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1.0 Project Background

1.1  General Information

The high-level requirements for automated time entry system are below.  Explain how your organization will deliver the following.  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1. 
	Can you provide a measurable return on investment verified by a third party study?
	√
	√
	√
	


	2. 
	What attributes of your software solution will help us minimize total cost of ownership (TCO) compared to other vendors?
	
	
	
	

	3. 
	Is the proposed solution a 100% configurable, consumer off-the-shelf  (COTS) software solution?  (i.e. does not rely on custom code and stored procedures) 
	
	
	
	

	4. 
	Is the solution Web-based with time, attendance, leave, and scheduling information on a single, centralized database? 
	
	
	
	

	5. 
	If there is a centralized database, who is responsible for supporting that and what support do you offer for the database?

	
	
	
	

	6. 
	Can the solution scale to support all employees on a single database?  Please provide testing results that demonstrate this scalability.  
	
	
	
	

	7. 
	Can you perform enterprise integration with our current applications and ERP systems including EdZapp, SubFinder, and RDS?
	
	
	
	

	8. 
	Can you simplify the management of corporate policies, labor laws, and union contracts by our corporate personnel.
	
	
	
	

	9. 
	Does your solution enable real-time management of overtime, attendance, leave policies and union rules?  
	
	
	
	

	10. 
	Is the time, attendance, leave, and scheduling software integrated and produced by a single vendor?  
	
	
	
	

	11. 
	Is the employee self-service and data collection hardware manufactured by the same vendor that produces the time, attendance, leave, and scheduling software? 
	
	
	
	

	12
	Is the time, attendance, leave, and scheduling data available on a single, user interface with a consistent look and feel?
	
	
	
	

	13
	Does the solution support various time collection methods (internet, terminal, telephone, mobile, GPS, etc.)
	
	
	
	

	14
	Can the system generate formal contracts including information from the database such as days worked, salary, stipends, and name?
	
	
	
	

	14
	Does the software provider have dedicated industry teams focused on creating industry specific software and service solutions?  
	
	
	
	

	15
	Does the software vendor have a dedicated  consulting team that can help analyze our business processes, develop change management programs, and establish industry best practice benchmarks?  
	
	
	
	


1.2  Demonstration and Proof-of-Concept 

Vendors are expected to participate in a structured product demonstration and proof-of-concept session on-site.  Vendor must also demonstrate real-time schedule integration for exception management reporting based on punches entered during the demo.  

2.0 Vendor Requirements

2.1  Vendor Profile

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1
	Vendor must be headquartered in the United States
	
	
	
	

	2
	Do you maintain local service offices near all our branch locations?
	
	
	
	

	3
	Vendor must manufacture, implement and support all of the components of the proposed solution, including the time and attendance, leave, and scheduling software.  Vendor must also manufacture and support all employee self-service, time collection, and biometric terminals included in this proposal.
	
	
	
	


2.2  Vendor Risk

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1
	Do you have a demonstrated history of profitability and market support?
	
	
	
	

	2
	Do you have a dedicated service practice that is experienced in managing an implementation on the scope of our organization, without requiring third party sub-contractors or consultants?
	
	
	
	

	3
	Are you able to work with internal or third party consultants as needed to meet the implementation requirements and achieve rapid ROI?
	
	
	
	

	4
	Vendor must not rely on any one customer for more that 5% of annual revenues in any of the last 3 years.   Over the past three years, has any one customer been responsible for more than 5% of annual revenue?  If so, please list these customers as well as their percentage contribution to revenue.  
	
	
	
	

	5
	Can you provide a third party study that shows that the average implementation pays for itself within six months?
	
	
	
	

	6
	Help us manage scalability to support all employees on a single, centralized database without sacrificing functionality.
	
	
	
	

	7
	Can customer personnel configure FLSA law changes in the software without incurring external consulting hours?
	
	
	
	


2.3  Industry Leadership 

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1
	Vendor must demonstrate industry leadership in providing workforce management solutions to large organizations in our industry.
	
	
	
	

	2
	Do you commit more than 10% of annual revenues to research and development of time, attendance, leave, and scheduling solutions?
	
	
	
	


2.4  Customer Service and Communications

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1
	Please provide evidence of superior customer service.  Submit results of third-party surveys and measurements of customer satisfaction.  If such surveys are not available, please explain why.  
	
	
	
	

	2
	Do you host or sponsor events that help foster communication of best practices between customers (i.e. Annual Customer Conferences, monthly newsletters, locally sponsored speakers, etc.)?
	
	
	
	

	3
	Do you have established programs for soliciting and incorporating customer input into its products and services?   Describe. 
	
	
	
	

	4
	Do you host customer website for product support, training, and other customer communications? Please describe the services offered through your website.
	
	
	
	


3.0  Time, Attendance, and Scheduling Functionality

This section includes a list of specific system functional requirements.  The system shall have the following components and capabilities.

3.1  Time and Labor

3.1.1 Leave Management

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1
	Provide the ability to validate leave balances real-time at the point of entry.
	
