ETL Implementation

Consolidated Requirements
05/25/04

	D/S
	Requirement Description
	Rank
	Priority
	Comments

	
	Business Rules
	
	
	

	PPD
	Cut off date should be the same as monthly leave usage date
	
	
	

	CD
	Support one to many and many to one mapping between user activities and accounting task codes
	
	
	

	CD
	Ability to allow user to fill out ahead of reporting period
	
	
	Extended vacation or travel

	CD
	Pay employee by default, email notification to selectable list
	
	
	If employee fails to fill out effort report they still get paid, but supervisor (or someone) gets notified.

	FESS
	Ability to handle Engineering Group chargebacks – 
	
	
	

	FESS
	Special coding for weekend shift premium/compensation types etc
	
	
	WSP7/Weekend Shift &% Premium

	PPD
	Other Divisions/Sections should not be able to charge “non-chargeable projects” for instance R&D effort
	
	
	

	PPD
	All employees will need to fill out an effort report at least weekly
	
	
	

	PPD
	The system should be able to calculate totals. Monthlies can’t exceed more than 100%.
	
	
	

	PPD
	Not all tasks should be available to charge effort
	
	
	

	TD
	Must be able to effort and chargeback report from the same department.
	HD
	
	The Machine Shop submits both a chargeback and an effort report each month.

	TD
	One important requirement is that monthly people have a time sheet that they can fill out accurately.  As you know, many physicists and other staff employees are expected to work nights, weekends, 12-16 hr days and they sometimes do this for days or weeks in a row. This work pattern is crucial during shutdowns or critical repairs to the accelerator or detectors. Later people may take a few days off in the middle of the week.  It is often unreasonable for them to be asked to write these days down as vacation. Our present time sheets do not allow them to correctly indicate what they did.  However, we are quick to remind them that their time sheet is a "legal document" and we ask them to sign it.  I note that the lab has recently fired hourly people for not correctly filling out their time sheet. Sooner or later the lab is going to get into legal trouble with a staff person as a result of this situation. The new system provides an opportunity to address this problem.   My suggestion is simple.  We should require staff people to indicate at least 22 (or whatever the number is for that particular month) full days of work (or equivalent) per month on their time sheet or take corresponding vacation.
	HD
	
	

	BS
	Handle over 100 lifetime earning types
	Man
	1
	No limit preferred, but over 100 should be adequate

Need list of earning types

	BS
	Allow for an employee to have over 20 earning types per pay
	Man
	1
	No limit preferred, but over 20 should be adequate

	BS
	Provide a drop down list of earnings that employee is eligible for
	Man
	1
	

	BS
	Provide ability  to enter regular, overtime, vacation hrs
	Man
	1
	

	BS
	Ability to view prior pay period hours and create current hours from at prior period entry
	HD
	3
	

	BS
	Warning message if regular hrs for weekly is > 40
	HD
	3
	

	BS
	Warning message if OTP & OT2 ( overtime hrs)  for weekly is > 20
	HD
	3
	

	BS
	Warning message if floating holiday hrs (both pay groups) exceed employee accrual bal for payments made in January of each year
	Desirable 
	10
	

	BS
	Error message if sick or vacation hrs (both groups) exceed employee’s accrual balance
	Man
	1
	

	BS
	Error message if floating holiday hrs (both groups) exceed employee’s accrual bal except for January of each yr
	Man
	1
	

	BS
	Default home codes from People Soft are always displayed on the timesheet.
	Man
	1
	

	BS
	Allow employee & supervisor to change project/task numbers before approval
	HD
	3
	

	BS
	Fast, easy to use with the ability to enter time for 3-4 projects over the course of the month in under 10 minutes.
	
	
	

	BS
	Ability to enter time electronically
	
	
	

	BS
	Ability to set default Project/Task, etc
	
	
	

	BS
	Ability to enter partial information.
	
	
	If for some reason you need to charge a different Project/Task, you can enter the time worked as it is completed.  And not just at the end of the reporting cycle

	BS
	Ability for “administrators” to set default project/tasks for new employees based on home code.
	
