Fermi Labs

Demonstration Scripts

Dear Time and Attendance Vendor

Attached please find a copy of the Vendor Demonstration scripts which must be executed during the demonstration of the product.  The purpose of these scripts is to provide some overall structure to the demonstration process and to facilitate the evaluation and scoring of your product.

All demonstrations will be performed in Fermi National Accelerator Laboratory’s office in Batavia, IL:


Fermi Labs

Wilson and Kirk Roads

Batavia, IL 60510

Demonstrations will begin promptly at 8:30 am.  Vendors will be given the first 30 minutes for introductions and corporate/product overview.  Script execution will begin at 9:00am and end by 2:00pm.

Note: Vendors must conduct demonstrations of their actual product.  Screen-cam presentations in lieu of demonstration of the actual system will not be acceptable.  Please let me know in advance if you will be requiring Internet or modem access.  A laptop with wireless network access will be made available to test Internet links and can be used to drive demo script presentations.
If there are any questions please feel free to call me at 305-322-4443.  We look forward to seeing you on your scheduled date.

Sincerely, 

John Cooper
Director
Answerthink
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Demonstration Scripts

Demo Script 1

Time entry



Demonstrate how a centralized timekeeper can rapidly enter time for a group of employees who do not have access to the system and how a monthly and hourly employee can enter their own time via the web.  Include in this demonstration bereavement days (3 at 8 hours per day) that require adding a relationship code to determine payment eligibility.  Immediate family creates paid bereavement time, other extended family does not.
Demo Script 2

Adding Hours


Demonstrate how you would enter 8 hours of vacation to an employee’s timesheet, the vendor needs to demonstrate the vacation balance prior to and after the hours have been entered.    Show how vacation is properly formatted for firefighters bargaining unit (24 hours schedule)
Demo Script 3

Work Effort Reporting
Demonstrate how you would allocate work effort by percentages, and ensure that 100% of time is reported for a monthly and hourly employee.  Allow a monthly employee to input a varied number of hours across a week that exceeds a normal work schedule.  Use those hours to calculate costs for effort and chargeback.  Chargeback should be allowed either at a standard rate or actual expense rate.
Demo Script 4

Mass Entry


Demonstrate the ability to do mass entries for employees’ time for a particular code, i.e. enter 8 hours of inclement weather for 10 employees.

Demo Script 5

Overtime Situations 

Demonstrate for two (2) different employees: 

Employee A is a Machinist Welder employee who works 14 hours on day 1 of a 40 hour work week while on second shift.  He works a normal schedule for the rest of the week
Employee B is a Fireman who works a full shift on day 1 of a 40 hour work week, and is held over for a second shift, which he accepts to work the full 24 hours.
Demo Script 6

6th Day worked *****Check this one******
Demonstrate for two (2) different employees: 

Employee A: 35 hours for Monday through Friday and a 6th day worked of 11 hours. (Note: the 6th consecutive day worked is treated as all overtime hours)

Employee B: 4 regular work days (32 hours) and Saturday (8 hours) worked (Note: Saturday is 1 ½ times the normal rate.)

Demo Script 7

Overtime

Demonstrate how the employee’s supervisor/approver can view the breakdown of Regular and Overtime hours for an employee that has 40 regular hours and 4 overtime hours.

Demo Script 8

Validation

Demonstrate what will happen if an employee tries to enter more than 24 hours in a day.  Show how project codes can be locked down to specific employees and that one to one and one to many coding relationships can be maintained to simplify employee input and manager review.
Demo Script 9

Pre-populate Timecards from Schedule

Demonstrate how the system can pre-populate timecards based on an employees schedule and allowed/preferred time codes.  Show how employee on Short Term Disability can be pre-coded for a relevant time period.
Demo Script 10

Day Divide rules

Demonstrate how the system can allocate the hours that cross midnight.  The workweek is from Monday to Sunday and the employee works on Saturday starting at 10:00 PM and works until 6:00 AM Sunday morning.

Show the hours being allocated to the Sunday shift (punch out day), to the Saturday shift (punch in day) and 2 hours to Saturday and 6 hours to Sunday (actual day worked)

Demo Script 11

Holiday falls on an Employee’s Scheduled Day Off

For an employee who is not scheduled to work on a Holiday, demonstrate how the system can automatically assign them 1 floating holiday. (Employee does not receive holiday pay)

Demo Script 12

Employee Works Scheduled Holiday

Demonstrate how pay rules are affected by holiday rules.  

Group 1, the employee is scheduled to work 8 hours on the holiday (this is their regularly scheduled shift) and receives 8 hours of holiday pay along with double time for hours worked.  Show how the holiday credit is pre-populated before the holiday is worked.