	
	
	

	2
	Enforce the minimum number of leave hours that can be taken (e.g., sick time is only allowed in 8 hour increments)
	
	
	
	

	3
	Define an overdraft limit for leave time 
	
	
	
	

	4
	Add, edit, or delete leave events in current or prior pay periods
	
	
	
	

	5
	Provide manager reports on leave usage 
	
	
	
	

	6
	Alert managers to leave usage exceptions
	
	
	
	

	7
	Grant earned accruals based on hours worked multiplied by a factor/per hour 
	
	
	
	

	8
	Grant fixed accruals based on scheduled credits (i.e. a certain number of hours at the end of the month, year, etc.)
	
	
	
	

	9
	Set limits and qualifying conditions on the earning and taking of leave time
	
	
	
	

	10
	Set carryover limits to restrict the amount of time that can be carried from year to year
	
	
	
	

	11
	Set probation periods
	
	
	
	

	12
	Set overflow accrual codes (codes that accruals are added to when balance limits are reached)
	
	
	
	

	13
	Support for configurable date patterns, including milestones
	
	
	
	

	14
	Transfer accruals from a group of employees to an accrual pool
	
	
	
	

	15
	Provide group edit capability to suspend and reinstate accrual grants, earning limits, and carryover limits
	
	
	
	

	16
	Project future balances based on future debits and credits of leave time
	
	
	
	

	17
	Provide daily balances in real-time via the data collection terminals, telephony, Web
	
	
	
	

	18
	Coordinate disability pay with vacation pay to ensure a full paycheck for the employee  


	
	
	
	

	19
	Coordinate work comp payments with regular pay differential to ensure a full paycheck for the employee
	
	
	
	

	20
	Track the hours an employee has worked toward the 1250 hours required for FMLA eligibility
	
	
	
	

	21
	Notification when an employee does not return the medical certification for an FMLA case when it is due  
	
	
	
	

	21
	Track FMLA leave concurrently with other types of leave (i.e. state mandated leave, company medical leave, short-term disability, long-term disability)
	
	
	
	

	22
	Help determine whether an employee's request for leave is an FMLA qualifying event


	
	
	
	

	23
	Help supervisors learn the FMLA regulations
	
	
	
	

	24
	Automatically produce the many required letters and documents we need for each new FMLA case
	
	
	
	

	25
	Allow unlimited Leave history entries.
	
	
	
	

	26
	Notify managers when an employee has exhausted their available leave  
	
	
	
	

	27
	Notify managers when employees are due to return from leave
	
	
	
	

	28
	Notify the administrator when employees are due to progress to the next leave type  (e.g. paid to unpaid STD to LTD)
	
	
	
	

	29
	Notify the supervisor when an employee does not return the medical certification for an FMLA case when it is due
	
	
	
	

	30
	Reveal leave patterns, for example, abusing sick leave for long weekends
	
	
	
	

	31
	Include standard reports showing leave time taken and available for our employees
	
	
	
	

	32
	Track paid and unpaid hours for exempt/ non-exempt employees in an intermittent and consecutive FMLA status
	
	
	
	

	33
	Ensure that leave codes are generated and transmitted to payroll to ensure accurate pay while an employee is on leave
	
	
	
	

	34
	Ability for employees to generate their own leave of absence request online
	
	
	
	

	35
	Enforce a probation period (for example, accrue but prevent the use of leave within first 90 days)
	
	
	
	

	36
	Ability for users to enter future paid leave
	
	
	
	

	37
	Provide tools to resolve disputes of leave balances and review employee leave events
	
	
	
	


3.1.2 Attendance Management

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1
	Automate attendance and leave policy administration
	
	
	
	

	2
	Calculate leave time used and available
	
	
	
	

	3
	Calculate point totals or other measurement factors for attendance policies based on absence events and conditions defined in policies
	
	
	
	

	4
	Automatically generate letters and forms for leave or attendance policies
	
	
	
	

	5
	Alert supervisors of required actions, such as medical certification or disciplinary notices due 
	
	
	
	

	6
	Manage concurrent leaves such as federal, state, and company leaves
	
	
	
	

	7
	Cascade deduction of multiple leave policies
	
	
	
	

	8
	Consider attendance policies in managing leave requirements
	
	
	
	

	9
	Provide the ability to update leave balances based on leave entered in the time entry system
	
	
	
	

	10
	Provide the ability for managers/supervisors to approve leave as entered by employees
	
	
	
	

	11
	Provide the ability to enforce leave balances at time of request.
	
	
	
	

	12
	Automate complex company attendance rules  
	
	
	
	

	13
	Track perfect attendance
	
	
	
	

	14
	Track where employees are in the disciplinary process
	
	
	
	

	15
	Automate the disciplinary notices and reward letters that need to be sent to employees informing them of their status  
	
	
	
	

	16
	Generate graphical representations of our attendance policy records
	
	
	
	

	17
	Notify us when employees exceed the limits of our attendance policy
	
	
	
	

	18
	Track disability entitlements for particular employees
	
	
	
	


3.1.3 Pay Rules Engine

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1
	Pay rules must be parameter driven and easy to set-up, change, and track
	
	
	
	

	2
	Provide support for a system administrator to turn features on and off (such as report writing, updating rules, etc.) for different users.  .
	
	
	
	

	3
	Provide a role-based system to manage user’s ability to read, add, edit, and delete information in the system (e.g. some groups may be able to view a particular report, whereas other groups may not be privileged to view the report.)
	
