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FESS – Requirements (draft)

FESS consists of 5 diverse groups:  Administration, Engineering, Operations, Services and Infrastructure Management Group.  The Admin and IMG groups are both normal weekly/monthly employees filling out timesheets/leave sheets.  I met with Engineering, Operations and Services groups individually because they have unique timekeeping processes and requirements.

Engineering Group

Accounts for all hours by charging to projects (GPP, AIP, Line Item) or operational tasks (home task, but broken down even further by sick leave, vacation, committee mtgs, writing procedures, etc).  Must have the ability to assign unique identifiers to work being done; i.e., project numbers (6-1-31).  Currently this group is a shops rate group.  System must be able to identify the activities that get charged.  Some effort reporting is also done by this group. 

Operations Group

Time Clock (no bells) used by bargaining unit employees.  Used strictly for punching in and out – no record of daily activities. Used by admin staff in filling out laboratory weekly timesheets.  Employees do not punch in and out for lunch.

Question:  What else, if anything,  would they like the timeclock to do that it does not do now?

Daily Work Log Form completed by all crafts (union, carpenters, fire techs).  Filled out daily and given to admin staff for entry of time into CMMS system.  This gives the details of how the individuals spend their time.  Information included on this form is the Work Order Number (Incident Report - i.e. Comm Ctr calls, Standing Work Orders, Regular Work Orders – i.e., corrective or preventive).  There are work order numbers for all types of time – including sick leave, vacation, etc.  Some supervisors require daily work log forms to be completed by employees for time off, some do not. (usually there is a vac request on file for that type of time off and that gets entered into CMMS upon approval)

Per Al Schmitt – the DDC guys, and the Ops Engineering people do not fill out a daily work log form, but they enter their information directly into CMMS.

CMMS is the main source of reporting and time tracking

Weekly Time Sheets -  are filled out by employees but are checked against the Time Cards by admin staff.  Shift = confusing!  If somebody works weekend shift, the timesheet gets coded “WSP” and “7% weekend shift premium” also gets noted in the comments section.

Have examples of Time Card, Daily Work Log Form and Weekly Time Report

Misc. Ops Info:
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.

Services Group

Roads & Grounds uses FileMaker Pro database into which each employee enters his time.  A unique Job Code is assigned to all tasks including sick leave and other paid time off.  Admin staff reviews this database daily and extracts any time which is to be effort reported each month.  She also keeps a separate daily time record to check against the Fermilab timesheets when they are turned in by the employees.  Mike Becker or admin is responsible for updating the employee/task information in the FileMaker database.

Timesheets are completely separate – employees fill out their own, but as noted above are checked against the separate time record kept by admin .

R&G could easily adapt to the new ETL system.

Not all R&G personnel have computer accounts, but there is a “general” account they can go into.  These “general” account computers are active all day without anyone needing to log on or off.  Would not be a problem for R&G if everyone was required to have computer account.  One thing Mike Becker did foresee was a back-up of people at the end of the day to enter time.
Based on the above, the important requirements for FESS as I currently see them are:

	Requirement Category
	Requirement Description
	Rank
	Priority
	Comments

	
	Ability to handle Engineering Group chargebacks – Must be possible for time to be entered , reviewed and/or adjusted prior to submitting 
	
	
	

	
	Ops Group -Ability to feed information from the ETL system to the CMMS system
	
	
	

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

	
	BARGAINING UNIT issues:  Special coding for weekend shift premium, etc
	
	
	

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

	
	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 
	
	
	


Requirement Category

Business Rules

Usability

Input

Desktop

Software

Hardware

Performance

Backup and Recovery

Support Considerations

Security

Interface Out

Reporting – Paper

Reporting - Discoverer

History

Sample Requirements:

	Functional Requirements
	

	· Business Rules
	Timesheets must be approved by supervisors and the group managers

	· Usability Requirements
	Need ability to set up default project/tasks by group

	· Input Requirements
	Do not allow entry of more than 24 hours in a single day

	Technical Requirements
	

	· Desktop Requirements
	Must run on Windows, Unix, and Mac desktops

	· Software Requirements
	Must run on version 9.9 of Internet Explorer

	· Hardware Requirements
	Minimum processor/memory configuration

	· Performance Requirements
	Log on takes between 9 and 9 seconds

	· Backup and Recovery Requirements
	Data must be backed up daily

	· Support Considerations
	Help desk support must be available from 7:00 to 4:00 Monday to Friday

	Security Requirements
	Each user must have a validated account and password

	Data Requirements
	

	· Interface Requirements
	Hours and cost data must be provided to Cobra at a person/project/task level

	· Reporting Requirement
	Summary hours by project task within each group

	· History Requirements
	Full history must be kept for all active projects.


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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