	
	

	BS
	Ability for “administrators” to add new default tasks that will be included on existing employees
	
	
	

	BS
	Ability for Supervisors to enter time for terminated employees
	Man
	1
	

	BS
	Single sign on
	
	
	

	BS
	Offsite entry
	
	
	

	BS
	Kiosks/extra PCs in public/accessible locations around the lab for employees without PCs
	
	
	

	BS
	Touch screen entry
	
	
	

	BS
	Know/Show unused vacation and floating holidays
	
	
	

	BS
	Ability to enter data more than one way 
· Default Tasks

· Tasks with activity from last reporting period

· Any active task that I have ever entered time for

· Copy last week, last month, etc.

· Use this every reporting period (still requires submittal/approval)
· Auto standard hours
	
	
	

	BS
	Default entry periods (weekly, bi-weekly, monthly, etc).
	
	
	

	BS
	Entry in percentage or in hours.  Entry in percentage would require entry of total hours worked for the reporting period
	
	
	

	BS
	Allow entry of time in the future - primarily for month end, year end, vacations, and STD/Maternity leaves.
	
	
	

	BS
	Allow adjustments in the current pay period for prior entries (revisions)
	
	
	

	BS
	Generate vacation/leave requests for signature
	
	
	

	BS
	Allow entry an unlimited number of times until submitted/approved
	
	
	

	BS
	Allow changes until submitted/approved
	
	
	

	BS
	Submittal only if minimal entry requirements are met (based on hours, only for full time employees?)
	
	
	

	BS
	Email/Pager notifications/reminders for time entry
	
	
	

	
	Usability/Input
	
	
	

	AD
	System must be “User Friendly”
	
	
	

	AD
	% Time entry for all employees; % for Staff/Hours for Weekly-Hourly
	
	
	

	AD
	Access must be quick!
	
	
	

	CD
	Customizable interface that allows capturing division specific information
	Man
	
	· Activity list changes often and need to be defined by department heads

· Will require interface into new tool from division effort reporting tools if this requirement is not met.

	CD
	User is presented with division specific activities, not project accounting tasks
	
	
	

	CD
	Support for activity field containing a URL
	
	
	

	CD
	Support input from anyone with contractor or visitor ID
	
	
	This data must be queried by division to interface to project management tools

	CD
	Input in hours for weekly employees, percentage for monthly
	
	
	

	FESS
	Allow entry of diverse types of numbering systems for activities:  i.e., work orders, project numbers, R&G job codes, etc
	
	
	

	TD
	Must be able to use project codes (like job numbers) and be able to attach one project code to multiple project/task numbers.  Need to have definitions in the system for project codes
	HD
	
	· 

	FESS
	Allow entry by user or administrative staff
	
	
	· Bargaining unit employees and the carpenters are not given computer accounts.  They do not get things like Fermi Today or training notifications.  This was management decision to avoid grievances.

· Leadmen do have computer accounts as does John Pratscher, the carpenter super.

	TD
	We need to be able to enter data for both regular and contract employees
	HD
	
	

	TD
	Do not allow entry of obvious errors (closed project/task numbers, too many or too few hours, wrong payroll number, etc.).  
	HD
	
	

	
	Workflow
	
	
	

	AD
	WEB based electronic approval for timesheets(Different levels of Supervision)
	
	
	

	AD
	Data must be entered on a weekly basis (what about corrections for prior weeks?)
	
	
	

	CD
	Capability to have line management approve each users input
	
	
	

	CD
	Configurable to notify supervisor(s) to fill out employee timesheet
	
	
	If someone is out of the country, sick, etc, their supervisor must get a reminder to fill out effort report

	FESS
	Must be possible for time to be entered , reviewed and/or adjusted prior to submitting
	
	
	

	PPD
	There should be a way for projects to review/approve the effort being charged to their tasks before it is submitted to Accounting
	
	
	

	PPD
	We need to identify two gatekeepers (Division system administrator), one primary and one backup
	
	
	

	TD
	Budget Officer needs to be able to check that all employees have made entries
	HD
	
	

	BS
	Approval process is electronic
	
	
	

	BS
	Approver can be supervisor or designate.
	
	
	

	BS
	Individual or list approval
	
	
	

	BS
	Bounce back time for corrections
	
	
	

	BS
	Override hours if employee is not available to approve corrections
	
	
	Will need to get formal approval from the employee later.

	BS
	Ability to enter time for absent employees.  Includes employees working offsite/overseas.  Limited to Supervisor (not admins).
	