	
	
	

	4
	Provide support to manage user accounts to Add, Edit, Suspend, and Delete visibility to certain functions
	
	
	
	

	5
	Provide the ability to update user-defined rules and have the changes reflected immediately for time entry and processing
	
	
	
	

	6
	Provide the ability to define rules at the employee, or group level.  Rules should be restricted for those not eligible such as employees within a probation period
	
	
	
	

	7
	Provide the ability to apply rules online at the point of entry such as activity based pay rules
	
	
	
	

	8
	Provide the ability to view immediately the outcome of the rules processing on the time entry web based time card
	
	
	
	

	9
	Provide alerts to notify system administrator of server problems or problems with scheduled events. 
	
	
	
	

	10
	Must be flexible to easily adapt to changing local, state and federal laws (legal requirements) without custom code
	
	
	
	

	11
	Compute pay (overtime, break rules, etc) in accordance with federal, state, and local laws
	
	
	
	

	12
	Must support daylight savings time
	
	
	
	

	13
	Include configurable pay periods for weekly, bi-weekly, semi-monthly and monthly periods
	
	
	
	

	14
	Send all employees payroll punches for the current pay period to the employee’s home labor accounts, borrowing departments, and/or locations that the employee has recorded time punches
	
	
	
	

	15
	Include configurable periods by shift for meal and breaks in accordance with state and federal law whether paid or non-paid and should include penalty if not taken
	
	
	
	

	16
	Prevent overlapping punches from occurring
	
	
	
	

	17
	Have a calendar function to maintain holidays - can be different by state/region, etc.
	
	
	
	

	18
	Provide the ability to enter both hours and amounts
	
	
	
	

	19
	Provide the ability to perform multiple complex overtime calculations based on rules built into the system.  Overtime calculations will take into account start and stop times, scheduled hours, type of duty performed
	
	
	
	

	20
	Business rules engine that delivers on-demand real-time calculations
	
	
	
	


3.1.4 Approvals

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1
	Provide the ability for Managers/Supervisors to view time entries that require approval (both summary and detailed level)
	
	
	
	

	2
	Provide the ability for Managers/Supervisors to approve the employee’s time (where required)
	
	
	
	

	3
	Provide the ability for Managers/Supervisors to update the employee’s time when approving (where required)
	
	
	
	

	4
	Attach comments to identify reasons for the manual change (i.e. duplicate, missed punch, etc)
	
	
	
	

	5
	Provide the ability for an employee to acknowledge their time card if a change has been made (i.e. added, edited, and deleted items.  This feature can be turned on or off)
	
	
	
	

	6
	Provide the ability for a Manager to submit modified time cards without the employee’s acknowledgement, however they must attach a reason from a pre-configured list
	
	
	
	

	7
	Provide an electronic signature for managers to approve time cards that will be sent to payroll when there are no errors and/or ‘show stopper’ warnings as defined by the System Administrator
	
	
	
	


3.1.5 Timecard Edits

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1
	Provide the ability to adjust or correct time entries captured in the current period, but not yet paid.
	
	
	
	

	2
	Provide the ability to adjust or correct time entries paid in previous pay periods.
	
	
	
	

	3
	Provide the ability to easily navigate from the error report to the time card to make edits.
	
	
	
	

	4
	Allow manager edit, add, and deletes of any previous pay period data collected up until a predetermined cut-off time.
	
	
	
	

	5
	Provide a report that details prior period adjustments and corrections.
	
	
	
	

	6
	Make adjustments to previous pay data that would be paid by current pay period processing.
	
	
	
	

	7
	Allow manager edits for the current pay period but prevent manager edits of the previous pay period after the final previous pay period transmittal has been sent to payroll.
	
	
	
	

	8
	Recalculate all totals immediately after a value is changed.
	
	
	
	

	9
	Track edits historically.
	
	
	
	

	10
	Allow historical edits by the payroll administrators
	
	
	
	

	11
	Allow manager to make edits that impact a large group of employees (such as accrual balance payouts, retroactive pay calculation)
	
	
	
	


3.1.6 Premiums and Differentials

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1
	Provide the ability to automatically calculate premiums based on the employees’ scheduled hours and criteria that is established within the system (e.g. rules based)
	
	
	
	

	2
	Provide the ability to automatically calculate premiums based on the employees’ actual hours and criteria that is established within the system (e.g. rules based)
	
	
	
	

	3
	Provide the ability to automatically calculate premiums based on a comparison of the employee’s scheduled hours vs. the actual hours worked, and criteria that is established within the system (e.g. rules based)
	
	
	
	

	4
	Provide the ability to calculate Shift Differential automatically based on rules built into the system.  Users should be required to make minimal entries with the system automatically calculating the premium
	
	
	
	

	5
	Provide the ability to define a day outside the boundaries of the 24-hour clock (e.g. all employees work day does not start at midnight)
	
	
	
	

	6
	Provide the ability to handle special bonus pay and Baylor pay
	
	
	
	

	7
	Provide the ability to automatically calculate bonuses
	
	
	
	


3.1.7 Manager Reporting

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C
F
	Describe how you meet this requirement

	1
	Provide interactive exception summary views for common tasks or processes with the capability to drill down on specific employees with exceptions
	
	
	
	

	2
	Provide the ability to perform actions on employee data within the interactive views, such as edits to timecards and schedules
	
	
	
	

	3
	Provide the ability for the user to configure the interactive views with user-defined columns
	
	
	
	

	4
	Provide a primary and secondary sort capability within the interactive views
	
	
	
	

	5
	Provide the ability to multi-select employees within the interactive view and perform group edits 
	
	
	
	

	6
	Provide the ability to schedule group edits on a specific date/time 
	
	
	
	

	7
	Provide the ability to customize interactive views by manager (for example, the ability to see timecard information, schedules, leave balances, and hours totals in a single view without having to move from screen to screen.
	
