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1) Cut off date should be the same as monthly leave usage date.

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

3) All employees will need to fill out an effort report at least weekly.

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

5) The system should be able to calculate totals. Monthly’s can’t exceed more than 100%.

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

7) System should have capability of summarizing the data by projects for review.

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

9) Not all tasks should be available to charge effort.

10)  Password protected.

