AT RAA

kit 10

Today's Prioeities. Tomarrow's Possibltes.

Web Time Entry From Start to Finish

Presented by: Sheli Senecal
Smith College

April 12, 2010
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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!

Agenda

« Introduction — Just The Facts
« In the Beginning...

« Execution of the project
» Communication
> Systems
» Testing

< Implementation of the project
» Rollout
> Training
» Maintenance.....don’t get blindsided

« Completing the project
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Introduction — Just The Facts
« WTE project initiated in January, 2005

« Smith College has;
» 400 Exempt Staff
> 200 Non-Exempt Staff
> 300 Service
» 300 Faculty/Course Support
» 2500 Students

* We went live;
» Non-Exempt staff in August, 2005.
> all started in , 2005.
» Exempt staff were transitioned in November, 2005.
> Service staff and Faculty are not using WTE.

« Banner System;

» Started WTE on 6.0; migrated to 7.0 in December, 2005; upgraded
to 8.0 in November, 2009
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Today's Priorites. Tomorrow’s Possibites.

In The Beginning...

Analyze & Define

Analyzing the Project

< Evaluate the feasibility of WTE and know why you are
implementing it.

< ldentify key stakeholders to get the buy-in needed for a
successful project.

« Know your community and the impact of this new
process.

« Define the scope of the plan (why, who and when).

« Have a realistic go live date.

« Select a team that is reflective of the population that will
be using WTE.
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Defining the Project

« Identify key issues.

« Proactively manage the tools and resources you have
for this project and assign tasks accordingly.
» Communication
> Systems
» Testing
» Rollout
> Training
» Maintenance
« Create time-lines for the individual tasks and then put
your project time-line in place. This will get you to your
implementation date.

« Know your deliverables!
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Today's Priorites. Tomorrow’s Possibites.

Executing The Project

Communication, Systems & Testing

Communication

« Although your main goal is to implement a new process,
communication should be the first priority.

« Start with an initial communication about the process,
its impact and go live date.

« Setup open demo sessions so people can see the new
product and send out “Are You Ready” checklists.

« Follow-up with on-going communications as you go
through testing and can start to spell out exactly how
certain issues will be handled.

« End with specific rollout details of how and when.
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Systems Setup

« In order for WTE to work there needs to be form specific
setups in Banner and the WTE module needs to be
turned on in Employee Self-Service.

« System setup involves;
» rule and validation forms
» employees’ job information
> approval routing
> security setups
» WTE notifications
» Banner Self-Service
> Good-to-Knows
» Known Defects
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Systems (Rule & Validation Forms)
« PTRPICT - Payroll Identification Code Rules

+ PTRINST - Leave Processing Rules

« PTRSHFT - Shift Premium Rules

+ PTRCALN - Payroll Calendar Rules

+ PTRECLS - Employee Class Rules

+ PTRLCAT - Leave Category Rules

+ PTVLCAT - Leave Category Validations

« NTVACAT - Electronic Approval Category Code Validation
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PTRPICT - Payroll Identification Code Rules

General Pre-1697 Canadian UIC

G ey | EECREs

Fays Ve T 7 Ut inmum Hours:

Tax Factor: = 01 Minmam Eorings

s = e
supplomentat pay U1 Weeks:

Original Payroll 10:

Values to Default for Pay Period Time Entry

Cut OFf Date for Poy Period Reports: [z Doy(s) [aiter =] Last day of the pay period
Cut OF Time of Day [tza[en <]

Access pay Period Reports an Web for: [ Manth(s)

Con Reauest Leave in Advance: [+ pay perioi(s)

Activity Date: [esuzons

This setup must be done for each Payroll ID in use.

T 10 | ITICR 1




PTRINST - Leave Processing Rules

isatsion [CTR cose i Cofomapensoncr Wi Facuky  GneTine paymert

Leave Processing Method: By Employee

Loave Processing Order: Accrue Then Take
Take Then Accrue

* Roll Balances After Usage and Accrual

Whatever DAY increment is listed here is what employees
will be allowed to input on the Leave Report.