	
	
	


3.2  Labor Scheduling

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Provide the ability to define schedules with varying lengths (e.g. 4 hours per day, 8 hours per day, etc.).
	
	
	
	

	2
	Provide the ability to advance book and view schedules in the future.
	
	
	
	

	3
	Allow schedule shift patterns to be automatically repeated, or rolled forward to future weeks
	
	
	
	

	4
	Provide the ability to create schedule patterns that can repeat every 3 or 4 weeks.
	
	
	
	

	5
	Provide the ability for a payroll administrator or manager/supervisor to enter or create schedules for employees.
	
	
	
	

	6
	Provide the ability to view online, an employee’s complete work history from the date of go-live.
	
	
	
	

	7
	Provide the ability to view online, employees’ complete future (projected) work schedule.
	
	
	
	

	8
	Provide the ability to accommodate unlimited schedule changes and adjustments on demand.
	
	
	
	

	9
	Provide the ability to create user-defined shifts - specify the maximum number of shifts allowed in the system.
	
	
	
	

	10
	Provide the ability to define shift start and stop times using a 24-hour clock.
	
	
	
	

	11
	Provide the ability to define split shift rotations.
	
	
	
	

	12
	Provide the ability to attach employees to shifts at any point in the rotation.
	
	
	
	

	13
	Provide the ability to schedule shifts that cross multiple days (e.g. start at 6:00 p.m. on day one and complete at 2:00 a.m. on day two).
	
	
	
	

	14
	Import employee work-schedule information from the labor scheduling system (possibly home-grown system).
	
	
	
	

	15
	Schedule transfers to other departments, as well as to automatically assign a higher rate of pay when that transfer is worked
	
	
	
	

	16
	Schedule meals and breaks, as well as start and end times
	
	
	
	

	17
	Save "templates" of the most commonly used shifts so that these can be used for ease of editing
	
	
	
	

	18
	Provide the ability to assign skills and certifications to employees as well as expiration dates 
	
	
	
	

	19
	Alert managers when employee certifications expire  
	
	
	
	

	20
	Provide the ability to manage staffing workload of employees needed for each department or job by shift.
	
	
	
	

	21
	Provide the ability to show employees most suited to open shifts based on employee skills, certification, and availability.
	
	
	
	

	22
	Provide the ability to define company policy and flag any schedules that do not comply with company policy.
	
	
	
	

	23
	Track employee preferences and availability
	
	
	
	

	24
	Track employee seniority by job
	
	
	
	

	25
	Manage baseline staffing requirements
	
	
	
	

	26
	Calculate open shifts that require coverage
	
	
	
	

	27
	Assess coverage to determine over and understaffing
	
	
	
	

	28
	Provide real-time sharing of actuals from the time and attendance application and the planned start/stop times from scheduler
	
	
	
	

	29
	Enforce real-time leave balances and usage rules at the time they are scheduled
	
	
	
	

	30
	Automatically apply schedule quality rules, such as minimums and maximums per employee, per day, per period
	
	
	
	

	31
	Display schedule assignments at the time and labor terminal
	
	
	
	

	32
	Automate business processes of shift bidding, shift signup, leave requests, and shift swapping including functionality for employee initiation and manager review and approval
	
	
	
	


3.3  Labor Performance Analytics

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Automatically combine data from time and labor systems, payroll systems and operations management systems to create a single-view and actionable productivity reports for front-line managers
	
	
	
	

	2
	Provide productivity information automatically adjusted for work volume and against productivity standards (e.g., number of screener man-hours for number of screened passengers per hour at airport checkpoints)
	
	
	
	

	3
	Provide timely productivity information-hourly, daily, weekly, as defined by the customer and if the data is available-to front-line managers so they can take appropriate and timely action to meet productivity targets
	
	
	
	

	4
	Provide the ability to break productivity information down to activity, department, unit, location, etc.
	
	
	
	

	5
	Provide data to help managers track and demonstrate compliance with established regulations (e.g., minimum number of airport screener per station)
	
	
	
	

	6
	Provide front-line managers the ability to easily track where their people have been working, based on skill mix and pay type
	
	
	
	

	7
	Provide a management exceptions desktop view for managers to clearly see any deviation of their organization from productivity and labor usage goals.  The managers should be able to clearly identify the areas of concern without having to look at all the data.  The managers should also be able to roll up or drill down into the details for root cause analysis and resolution.  The management exceptions desktop view should be permission-based and configurable by the managers.
	
