development Department all payments for compensation, independent services and scholarships to non-resident aliens.  The system combines all such payments into a common file from which several different IRS forms are produced (W-2, 1099, 1042-S, etc).

	Criteria:

	1. Demonstrate how information is stored to accomplish the various types of reporting required.  

· What methods are used to produce required forms and reports?  

· Show how electronic files accepted from or sent to a third party (i.e. bank or 403b vendors)?  

· Show us how information from outside entities may be incorporated into the reporting process (Example:  “availability” data per job group for reporting and other required labor surveys).

2. Generate a report to a department notifying them six weeks after an employee’s hire date that the probationary period will expire three months after her continuous service date.

3. Demonstrate the software’s end user query tool (i.e. BRIO) for ad hoc reporting.

4. Demonstrate the ability to report historical payment information.

5. Generate a summary report of information about an employee. This should include Name, SSN, Termination date and reason, current benefits, leave balances, employment date(s), employment history, FTE, and employment status.

6. Generate an EEO6 report with all current employees (includes demographic date: race/ethnicity gender and veteran status). Generate an EEO6 report with all applicants by position applied for including race/ethnicity and gender.  Ability to break down the code into Sub EEO6.

7. Generate a summary report of active employee headcount and FTE by category (exempt, nonexempt, faculty, male vs female) within campus (attribute of responsible area).

8. Produce a report of like job titles by campus, salary, supplements and awards, total pay, and computing the average rate of pay for that job title within each campus.

9. Make a simple organizational chart.

10. Provide a copy of standard reporting from the system to be used for mandatory IPEDs and Workforce and Utilization, and OSHA 200 reporting purposes. 

11. Provide a copy of an aggregate expense report for recruitment costs for a specific position.

12. Show a report that includes inputed income from employee life insurance policies and fee waivers.

13. Demonstrate how mandated reports and management reports are produced from HR data (i.e. STRS, PERS, CB, PARS and 403b/457, etc)

	Outcomes:

	

	Questions:

	Scenario 8.21 Employee Development and Training

	Setting:

	The system should support the ability to capture information to assist in the professional development of employees. This includes the monthly notification and follow-up to department heads and HR offices of the annual employee performance review, the specification of required training based on position, and recording of training received.

	Criteria :

	A.  Demonstrate how managers and supervisors may be notified about employees who have a performance review, based either on an employee’s 2 month, 6 month or annual review date.

B.  Show how the system will allow a manager and supervisor to complete ratings to the predefined standardized form with performance specifications for each direct report and add goals or other dimensions of performance not contained in the position description.

C.  Show how the employee can perform a self-assessment by using the evaluation form performance criteria.

D.  Provide examples of reports generated from queries to return performance reports, electronic submittal to Personnel/Employee with signature acceptance and other reporting capabilities.

F. Show how the system can apply a merit increase based on annual performance rating.

G. Show how the system can be utilized to create a Performance Improvement Plan and training activities for those individuals not meeting expectations.

	Outcomes:

	

	Questions:

	Scenario 8.22 Training

	Setting :

	The system should support the ability to capture information to assist in identifying and recording trainings completed by employees.

	Criteria:

	· Show how a catalog of training offerings can be made available on-line.

· Show alternatives for tracking orientation participation.  Can an employee be automatically registered for a predetermined set of training events?

· Demonstrate how the system can establish generic training profiles by job classification, position number or other attribute, such as department or duration in current position.

· Show how a manager can define the training requirements of a position based on unique department needs.

· Given that an employee has a target date to complete certain training programs, show how the software notifies an employee and the supervisor that the employee has or has not scheduled or completed required training.

· Show how an employee’s training, retention incentive longevity and professional growth awards are recorded and tracked for the employee, for the supervisor, and for departmental and District statistics.

· Self Service:  allow employee to sign up for a workshop on-line, wait list themselves for a workshop or cancel themselves from a workshop on-line.

· Show how the system automatically generates enrollment confirmations, class rosters, training workshop reminders, tent cards, sign-in sheets, nametags, and evaluation forms.