Group 2, the employee is scheduled to work the holiday for an 8 hour shift and actually works 2 overtime hours.
Demo Script 13

Transfer from Weekly to Monthly
An employee is transferred from a weekly to a monthly position.  Show how the system will accommodate changes in hours and will correctly calculate hours for both pay periods.
Demo Script 14
Preventing Time entry when pay period is completed

Demonstrate how an employee can no longer enter changes to a prior pay period. 

Demo Script 15

Unlocking a Pay Period

Demonstrate how the system can be unlocked so that a prior period adjustment can be made and the effects that the changes make on the system.  An employee has 8 hours of vacation (that are not considered hours worked) in a prior pay period and 35 hours of regular.  The supervisor needs to adjust the entries and make the 8 hours of vacation regular pay.  Show how the system will calculate 40 hours of regular and 3 hours of O/T and add the 8 hours of vacation back to the accrual balance.  

Demo Script 16

History

Demonstrate all available history for an employee.

Demo Script 17

Shift Premiums
Demonstrate how an employee can work a second shift and receive the 7% premium for working that shift.
Demo Script 18

Average Hourly Rate within pay week

Demonstrate the ability to figure the average hourly rate for overtime hours when multiple rates have been paid.  An employee worked 15 hours at Job A ($12 per hour job rate), 10 hours at Job B ($15 per hour job rate) and 20 hours in Job C ($20 per hour job rate).  All hours total 45 hours.  Overtime should be calculated at the $24.33.

Demo Script 19

Mass Pay Rate Change with Effective Dating

Demonstrate a mid-period mass pay rate change for employees assigned to a specific job.   Hours need to be allocated to both rates of pay.
Demo Script 20

Validation of Accruals / Future Dated Transaction

Demonstrate the systems ability to validate vacation time entered in the future with the available balance.  If employee A has 8 hours of available vacation time and the supervisor tries to put in 16 hours of vacation, show the message that the supervisor would see.

Demo Script 21

Vacation Eligibility
Demonstrate the pay period accrual for a new hire who receives 3 weeks per year (ten hours per month) and the accrual for an employee who has been with the company 15 years and receives 5 weeks vacation (16.6 hours per month)
In addition, please demonstrate how these accrual rules are maintained specifically showing how Fermi Labs can change eligibility requirements (i.e., vacation days based on salary band instead of years of service) 

Demo Script 22

Time and Accrual Inquiry

Demonstrate how a supervisor can use the software to look at employee entitlement balances.  Show how higher levels of management can see summary and detail information corresponding to their span of authority.
Demo Script 23

Exempt Employee PTO

Demonstrate how an exempt employee will record vacation and sick time.  Demonstrate how an employee can submit scheduled vacation time and the workflow associated with approvals.
Demo Script 24

Lunch breaks
Demonstrate how system can handle different types of lunch breaks including paid, and unpaid.  Demonstrate how the system will handle a “long” lunch.
Demo Script 25

Mass Timecard Approval

Demonstrate how a supervisor can do a mass timecard approval for all the employees in their department.

Demo Script 26

Limited Timecard Approval

Demonstrate how the timecard approval can be limited to just employees with missed punches, employees with Overtime hours.
Demo Script 27

Timecard Approval

Walk through the steps to approve a timecard for an individual employee.  Also show  an alternate approver capability to approve a time card.

Demo Script 28

Report Creation

Demonstrate how a custom report can be created to display hours by employee by department by month.  View this report on line. 

Demo Script 29

Totals Report and Viewing

Demonstrate how you can view total hours, hours by type and punches in a consolidated format on the web, in the software and via a report.  Reports should allow managers to see time reporting for payroll and effort reporting.
Demo Script 30

Unapproved Time

Demonstrate how you can view unapproved time by department including the department manager’s name

Demo Script 31

Security

Demonstrate how the system can limit the pay codes that an employee has access to.  Give an employee access to enter their vacation and sick but not access to any other pay codes.  Demonstrate how this would be done on the Internet and in the software.  Show how the administrator can create templates for employees to manage the complexity of the time collection effort.
Demo Script 32

Pay Period Extract

Demonstrate a closing of the pay period, opening the next period and performing the payroll export. 

Demo Script 33

Pay Period Import

Demonstrate the product’s capability to import files.  The first import is an employee master file, have the import file change an employee’s last name.   The second is a weekly time file from another system.

Demo Script 34

Late Clock in notification/management*********
Demonstrate how an employee is assigned to a schedule that begins at 9AM and ends at 5PM.  Demonstrate how the point is generated when the employee clocks in late.

Demo Script 35

Employee query

Demonstrate the available methods to query on employee data and time cards

Demo Script 36

On-line Help
Demonstrate the on-line help available to an employee and available to a manager.
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