	
	
	

	8
	Provide the ability to compare performance of one department, work unit, location, etc. vs. others (i.e., internal benchmarking)
	
	
	
	

	9
	Have the ability to combine labor usage data with financial data to provide managers the ability to track their actual labor utilization vs plan
	
	
	
	

	10
	Provide the ability for managers to create a standard labor utilization plan that balances costs with quality, customer satisfaction, regulatory compliance and employee morale.  This plan would focus on controlling variable labor (e.g., overtime, more hours for part-timers, temporary labor)
	
	
	
	

	11
	Provide the ability for managers to track the actual utilization of variable labor and compare it to plan.  If there are deviations, provide the ability to analyze the deviations and resolve the labor issues which cause it
	
	
	
	

	12
	Provide the ability for managers to document actions taken to remedy labor-related issues, track the impact, and evaluate whether the actions were effective.  System should also be used to maintain accountability
	
	
	
	

	13
	Provide the ability to track volume of work and increase/decrease permanent staff size based on actual volume of work trends
	
	
	
	


3.4  Activity Tracking and Labor Costing

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C   F
	Describe how you meet this requirement

	1
	Provide the ability to validate job/project codes at the point of entry
	
	
	
	

	2
	Provide the ability to charge time to multiple job/project codes
	
	
	
	

	3
	Provide the ability to define default labor costing to minimize time entry requirements
	
	
	
	

	4
	Provide the ability to validate labor costing at point of entry to ensure accuracy
	
	
	
	

	5
	Provide browser data entry
	
	
	
	

	6
	Provide the ability to print bar codes for activities, tasks, etc for scanning
	
	
	
	

	7
	Provide reconciliation with time and attendance
	
	
	
	

	8
	Provide the ability to do group edits on activities data
	
	
	
	

	9
	Provide tracking of direct and indirect labor to a work order
	
	
	
	

	10
	Provide validation of work order, employee and labor level account
	
	
	
	

	11
	Provide activity sequence validation
	
	
	
	

	12
	Provide effective dates throughout all phases of activities
	
	
	
	

	13
	Provide the ability to define default activity
	
	
	
	

	14
	Provide the ability to start only or end only jobs (single threaded, sequential activities)
	
	
	
	

	15
	Provide the ability to work on multiple jobs concurrently
	
	
	
	

	16
	Provide the ability to apportion time spent on multiple activities of unequal duration by even allocation or weighted average
	
	
	
	

	17
	Provide the ability to add multiple records at a time to activity
	
	
	
	

	18
	Provide the ability to end all current activity and punch out with single transaction
	
	
	
	

	19
	Provide the ability to store standard hours for tasks, operations, etc
	
	
	
	

	20
	Provide method for efficiency analysis (measures standards vs. actual)
	
	
	
	

	21
	Provide auto notification to exceptions
	
	
	
	

	22
	Provide the ability to track and report team transactions (time & quantities)
	
	
	
	

	23
	Provide the ability to apply even distribution to teams or weighted distributions
	
	
	
	

	24
	Provide the ability to allow members to join and leave teams
	
	
	
	

	25
	Provide the ability to have multiple pay rates for the same task or activity (based on skill level / seniority)
	
	
	
	

	26
	Provide skill Certification recording and validation
	
	
	
	

	27
	Provide the ability to store the route of a work order (Master Routing)
	
	
	
	

	28
	Provide work order tracking with visibility into job status
	
	
	
	

	29
	Compare scheduled completion of work-order vs. actual
	
	
	
	

	30
	Provide real time quantity tracking by quantity ordered, complete, on hold, scrapped, reworked, job due date, job history, quantity moved, quantity release
	
	
	
	

	31
	Provide real time quantity tracking by operation
	
	
	
	

	32
	Show expected quantities due from an operation
	
	
	
	

	33
	Provide visibility into completed operations on a work order
	
	
	
	

	34
	Provide visibility into all operations on a work order 
	
	
	
	

	35
	Provide the ability to inactivate a work order
	
	
	
	

	36
	Provide production schedules to be closed “short” (i.e. quantity produced is less than requested)
	
	
	
	

	37
	Provide work in process tracking with visibility into work at a department
	
	
	
	

	38
	Provide daily logged activity reports
	
	
	
	

	39
	Provide efficiency reports by individual, by team
	
	
	
	

	40
	Provide costing reports
	
	
	
	

	41
	Provide Crystal Report Generation Tool
	
	
	
	


3.5  Employee Self-Service

Explain how your organization will meet the following requirements:  

3.5.1 Terminals

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Provide a large user-friendly, intuitive ATM-like display with  scrollable messages. 
	
	
	
	

	2
	Must have programmable soft keys with onscreen labels to provide an intuitive user experience and eliminate the need to memorize function key sequences.
	
	
	
	

	3
	Allow onscreen labels to be reprogrammed for each terminal if necessary. 
	
	
	
	

	4
	Allow one-step punching – No IN or OUT keypunch required
	
	
	
	

	5
	Allow the employees to pick values from a list of valid values to eliminate a user errors
	
	
	
	

	6
	Provide the ability to, in real-time, validate individual data fields based on data format and content, as well as the ability to validate the entire transaction prior to completing the entire transaction so the user can reenter the correct data
	
	
	
	

	7
	Provide visual and audio feedback to display messages and confirm correct entries.
	
	
	
	

	8
	Allow employees to access up-to-the-second information, such as scheduled shift times, accrual balances and messages, as soon as changes are made anywhere in the system.
	
	
	
	

	9
	Allow employees the ability to initiate requests – request for time off, for example - and view the status of these requests right at the terminal.
	
	
	
	

	10
	Allow managers/employees to transfer employee’s job code (e.g., transfer to one or more of up to 7 different labor level entries comprising an account) at the terminal during a shift. 
	