· Show how the system enables a training participant to evaluate a workshop on-line.

· Show how the employee is able to secure a record of all training activities (transcript should show classes enrolled in, cancelled from, completed)

· Show how required training needs can be determined by classification development plan data.

· Show how the system enables standard and customized reporting of training offerings and training completed campus wide.

	Outcomes:

	

	Questions

	Scenario 8.23 Workflow 

	Setting:

	The approval process of a new appointment salary or a change to an employee’s salary is an example of workflow concern.  In addition, how faculty members submit an online leave report, approved by a Division Dean and forwarded electronically to the HRS for processing is another example.

The main workflow in Employment Services includes the steps required to post a specific job and approvals needed to post jobs in general.

	Criteria:

	Demonstrate how a hiring manager can submit a staffing requisition with a position description attached to Human Resources with different levels of campus / district approval.

Show the routing for position and classification auditing in Human Resources.  

Show how the system has an automatic electronic routing approval method where the generic job description can be transformed into a finalized job posting through communication between Employment Services and hiring managers (e.g.-template would be viewable electronically by Employment Services and  managers and managers would make changes to the job using a “user friendly” template -some information would be non-modifiable).

	Outcomes:

	

	Questions:

	Scenario 8.24 Steps Required for Opening and Posting a Specific Job Announcement

	Setting:

	Opening and Posting a Specific Job Announcement

	Criteria:

	Show how when Employment Services receives a generic job description it can create a draft announcement.

Show how Employment Services and Hiring Manager can collaborate on draft announcement.

Show how Employment Services can convert final announcement into various document formats (e.g. word documents, PDF files)

Show how Employment Services can post electronically into an applicant tracking system.
Show how Employment Services can post electronically to 9 basic sites for classified positions, 10-13 sites for Faculty and Administrator positions.

Sites vary as far as format and amount of text allowed. Some sites compartmentalize required information and other sites allow space to cut and paste full text.  Show how the system automatically “wraps” information from the internal District site to external sites?

	Outcomes:

	

	Questions:

	Scenario 8.25 System Integration

	Setting:

	The system must be able to communicate and transfer/translate information from one component to all others.  HR/Payroll, financial, student and all else must be connected and integrated.

	Criteria:

	Show how data / information is in a distributed system
A.  Demonstrate the ability to view a payroll charge (in summary) to a general ledger account.  Drill down to a comments area to see the detail supporting that charge.

B.  Show an historical payment within the Payroll system.  Demonstrate how a manager can drill up to see the summary charge to a ledger account.

C.  Demonstrate the system’s flexibility in viewing all types of employee data including employment history, payroll history, benefits history, position history, etc.

D.  Show how distribution of charges made in HR can be changed should the accounts in FR be locked or if used in error.

E.  Show how the HR data incorporate the variety of “non pay” people stored in the system such as independent contractors and volunteers.

F.  Show how the earnings associated with students holding Work Study appointments are monitored and reported to Financial Aid

	Outcomes:

	

	Questions:

	Scenario 8.26 User Maintenance and Security

	Setting:

	Updating or adding new reporting capabilities to the HR data is key.  Without involving extensive IT resources, HR-Payroll subject matter experts need the ability to make configuration changes.  Examples of this functionality are adding division/departments.

	Criteria:

	Demonstrate the steps your system requires a system administrator to follow in setting up security access for an employee, a management person, and a function processor.  Explain if the process is role based, position based, or person based, any combination of these, or something else.

Show how to add a new race code for EEO reporting.  Show how this change affects student reports.

Show what steps are involved in purging applicant data.

Show how the job classification framework (job titles and classification codes) can be changed and altered to accommodate the organization as it grows and changes.

Show how to set up security for an employee to access his personal demographic information so he can enter his own information.

Set up security access for a department manager to be able to review (inquiry only) only those employees in his department.

Set up security access for the Payroll staff to have access to update all payroll information for any employee.