	
	

	BS
	Workflow (first level of approval ?) to validate that time off (vacation, sick days, floating holidays) is equal to independent group calendar
	
	
	

	BS
	Need organizational/reporting (employee/supervisor) structure to support approval process
	
	
	

	
	Local Administration
	
	
	

	CD
	Global and departmental level admin functionality
	
	
	Eg: Department head can define tasks but not freeze; budget officer can freeze

	AD
	Each employee is assigned a default task
	
	
	

	CD
	Reporting period is division configurable (weekly, monthly, etc)
	
	
	

	CD
	Allow division administrative modification of entries by user
	
	
	

	CD
	Administrator can freeze and unfreeze data
	
	
	

	FESS
	Entry of alias/nickname that can be used in place of Project./Task
	
	
	

	FESS
	Ability to set up relationships between work orders and project/tasks.  Can be one to one or many (work orders) to one (project/task)
	
	
	

	BS
	Ability to delegate/identify approvers that are not supervisors
	
	
	

	BS
	Ability to identify timesheet “chasers” that can see all entries for a department/division/section/total Fermi (for payroll) for overall validation that all entries are in and approved
	
	
	

	BS
	Set Task defaults for new employees by group
	
	
	

	BS
	Add new task defaults to existing employees
	
	
	

	BS
	Set standard entry cycles by group or type of employee
	
	
	

	
	System Level Administration
	
	
	

	CD
	Global and departmental level admin functionality
	
	
	Eg: Department head can define tasks but not freeze; budget officer can freeze

	CD
	After lab wide freeze, need to open up again to add missing effort (or modify by notation)
	
	
	

	CD
	Set end date, after which employee sees next reporting period by default
	
	
	

	CD
	Migrate user from one department to another without loss of password or other data
	
	
	

	CD
	Support different user types with each username for categorizing across departments
	
	
	Employees, contractors, testers treated differently for different purposes.

	CD
	Support permissions which map onto each level of admin functions
	
	
	

	TD
	Each person should be categorized (scientist, drafter, etc.)
	HD
	
	

	BS
	Calendar to set cut off dates/times for weekly and monthly entry
	
	
	

	BS
	Calendar to set holidays
	
	
	

	
	Desktop SW
	
	
	

	AD
	Must run on Windows (All versions*?), Macs, Unix, and any other that I’m not aware of.

(* i.e. I believe the Tablet PC’s run a slightly different version of Windows?)


	
	
	

	AD, CD
	Accessible via Internet Explorer and Netscape Navigator
	
	
	

	
	Reporting
	
	
	

	AD
	Data/Reports- Hrs/%/dollars available through On-Line Reports, Discoverer, Cobra, (anyone else?)
	
	
	

	AD
	Data/Reports- By Project, Department Name, Group, Task (includes roll ups at different levels). EMPLID, Job Title (HR Title)
	
	
	

	CD
	Output format supports text, .xls, and xml
	
	
	

	CD
	Reports generated with SQL inquiries against all input data
	
	
	

	CD
	Database will capture raw user input as well as project accounting data
	
	
	Need to be able to query what percentage individual entered, not just how much was charged against a task.

	CD
	Report views for IT crosscut, DOE reviews, internal management,etc
	
	
	

	FESS
	Must be able to easily generate reports giving chargeback, effort reporting info.  Also other parameters such as by activity, employee etc.
	
	
	

	PPD
	System should have capability of summarizing the data by projects for review
	
	
	

	PPD
	System should be able to sort; by projects, task numbers, ID’s
	
	
	

	TD
	Need to be able to generate reports either keeping employee types separate or adding them together
	HD
	
	

	TD
	Managers must be able to generate reports of data sorted in a number of ways – time period, org, project/task number, “project code,” etc.


	HD
	
	

	TD
	Reports must be easily converted to excel.
	HD
	
	

	TD
	Need to we should be able to sort by categories (scientist, drafter, etc.)
	HD
	
	

	TD
	Budget officer needs to see data on all charges – by that I mean charges that my Division makes to other Divisions as well as my own Division
	D
	
	

	BS
	Ability to retrieve past submissions.
	
	
	

	BS
	Ability for anyone to run reports, but restrict output on Salary data.
	