	
	
	

	11
	Provide ability for employees to “cross-clock” for one job versus another and for one rate versus another.
	
	
	
	

	12
	Provide the ability to track labor activities and time and attendance information at the terminal
	
	
	
	

	13
	Allow override restrictions at the terminal, either individually or globally for a group of employees.  For example, if overtime is authorized for an entire department, the supervisor can override the restriction for the whole group.  
	
	
	
	

	14
	Support a programmable "no re-punch" feature which prevents employees from entering several punches in the same minute.
	
	
	
	

	15
	Provide messaging functionality that allows you to communicate confidentially and electronically with employees without having to rely on a corporate email system or paper trails 
	
	
	
	

	16
	Prevent employees from punching-in before their scheduled shift unless there is a manager’s override.  This feature must be able to be turned on and off. 
	
	
	
	

	17
	Provide the ability to add or delete punches, as well as enter simple, holiday, and non-productive time (i.e. Sick, Jury) transactions at the terminal
	
	
	
	

	18
	Support a variety of network communication options including, 10/100 Mbit auto sensing Ethernet, 56k Modem and/or wireless.
	
	
	
	

	19
	Provide the ability to configure and manage multiple geographically dispersed terminals from a central desktop application without custom programming.
	
	
	
	

	20
	Allow terminal software upgrades by means of downloading firmware from a network or over modem to minimize the time and effort involved in upgrading to new revisions of the firmware.
	
	
	
	

	21
	Display the correct time for the time zone in which the terminal is installed (in order to correctly calculate actual time worked when punches span time zones)
	
	
	
	

	22
	Automatically support daylight saving changes.
	
	
	
	

	23
	Employee punch data is not lost in the event of a power outage or loss of network connection.  
	
	
	
	

	24
	Should function in off-line mode, and send a batch once connectivity is re-established (employees must be able to punch-in/out for shift or break off line) if the time clock has lost communication with the Timekeeping System.
	
	
	
	

	25
	Communications with server should be performed at regularly scheduled intervals or preset times, or on an “on demand” or “when available” basis.
	
	
	
	

	26
	Must be parameter-driven software that allows easy customization of the terminal’s functions
	
	
	
	

	27
	Can use existing badges (barcode, magnetic, or proximity) or offers flexibility of no badges
	
	
	
	

	28
	Support the ability for supervisors to add, edit, or delete punches, display on/off premise employees, biometric enroll/un-enroll, cancel automatic meal deductions, enter monetary amounts, perform work rule transfers, and review punches at the terminal.
	
	
	
	

	29
	Should offer a variety of handheld readers that connect directly to the terminals for quick scanning of barcodes (such as work orders or department transfers)
	
	
	
	

	30
	Provide the ability to upgrade the badge terminal to support finger scan biometric verification technology. 
	
	
	
	

	31
	Provide the ability to support biometric and non-biometric employees at the same terminal.
	
	
	
	

	32
	Provide the ability for supervisors to enroll employee’s finger biometric right at the terminal.
	
	
	
	

	33
	Allow finger biometric enrollment at the terminal in under 5 seconds.  
	
	
	
	

	34
	Must be fully operational when network communications or power is interrupted. 
	
	
	
	

	35
	Should not protrude more then 4 inches from the wall as dictated by the American Disability Act (ADA)
	
	
	
	

	36
	Should be able to mount terminal over an AC outlet (on drywall) or can have an internal AC outlet installed (on masonry) to secure all power and other connections inside the unit thereby eliminating malicious or accidental disruption of power
	
	
	
	

	37
	Allows employees to view and inquire about personal information such as accrual balance, schedule, and hours worked.  
	
	
	
	

	38
	Terminal as well as time, attendance, and scheduling software are manufactured and supported by a single vendor.
	
	
	
	

	39
	Must be manufactured by certified vendor.
	
	
	
	

	40
	Vendor support includes next day delivery of a new terminal to replace a malfunctioning terminal
	
	
	
	


3.5.2 Web Time Entry

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Provide an HTML and/or Java based interface with the ability to configure the timesheet screen for users, groups of users, or the entire company without custom code. Start-stop view, project view, and/or time stamp view.
	
	
	
	

	2
	Provide the ability to record labor information as start-stop times or durations of time.
	
	
	
	

	3
	Support up to 7 labor (hierarchy) levels for job or department transfers
	
	
	
	

	4
	Support unlimited organizational locations and jobs
	
	
	
	

	5
	Display employee accrual balances on time entry screen to consolidate and simplify time entry
	
	
	
	

	6
	Pre-populate timecard from scheduled hours
	
	
	
	

	7
	Provide the ability to attach and remove comments to punches, pay code edits, and historical amounts.
	
	
	
	

	8
	Provide a 100% internationalized user interface with a single database for multi-national or multi-lingual organizations and support for localized time, date, and currency.
	
	
	
	

	9
	Provide the option to restrict entries to inactive/terminated employees
	
	
	
	

	10
	Provide the ability to record employee’s approval of a timesheet
	
	
	
	

	11
	Provide the ability to enter hours for assignment pay
	
	
	
	

	12
	Provide for leave approval and balances in real-time
	
	
	
	

	13
	Provide the ability to report time on an exception basis (system generates scheduled time and exceptions are reported where the time is not worked as scheduled).
	