	Outcomes:

	

	Questions:

	Scenario 8.27 Encumbrances

	Setting:

	Costs associated with positions and personnel actions must be encumbered and budgeted.

	Criteria:

	· Demonstrate how changes in either FR or HR (in terms of budget transfers, expense transfers and/or labor reallocations are reflected in both the FR and HR systems with the effective dates and notes.

· Demonstrate for HR – two independent systems – current year and next year and show how they can be opened simultaneously.

· When assignments are rolled over, demonstrate how the HR positions/assignments are reconciled between the two years (variance report).
· Show in the report distribution of costs and notes regarding any changes (e.g., step and column change or reclassification).

	Outcomes:

	

	Questions:

	Scenario 8.28 Rollover of Positions from Current to Next Year

	Setting:

	Using position information from one fiscal year to build the next fiscal year’s budget by rolling over positions and to be able to operate / interact with both years simultaneously.

	Criteria:

	Demonstrate how the system rolls over positions from current year to next year.

Demonstrate the ability to make changes/adjustments in current year while rolling over positions.

Show how changes/adjustments are reflected in the next year.

Show how benefit rates and adjustments are made to next year while current year’s rates are different.

Provide variance reports available for comparing current year to next year in terms of positions and dollars (salary and benefits charged to accounts).

	Outcomes:

	

	Questions:

	Scenario 8.29 Teaching/Non-Teaching Reporting/Reconciling

	Setting:

	Accounting for appropriate charges for teaching and non-teaching assignments with regard to faculty employees.

	Criteria:

	Show how an assignment change from teaching to non-teaching in the student information system is messaged to the HR System.

Show how the percentage of assignment and budgeted dollars from one object code (teaching) to another object code (non-teaching) is reallocated.  

Show how the percentages and object codes are changed and demonstrate how they are reflected in the FR budget.

Provide a student information system load exception report that identifies the variance in positions/percentage distribution for budgeted teaching to actual teaching and non-teaching.

	Outcomes:

	

	Questions:

	Scenario 8.30 Labor Reallocation

	Setting:

	A system that provides a way to redistribute labor costs for future, current and retroactive events. The redistribution of costs must be reflected in both HR and FR systems.

	Criteria:

	Demonstrate how labor redistribution occurs when a change in account/object code percent allocation is made.

· For the future

· For the present

· For the past

Show how the changes are made in HR and reflected in FR.

Provide the labor reallocation reports that the system generates.

	Outcomes:

	

	Questions:

	Scenario 8.31 Lapsing Positions

	Setting:

	A system that provides a way to lapse positions for future, current and retroactive events. The lapsing of the position and the dollars associated must be reflected in both HR and FR systems.

	Criteria:

	Demonstrate how a position and its budgeted dollars lapse.

Show how the system displays the amount of dollars lapse and the appropriate accounts.

Show the lapse report – how the system handles the budget available from positions/assignments versus the budgeted amount with the associated accounts.

Show how the lapse of position is communicated to FR in terms of dollars and impact to budget.  The affected account numbers are to be shown.

	Outcomes:

	

	Questions:

	Scenario 8.32 Transferring Data To and From Third Parties

	Setting:

	The system must be able to transfer information from a list of primary third parties:
Fidelity – 403(b)

Sedgwick CMS Company 

Total / partial / temporary disability payment

Advance permanent disability

CALSTRS – Retirement information

PERS – Retirement information

County of Santa Clara – Unemployment, PERS, STRS files

Tax Deferred Services – 457, 403(b)

AIG Valic – 457, 403(b)

Ultralink – Employee data for health benefits

Social Security Administration 

W2 data earnings

Medicare Data Match

PARS – Retirement Information for part time faculty

Prima Mail Inc – W2 files

People Admin – Applicant tracking

Bank of the West – Direct deposit

	Criteria:

	Verify and identify your past clients, that have done the above interface requirements.  You do not have to demonstrate these requirements, just indicate you can do it and have done it with each third party.  List the clients name.

Demonstrate how a report is prepared to transfer data to Fidelity.

	Outcomes:

	

	Questions:
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