PTRSHFT - Shift Premium Rules

m Fules PTRSHFT 6.

shift Percent Rate Activity pate

PTRCALN - Payroll Calendar Time Sheet Rules

Payroll payral pay of Wb and Dopartment Tim Entry  Time of Day to
Vear I Namber Month Startate Endpate || cCheckDote From Date. " To Date StonTime Entry
sl
> B fw [ [i [worceos paneois | evweso.  [eoecawy fesmais.  [zeo [P
[0 [eow [z [ [s3sanzowo fissawzon || proanzon  ooscaoos [samzos  fzes  [pM<]
[0 [ow [ 3t [mameaono possanmo || s pasanano forenzom oo [P~
fowo [w [ @ [ [owaon [srezoo [ oreens  [romamo fsreaw heco (o
[0 f[ow [ 5 [r [ereszow [rrrenaon || prmanao  romwaoio [owanaoio  feos  [euc]
[0 v [ 6 [wrecon [owancom || iaveneso  [eseano fswaneo  heco (o
[ v [ 7 i [wvaeois frowsaow || beamans  feresamo fowanamo  heoo (o
[0 [ow [ 8 o [wvasaois [ossmaon [ rosmano [ewenaon fzasaon heon (o
[0 [w [ 3 [wanemo feavmaoo || boamene  femmano eamaoin hece (o
[0 [ow (11 [sewaveon fewavano [ bovavaots  psasmasio feewavess heco (o

Note: There is no cut-off date or stop time for Approvers.




PTRCALN - Payroll Calendar Leave Report Rules

Loave Eployes _ Approver

Payral Payroll Poy of Leove Start Leove End | Leave Period Time Entry Time of Doy toStop | — Wely e
» Dt Dt FromOote " 'ToDte  Time Entry | Access Until Access Unti

]

> B W [1 T DsbEC2006 (64 3AN 260 stman-2000
foo fw [z [ [ooeczms f1smvaomo 120 | foamzotn [avapm-znmo.
o b [s oz [owren-zoio [oarr-znio
mo e [+ R e [isren-zoi 200
e v [ 5 [ [ereseo frrsei || e | fomwmen [mav-znso [szmvzone
fwi v [ 6 [z [eresaono frawanoio || wresaio | [ismancaoo founzom0 [avamaone.
bt v [ [ = [oun-zon0
o e [5 oapnznsa || [wonzons [tzaenzoio e
oo v [o b vsenanin | owanzonn | [eoarmzoso Cemermycerery
B fpw [ R foomav-z010 || [s2-aer-z010  [to-mav-zoms [sr-avez010
b fw [ [ [esmareo cernzoin | [mavano f1zoo st-avezo0 [s-ae-zcz0

Note: There is no cut-off date or stop time for Approvers.
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PTRECLS - Employee Class Rules,
Exempt Staff Leave Reporting

emotoyee cioss: [+ Exempt Staff
erers TP vostion oeteuts _ poguiatory

Time Entry Methad:
Time Entry Doy:

Printed Tima Sheet Mathod:
Payroll Time Entry Breakdown:
Loave Report Entry Method: | Loave Reporton the Web B

Leave Report payrot 1 I Cer—

Time Entry Approvals Rules

“Time Entry Type: [ —
 Approval Required for Exception Time
I Time In and Out Required
I Clack In and Out
I can Request Leave In Advance
I Override Labor Distribution on Web
I Override Labor Distribution for Department
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PTRECLS - Employee Class Rules,

Non-Exempt Staff Time Sheets

Employos class: i |

General

Regulatory ther Leave Categories Gther Benefits Catagories

Time Entry Day: wa
Printed Time Sheet Mathod:  [Tima Shest (ndvidus) g
Payroll Time Entry Broakdown:
Leave Roport Entry Method:  [fione 7ayrol) B

Leave Report Payrol 1: (T e —

Time Entry Approvals Rules
Time Entry Type: [T a—
 Approval Required for Exception Time
Time In and Out Reg
 Clock In and Out