	
	

	BS
	Control totals for each group entered plus grand totals (totals by earnings) – Payroll use
	Man
	1
	For payroll reconciliation

	BS
	Summary Report – each division (group) totals plus grand total
	Man
	1
	Pay 20 batch totals reconciliation

	BS
	Divisions – detail & Grand totals
	
	
	

	BS
	Reports run in .01 to 5 minutes 
	HD
	3
	

	BS
	Ability to query any field
	HD
	3
	Have to use enforce current rules that limit access to salary data.

	BS
	Ability to sort and group on any field.
	
	
	

	BS
	Ability to develop special queries
	HD
	3
	

	BS
	Ability to print vacation/time off request sheets for approval
	
	
	

	BS
	Ability to run standard queries (discoverer or any other standard reporting tool)
	HD
	3
	

	BS
	Flexible reports/views of the data for “my group”

· Not reported

· Under reported

· Over reported

· Approved for period

· Not approved for period

· Rejected for period

· Sick time views (not available to the employee)

· Vacation/floating holiday views
	
	
	

	BS
	Ability to view/print a report for hrs covering 1,2,3 yrs by employee and division
	Man
	1
	

	
	Security
	
	
	

	CD
	Either use Kerberos tickets, or use password dictionary to enforce policy on passwords
	
	
	

	CD
	Digital certificate to validate signature and content
	
	
	

	PPD
	Password Protected
	
	
	

	BS
	Entry through a secured web page
	
	
	

	BS
	Users have to log in with a valid ID and a password 
	
	
	

	
	History
	
	
	

	AD
	Historical data kept for 3-7 years On-Line?
	
	
	

	FESS
	How far back can changes be made IN THE SYSTEM (i.e., the request I had to transfer chargebacks and effort reporting for NUMI going back over a year
	
	
	

	BS
	1 TO 3 YEARS
	HD
	3
	

	BS
	Time Entry data (time sheets) to be kept permanently – either on line or archived.  3 years on line and archived forever.
	Man (DOE)
	1
	

	
	Support Considerations
	
	
	

	AD
	The System must be adaptable to the users needs. i.e. if we are not developing in-house then vendor must be willing to make changes to their software to accommodate our needs
	
	
	

	CD
	Weekend and off hours  access to support or alternative for rotating shift employees
	
	
	

	CD
	Phone based support (8-5 only?)
	
	
	

	CD
	Web based support (off hours?)
	
	
	

	BS
	24/7 -  certainly more than 8/5
	
	
	Need support for second and third shift.

	BS
	Weekend Support
	
	
	

	
	Interface OUT
	
	
	

	FESS
	Ability to feed information from the ETL system to the CMMS system
	
	
	

	BS
	Ability to feed People Soft Hr/Payroll System
	Man
	1
	

	BS
	People Soft system will feed Oracle Projects/OPSF.
	
	
	

	BS
	New Employees and changes to type (Monthly/Weekly) need to flow to the timekeeping system in a timely fashion (close to real time)
	
	
	

	BS
	Automate process to reactivate terminated people for the Oracle Projects interface.
	
	
	For employees that terminate during the reporting cycle.

	BS
	Time entered in hours must be converted into hours before it is sent to People Soft
	
	
	

	BS
	Each earnings must be shown by pay period – no summary in interface to People Soft
	
	
	

	
	Backup/Recovery
	
	
	

	BS
	Quick recovery ( minutes – not days)
	Man
	1
	

	BS
	Develop Major disaster plan
	Man
	1
	

	BS
	Daily backup
	Man
	1
	

	BS
	Backup before pay process
	Man
	1
	


Rank
· The requirement will receive a mandatory ranking if it satisfies one of the following criteria:

· Required by DOE or other outside agency, 

· The information is necessary to the safe operation of the LAB

· The information is required for financial control or to prevent loss of property 

· The information is vital to the work of a Fermilab organization.

· The information is required for the maintenance of the health and welfare of lab employees or others.

· An existing system or interface needs to be changed as a result of the migration to an Employee Time and Labor system.

· If the above are not true, then the requirement falls into the highly desirable or desirable rankings.  The determination if a gap is highly desirable versus desirable is somewhat subjective.  Please consider the following objective questions to help distinguish the two rankings.

· How many different groups/people does this requirement affect?  (if a large number then consider for highly desirable)

· Is there a quantifiable savings in effort/time resulting from this requirement? (if significant savings then consider for highly desirable)

Priority

Numeric prioritization (1-100) within each rank.
Comments
Additional information about the requirement that supports the ranking and priority.
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