	
	
	

	14
	Provide the ability to report future exceptions (e.g. vacation or other leaves of absence).
	
	
	
	

	15
	Provide the ability to report both paid and unpaid time.
	
	
	
	

	16
	Provide the ability to designate a back up for employees that are unable to enter their time (e.g. due to sick leave).
	
	
	
	

	17
	Allow employees to access up-to-the-second information, such as scheduled shift times, accrual balances, and messages, as soon as changes are made anywhere in the system.
	
	
	
	

	18
	Initiate common requests with online forms such as time-off requests, address changes, vacation bidding, shift swapping, etc
	
	
	
	

	19
	Provide access profiles to define how a user can access the system and what the user can see and use: logon profiles, data access, and display profiles
	
	
	
	

	20
	Provide the ability to restrict the use of time entry codes by employee based on access privileges.
	
	
	
	

	21
	Provide the ability to restrict the use of labor levels by employee based on access privileges
	
	
	
	

	22
	Control the display or non-display of accrual codes
	
	
	
	

	23
	Support single sign-on 
	
	
	
	

	24
	Provide the ability to secure the timesheet data from any updates or changes after a designated sign-off
	
	
	
	

	25
	Provide secure data using SSL encryption
	
	
	
	


3.5.3 Interactive Voice Response system (IVR) Telephony solutions

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Provide the ability to accommodate customized voice prompts
	
	
	
	

	2
	Restrict inquiry-only functions during periods of heavy traffic
	
	
	
	

	3
	Allow administrators to measure efficiency and prevent busy signals
	
	
	
	

	4
	Provide on-demand reports concerning employee profiles, access privileges, line usage, sessions and transactions. 
	
	
	
	

	5
	Allow users to “type ahead” and enter their transactions without having to wait for the prompting script to complete
	
	
	
	

	6
	Permit assignment of descriptive names instead of numerical values
	
	
	
	

	7
	Allow configurable prompting levels to let employees perform their transactions via abbreviated prompts and responses
	
	
	
	

	9
	Allow users to perform several tasks during the same session
	
	
	
	

	10
	Terminate calls when users wait too long to respond to a prompt.  
	
	
	
	

	11
	Provide the ability to restart an employee’s access to the IVR system by phone, line, time, and password
	
	
	
	

	12
	Provide the ability for supervisor-to-employee voice messaging or broadcast messaging
	
	
	
	

	13
	Restrict callers to a designated number or area code before allowing further access to the system
	
	
	
	

	14
	Capture caller id details to report line usage, login details, telephone options, and transaction details. 
	
	
	
	

	15
	Support the ability for supervisors to add, edit, or delete punches, perform work rule transfers, and review punches on behalf of employees
	
	
	
	

	16
	Allow employees to access up-to-the-second information, such as scheduled shift times, accrual balances, and messages, as soon as changes are made anywhere in the system
	
	
	
	


4.0  Human Resources and Payroll Functionality

4.1  Human Resources

Y = Yes, N = No, C = Custom, F = Future

4.1.1 General

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Are applications fully GUI?  If yes, please describe.
	
	
	
	

	2
	Is the system a user-defined, rules based system?  If yes, please describe.
	
	
	
	

	3
	Can the system support multiple entities?  If yes, please describe.
	
	
	
	

	4
	Is the architecture of the system ‘true’ point-in-time?  Are changes made to code tables and organizational structures effective dated?
	
	
	
	

	5
	Can all changes be future dated including employee data, code table changes and organizational changes?  Does the system support standard reporting using future dates?
	
	
	
	

	6
	Are the HR, payroll and self-service functions contained in a single database.  If no, please describe the database structure.
	
	
	
	

	7
	Does the system provide user defined fields?
	
	
	
	

	8
	Does the system provide for attaching of documents into the system? If yes, please describe?
	
	
	
	

	9
	Does the system include employee self-service capability?  For what purposes?
	
	
	
	

	10
	Does the system provide automatic reminders?  If yes, for what activities /functions?
	
	
	
	


4.1.2 Applicant Tracking/ Recruitment

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Does the system support applicant tracking and recruitment activities? 
	
	
	
	

	2
	Can applicant data flow directly into the new hire process with out requiring re-keying of data?
	
	
	
	

	3
	Is the applicant tracking and recruiting function contained within the same database as the human resources function?  If not, please describe the integration and data flow.
	
	
	
	

	4
	Can resumes and other documents be attached to an applicant record?
	
	
	
	

	5
	Can the system establish and maintain on-line requisitions, including key data on each position open for recruitment?
	
	
	
	

	6
	Does the system maintain and report on job acceptances and declines, including reasons for accepting or declining offers?
	
	
	
	

	7
	Can the system automatically generate form letters to job applicants regarding the status of their application and hiring decision?
	
	
	
	

	8
	Does the system have the ability to score applicants based on skill requirements tied to job requisitions?  
	
	
	
	

	9
	Can the system monitor results of background screens and drug tests for applicants?
	
	
	
	

	10
	Can the system interface with current application database and its document management without the HR department having to manually move documents and supporting information from current application system?
	
	
	
	

	11
	Can the system generate EEO compliance reports?
	
	
	
	


4.1.3 Employee Data

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Please provide a list of all employee related data fields in the system.
	