Can Request Leave in Advance
Override Labor Distribution on Web
Ouerride Labor Distribution for Department
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PTRECLS - Employee Class Rules,
Student Time Sheets

emsiovee ciass: 7+ Students

onersl [T posiioncefeuts_ reguistry T

Time Entry Method:
Time Entry Day:

Printed Time Sheat Mathod:
payroll ¢ [pay period
Loave Roport Entry Method: [ none (barral) g

Leave Report payrot 1 (i Crra—

Time Entry Approvals Rules
Time Entey Type: [Fay period Time sheet 3

I~ Approval Required for Exception Time

I Time tn and Out Required

I Clock In and Out

I Can Request Leave in Advance

I Override Labor Distribution on Web

I Override Labor Distribution for Department
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PTRECLS - Employee Class Rules, Eligible Earnings

Employee Class:
eneral  Time Entry Rules _position Defaults | Requlatory Gther Leave Catagories Other Bensfits Categoriss
Earmings Reduce  Attendance Time Entry Time Sheet Approvers Clock  Accrue  Activity
cade Regular Hours Indicator  Sequence_Print Sequence Indicator In/Out Seniority  Date
[6W Transtional Par n n | | [ = 0 [zocrame -
03 [overtme ot 1.0 3 ] r © [auzos
55 _[pockad pay v r © foaun-zoos
6 [pomer - - C C [oouaos
20 [rouarpay 0 0 - E v D r fwowas
21 [T Treaty Wager (1032:5) r r
22 [Ragular Earmings Spscal r r
[eas[pomer | | J . o O O
G0 [overtme 2t 16 0 0 [ O 0 O (ST
031 [overtime o 15 SpecislRate r © foaunzoos
53 [overtime 1.5 Adrin Sugport - o v C ooz
o6 [outor Class weaidy v - - C C [oouaos
090 [Sumlermental Pay 25% red Tox 0 0 J . 0 D © fezonr
091 [supplemental 7oy (regtax) r [ oazons
15 [Retroscive ray non-exempt (] C r © [oaun-zons
[122_[workers Comp Pd: <5 Dars v u] [ [0 v (u} C [easeraom
125 [Workers Comp Unpsid: #5 Days W v A r r ez
124 [education remium r © foaunzons
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PTRLCAT - Leave Category Rules for Leave Reporting

Loave Category: r_ [~ Exempt 12 Mt 35 Hr
Leave code: ek [+ [sectime
Leave Report Indicator: Leave Day or Hour Indicator: [0y

General Leave Category

Accrue Frequency:
Print Sequence Number
cut-off Day:

Banking Rules
Bank Frequency: * Annual = One Time
Available Days: o andfor Available Months: | 0

Accrual Method
Mimombours: [ o Mimumpercent [
Provtionouws: [ 7035 o Proration Percens |
Aorusinpays: @it

200

va

[

[
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PTRLCAT - Leave Category Rules,

Priority Code Rules for Leave Reporting
o e

YN IEE) x

Geners eave Category

PTVLCAT - Leave Category Validation
Exempt Staff Leave Reporting

oport Day or Hour.
tor. i

Description Indicator

or Time Acorsals
U pemst i whashe
e [uT/or Exemst 32 wih o b

[ [cvor exematav 35
Lo LT/67 o Exempt 12 09 e
5 [0 o Bt 2 w6n 40 b

o

P on Exempr 12 0o
Ro pensemparase
T T —
50 [serive Employees e o)

2 [Sorvos oo Eoctrigmns [payrn—~1 [Howr ] [rouw-zmee
e corol = [rour | aone
55 [Sorvies Lot 208 Carpomars | [pavror [orauv-zons
56 [Somies oo 0B torses | [pawrol ] [hour—~] frrwaoos
‘57 [Service tocal 211 RaDS. eyl ~ [rour 72008 =l
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NBAJOBS - Job Detail

0: Last pald Date:  [Foomi 2010
Postion: Query Date: [ ow 2009 |
sasa 100 Payrol Defaule_Deferied Pay_Miscallaneous s0b1a

Effective Date: pruizons [0 Pay Plan

Persome Date: =] Grown: o () Grager [0 (7]
Status resve 3 Toble: (e (5] swn 0 [7]
i i o adrzaon & Fin A

200 FTE 50

Avpointment percent: 15900

Encumbrance Hours:

Encumbrance Ingicator:

Hours

Emplayes Cass & [ erammer,rul vear

Leave Category: [tz Flevempt 12 vt 35 e

Change Reason: [P [=JFcrveor Rt

Employer Code: fsc[SJsmith College
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NTVACAT - Electronic Approval Code Validation

Approval Self Service
Category Display  Activity
code Description Self-Service Description Seavence Date

£ Job creation for staderts oe-sep-aoms
Smoss  [sTount positens [ foavcaor
frenm Frerminate Student Jobs o-aue-2005
femven  arminats studentEnpLe feaue-z00s
e e Tims encry [ s
WTI08S [Crome 75000 Postins G 2009

Systems (Employees’ Job Information)

« NBAJOBS Payroll Default for current active jobs will
have to be changed to correspond with the WTE default
information from PTRECLS.

« New jobs will default with the WTE information from
PTRECLS.

« NBAJOBS Default Earnings does not work with Web
Time Entry for hourly jobs. It will double up time in
PHAHOUR.

NBAJOBS - Payroll Default,

Exempt Staff Leave Reporting

: Lastpaid Dote: i 3aianno

Posiion Query Dot orautao0

assm20n ob et Deferred Pay Miscellneous _ Excluded Deductions/. 106 Labor Distribution

ffective Date: ey

Timesheet Defaults

Timesneet cox: B Thisflkd crivs the TS Org grouping, It must lso
Timesheet Organization: P12 _(<][Carpus Shool Gl el < cormespond to PSAORGN for Approver securty.
Payroll 10: o (SJnasily
Default shif: [

Time Entry Method: P — B
Time Entry Type: one - €———— prRects.
[[Leave report method: __Loave teport on he s -1 “This field defines the type of web time entry.

Ceave Repart Payroll 10: 0w [<Jeroeetty

Premium Pay Methods
Longevi ]
Prami




NBAJOBS - Payroll Default,
Non-Exempt Staff Time Sheet Reporting

Lastpaid Date: 303412010
QueryDater  [ozaznes [

e
Positian;

ass=20b 1ob petsi ff3 Deferred Pay Miscallansous | Excluded Deductions/. 36b Labor Distbition

Effective Date: [or02009

Timesheet Defaults

Timesheet COA: This field drives the TS Org grouping. It must also
‘Timesheet Organization: [ 7] Fumsn Resources <«——— correspond to PSAORGN for Approver securiy.
Payral 10: iy
Default sttt o
Time Entry Mathod: [imsore i £hy Vi Wb 7| et mtch what s selupon
Time Entry Type: [For PoreaTimosrost ~| €—————— prRecls
Time 1o and Out
[Leave Report Method: [ons payrol) 1. This field defines the type of web time entry.

Leave Repart Payroll r o [=Jorweetiy

Premium Pay Methods
Longevity: =
=

Promium Pay: (-
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NBAJOBS - Payroll Default,

Student Time Sheet Reporting

: Lastpaid Date:  [3o3an-z010
position: Querypate: oz sep-2009

8asa20n ob petai [ Deferrad Pay Miscollnoous _ Excludad Deductionsy... Dafault Earings | work Schedules 305 Labor Distrbution

Effective Date: [pe-se-z00s |
Timesheet Defaults

Timesheet COA: = “This field drives the TS Org grouping. It must also
Timesheet Organization: oo [=]werk study <——— correspond to PSAORGN for Approver securty.
Payroll 10: L T —

Defaul shif: [

TIEDERGRIT (Ermployee Time Entry Ve Web 7| €~ These flelds should match what s setup on
Time Entry Type: Pay porcd Time sheet - €———— pirects.

[ Tone Goyraly | Je———————— "This feld defines the type of web time entry.

Leave Report Payroll 10: _ow [~Jervestly

Premium Pay Methods
Longevity: ]
Promiam pay: &
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Systems (Approval Routing)

The system will automatically run through this hierarchy:

« If there is no approver on NBAJQUE it goes to
NTRRQUE, if not there, it goes to NBAPOSN and looks
at the “Reports To” field. If it does not find an approver
the employee will get an error message and will not be
able to open their Time Sheet or Leave Report.

« NBAJQUE - Routing by Person
« NTRRQUE - Routing by Job or Organization
« NBAPOSN - Routing by Position

Note: Approver positions cannot be Pooled positions.

T 0 | ITICR 1




NBAJQUE - Routing by Person

Approver Approver Approver or Approver
Sequence Position Incumbent Bction

=

i

NTRRQUE - Routing by Job or Organization

CoR: =
postian:  [spusse [ [or ot e sfnag PositonType: [sma
Reports To: (500106 [or. it ol Compus b
Approval
Category When setting this form up by *Position”, the COA and Organization
‘m TRET fields must be blank before you can populate the Approval Category. |
— If using by “Organization”, the Position field must be blank. H
Avprover Mandatary Approver Current Approver
Seauence Avprover Position Incumbent [H
]
0 v [s00105__[or. Smith Callege Cam s Cothy Hofer Reid roprove <] ()
- -
] —
[
[
- -
] o —
] —
[ | —

NTRRQUE - Routing by Job or Organization

con: [ Organization: | g
Positon: [rststs [ oot Teocher Posion Type: e
Reports To: [s00sa st for Admiistrstion
e If more than one person needs to approve a time sheet or leave
&) report, then they must be setup in the routing queue.
GE e Time ey
‘ I
—— 8
svprover Corent appraver
Seauence e oston Incumbent eton
J— [l
3 ovrzs  [reschrsiEarpis S e A oy ) -
E v oo st o asminsson s Lt sl sushane [rowrere ]
p ]
1
- I
- -
-
o —

@
4




NBAPOSN - Routing by Position

Defintion NBAPOSN 6.0 (PROD)

Position Number: (300114 [

MR conmeres Fegustory

Posiion Status: [reive Type: g
Position Degin Date: (03201957 Positon End Date: | con: [

Compensation and Classification

Poston class: (B (<Jomer torraaity rrotssons Avpointment percent: [ 10505

Position Tite: (o ot Admizaon & £ d Budget Type: [Formanene =]

Employee loss: [E1 [Tfesemperr, ravear < et dicator

LR L& Accrue Seniority

Solary Group: froso—|[=Jomt 35 Hour

Salary Table: E35) Range Low: —)

Salary Grade: — Ronge Midpoint: | 4zsenrs
tory Step: = Range High: [ s

Reports To: po0i06__[oir st colegs campus sch___| Step Value: [

ork SchedaT T

Prabationary periad:

Bargaining Unit: ] m

30 Loction [svesc [ Flcanus sehol Approver positions cannot be pooled.
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Systems (Security for WTE)

« In order for an Approver to have access to an
employee’s WTE record, they must have the correct
security setup. Each Approver must be setup on
GOAEACC and PTRUSER with either one or both of the

PSA security setups. Proxy’s must be setup in
GOAEACC.

« GOAEACC - Access Control
« PTRUSER - User Code Rules
« PSAECLS - Employee Class Security

« PSAORGN - Organization Class Security

T 0 ITICRS E1

GOAEACC - Access Control
= ]
1950175931 . Cathy Hofer Reid |
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user 10 [y
User Name: Lesie vl
0b Title:

e Rgprover

Maximum Salary Level:

T Vaster Emplayer
I Mastor Organization

Mastor Employee Class.

‘Salary Planner Master O
Faculty Compensation Master Organization:

Activiy pate: a-nus-z007
user 10: o]
user Name: Lawrence (carm) Hunt

Wuman Resources

" Master Emplayer
v Master Organization
Master Emplayee Class

Job Tite:
Maximum Salary Level:

Salary Planner Master OrgamTZaiam
Faculty Compensation Master Organization:
Activity Date:

TaFER 2006

N (1 | ITIEN 1

PTRUSER - User Code Rules

I~ Benefit administrator

Entry Approvals Superuser

Leave Report Approvals Superuser.
I~ Effort Certification Superuser
Labor Redistribution Superuser

Benefit Administrator

{_ Timo Entry Approvals Suporuser

" Leave Report Approvals Superuser
Effort Certification Superuser
Labor Redistribution Superuser

Cument user: [{koWTTE

PSAECLS - Employee Class Security

nclude Employee Classes: |

04" (Union PT, Academc Year

T 0 | ITICRS E1

New User: ~ Exclude Employee Classes: | [~
Employe Actviy Date
5]
;!: If the Approver has Master
g Employee Class checked
B off on PTRUSER, then this
= form would be blank.
o] If the Master Employee
% Class is NOT checked on
v | PTRUSER, then those
% restricted employee
o classes are listed.
o

oauczom

Current user:

New User: -

s
e —

PSAORGN - Organization Security

Exclude Organization Low:

T Graanization High Actvity bate
ok Studr [F¥100  erc Sy [Fsezmes | =
7935 _[compus School il al [pr095 _[compus School Gl el 202005
rave [smith Horhampton Summer P304 [smith Rertharpon Surmer [r3u2005




Systems (WTE Notifications)

« Employees and Approvers will need to know when to
complete and approve Time Sheets or Leave Reports.

« What will your system be?
« Who will create this system?
+ Who will maintain this system?

« Who is responsible for these notification?

Systems (Employee Self-Service)

« Employee Self Service for WTE will need to be activated.

* Your options are;
» Leave Reporting
» Time Sheets
» Requesting Time Off
> Benefited Leave Accruals

« Note: The requesting time off module is in addition to
the time sheet. It does not replace it.

Employee Self Service

SMiTH Lunu,rBannerW@b

Employee
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Employee Self Service — Time Sheet

S

Fe £ e o fet T b

S

} #2) [N e banarneb s 26, 500075 PR 0D bwpktsop. P_DutonsEer 52 O 6 I

il Bsnverteb ) Tre dfl Ssmertiab 70 Test ) Dresmuesver3 () 008 Wets Ot
Time stieet -4
Nam Nancy C. Feming
Muscum Store Mansger -~ ASO295-00
Museum of e — pr52a
07 to reb 17, 2007
2007 by 12.00 P

hift Default_ Total Monday  Tuesday Wednesday Thursday Friday  Saturday
Hours or  Hours Fb0S, Feb0s, Febo7, | FebOs,  Feb09, Febio,
2007 2007 2007 2007 2007 2007
O D Crteriews fueriiows Derilows Srterilous SrterHous Crier Hows  Caterours
O D Grtertews Guertous Enertous Srterous Srter Hous Erter Hows Eater ours
o o Enver ours otar Hours Erter ours e Hours
o o Enver iours ovar Hours Ertar s Enter Hours
o o Enver Hours Enter Hours rter Hours Enter Hous  Eater Hous
O 0 GrlerHews Enrous EnerHous  SnierHours  Srler Hours Enter Hours  Enter o
otal units: o o o o o a o o

PR [erEw] o] P |
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Employee Self Service — Leave Report

53] 060 [T

ot K
Soaren [ [gal]

Time Sheet
Tile and Number: HRIS Analyst - AD0318-00 Leave Report Period: De 10, 2008 to Dec 23, 2008
[Earning Earn Cods [Total T

aye | o Dec 14,2006 2006 | Dec
fereona Tme | 500 g EovarOavel_— entarOmyel
i Time 180 > o entor |
Racabon teme | 170 Erveroayy] Erveroayd] Ervero]
Fora Daye: i J o
postion sesction | _commants | _raviaw | Nt Wask
Submitted for Approval By: You on Dec 16, 2006
Approved By: T Benat on D¢ 19, 2006
Walting for

Employee Self Service — Exempt Approver

G oo e e 4 S o

o oo T Sy oo ooy st ooy Sty Sy ooy Costor, st o, Fidey ooy,

e THE WIS




Employee Self Service — Hourly Approver

B eonees ==~ =zZ00 RNV Bi-

Systems (Good-to-Knows)

There is an additional Payroll processing step. After
running PHPTIME you must then run PHPMTIM. This
process pulls in any hours on the Timesheet into
Banner for payroll. If this process is not run hours from
WTE are not included.

Hours can still be added/changed manually on
PHAHOUR.

Leave Reporting does not run through Payroll, however
the leave accrual still does. You will want to keep to the
same payroll schedule for Leave Reporting so your
accruals are accurate.

Systems (Good-to-Knows) 7.x

Pay periods are listed in ascending order.

You may only view employee leave balances on Leave
Reports NOT Time Sheets.

FTE or Appt Pct is being used to calculate leave usage
by day.

Closed transactions get stuck in the Approver’s queue.




Systems (Known Defects) 7.x

« Anyone using Banner version’s 7.0 to 7.3 may run into
issues.

« The majority of defects were corrected in 7.3

Systems (Good-to-Knows) 8.x

« 8.0 Pay periods are listed in descending order.

« 8.0 Hours Per Day is now used to calculate leave usage
by day.

« 8.1 Closed transactions can now be canceled by the
Superuser.

« 8.2 You may now view employee leave balances on
Leave Reports AND Time Sheets.

Systems (Known Defects) 8.x

Defect #: 1-6J3YFC (Column Information Shifted)
« Status: Resolved

« Date Resolved: 8/12/2009

« Patch #: p1-6j3yfc_bwp80200

* Reported Version: 8.2

« Fixed Version: 8.2.0.1

+ Summary: Information in columns is shifted on Timesheet
Preview

Defect #: 1-6XUUOO (Wrong Last Name)
* Reported Date: 8/21/2009
« Reported Version: 8.2

* Summary: “Approved by” name combines the Approvers first
name with the employee’s last name.

T 10 | ITIER 1




Systems (Known Defects) 8.x

Defect #: 1-9GPG10 (Performance Issue)
* Reported Date: 12/11/2009
* Reported Version: 8.1.1.1

« Summary: Performance issues when approving
timesheets

SR #:1-590073221 (Leave Accruals on Leave Report)

« Attached defect 1-3ULWHE (incorrect balances in the
Accrued Leave Balances)

Testing

« Assign members of your team to be different types of users in
the testing (employee, approver, proxy, payroll).

« Put together a testing plan.
« Complete FULL payrolls for each type of payroll that you run.
« Test each type of earn code, leave code etc.

« Use every part of the system, even if its just testing the
comments field.... (because there is a glitch in it)

« When you are done testing, change roles and test some more.

* You cannot over test!!!!

T 10 ITICRS T
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iortis. Tomarrow's Possiiites.

Implementing The Project

Rollout, Training & Maii




Rolling Out Web Time Entry

You know your deliverables....now implement them!
Put together a rollout plan;

» by employment group

» by department

Apply the rollout plan to a training schedule.

Send out communication regarding the rollout and
training (e.g. notices, checklists etc.).

T 10 | ITICR 1

Training

Once you have identified how you will rollout web time
entry, its time to setup training.

Train your support staff first. They are the first line of
defense and your go-to person in the office or
department.

Depending on the size of your institution, you may want
to consider small classroom size trainings to
presentation trainings to web-based trainings. What
works for your audience?

Maintenance

How do new employees get setup?
How do new users get access?
Who completes the system setup?

Who handles the notification system?
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Today's Prioeities. Tomarrow's Possibltes.

Completing The Project
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Closing out the Project

« Identify and document procedures.

« Create and distribute final project report.
« Obtain final acceptance of the project.

* Measure client satisfaction.

« Archive and retain project documents in order to retain
organizational knowledge.

In Summary...

« Know your project

« Know your communication plan

« Know your system

+ Test, Test, Test

« Communication and Training are critical!
« Know your maintenance procedures.

« Do not rush the project, give yourself time to do it right!
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Questions??

Thank You!

Sheli Senecal
ssenecal@smith.edu

Please complete the online class evaluation form
Course ID 0025
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