	
	
	

	2
	How are employees identified?

- Social security number

- Alpha

- Numeric

- Other
	
	
	
	

	3
	Can the system auto generate employee numbers?
	
	
	
	

	4
	Does the system support identification of employees by type of license or credentials?
	
	
	
	

	5
	Does the system support identification of employees that have multiple licenses and credentials?  If yes, does this include unlimited licenses and their associated expiration dates?
	
	
	
	

	6
	Does the system track employees with working visa including multiple expiration dates? 
	
	
	
	

	7
	Can the system capture and display employee photographs?
	
	
	
	

	8
	How many active employee addresses, phone numbers and email addresses does the system store?
	
	
	
	

	9
	Does the employee record include the ability to import or enter free form text/notes?
	
	
	
	

	10
	How is employee data retrieved?

Alpha

Number 

Status

Other search
	
	
	
	

	11
	Does the system have features and functions to support employee health management, including medical conditions, medical procedures and workers compensation data?  Please describe.
	
	
	
	

	12
	Does the system maintain physical examination due dates/other required exams?
	
	
	
	

	13
	Does the system maintain employee medical history?  
	
	
	
	

	14
	Does the system maintain continuing education and professional certification data?
	
	
	
	

	15
	Does the system include a configurable workflow engine?  Can custom forms and processes be created by company staff members?
	
	
	
	

	16
	Does the system maintain a complete history of employment for all employees?

Wages

Hours

Departments

Titles

Status (FT, PT, etc.)
	
	
	
	

	17
	Will the application maintain and monitor union data and dues?  
	
	
	
	

	18
	Are there audit trails to track employee edits?
	
	
	
	


4.1.4  Compensation

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Are dates and pay rates maintained individually for each job code or position?

How does the system handle an employee with the following?  

- Multiple job codes

- Multiple positions

- Multiple departments

- Multiple pay rates

- Are there any limitations?
	
	
	
	

	2
	Is there a place to put employee review information, including comments and dates? Can this be done for multiple positions/departments?
	
	
	
	

	3
	Can the system generate review notices for next year/defined time period?
	
	
	
	

	4
	Does the system maintain a history of salary actions?  Is there a limit?
	
	
	
	

	5
	How are positions monitored /controlled?
	
	
	
	

	6
	Does the system track salary ranges tied to positions?
	
	
	
	

	7
	Does the system support geographic multipliers within the same position code?  
	
	
	
	

	8
	Can salary survey data be imported into the system?  How many different sets of survey data can be captured for each position?
	
	
	
	

	9
	Does the system support mass edits?  (e.g. base rates, withholdings, benefits plans)
	
	
	
	

	10
	Can wage scales be automatically updated and apply mass rate changes on user defined dates?
	
	
	
	

	11
	Does the system maintain both actual and budget data by position?
	
	
	
	

	12
	Does the system track pay rate by specific frequency for each employee? (e.g. hourly, salary, biweekly, etc.)
	
	
	
	

	13
	Can the system increase pay rates by both fixed dollar amounts or percentage?  
	
	
	
	

	14
	Can rates/other employee data changes be future dated?
	
	
	
	

	15
	Does the system monitor/provide termination and turnover data?
	
	
	
	


4.1.5  Benefits

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Does the system record and monitor employee benefit information?  Please explain.
	
	
	
	

	2
	Does the system maintain a complete history of benefits for all employees? 
	
	
	
	

	3
	Does benefit history include the following?

· Original date of hire

· Unlimited number of rehire dates

· Benefit calculation date 

· Seniority date
	
	
	
	

	4
	Can benefit deduction tables with multiple carriers and multiple deductions be automatically updated? Does the system support mass rate changes on user defined dates?  How are exceptions handled?
	
	
	
	

	5
	Does the system support Flexible Spending Account deductions?
	
	
	
	

	6
	Can eligibility dates automatically be calculated using user- defined rules?
	
	
	
	

	7
	Does the system track leave data (including FMLA) information for each employee?
	
	
	
	

	8
	Does the system track intermittent leave including number of days and hours absent?
	
	
	
	

	9
	When employees are on LOA/FMLA, does the system track unpaid weeks for employees health/dental/life benefits?
	
	
	
	

	10
	Does the system have features to administer Section 125 plans?
	
	
	
	

	11
	Does the system permit for online benefits enrollment?
	
	
	
	

	12
	If the system permits online benefits enrollment, can it build scenarios for tax savings for employees?
	
	
	
	

	13
	Does the system require programming to set up benefit plans, or are configurable screens provided for benefits users to manage themselves?
	
	
	
	

	14
	Does the system support the collection of carrier identification information for multiple benefits, i.e. Health, dental, supplemental life insurance, etc?  (e.g. name, address, account numbers)
	
	
	
	

	15
	Does the system support the collection of dependent information?  (e.g. dependent name, SS#, birth date etc.)
	
	
	
	

	16
	Does the system support the collection of dependent addresses and phone numbers?  Are these unique to each dependent?
	
	
	
	

	17
	Can the system automatically calculate dependent age and eligibility for variety of benefits?  
	
	
	
	

	18
	Can the user override default calculations or allow exceptions?
	
	
	
	

	19
	Does the system automatically update benefit data based on date changes, salary changes and/or eligibility changes?
	
	
	
	

	20
	Does the system track COBRA eligibility and enrollments? 
	
	
	
	

	21
	Can the system automatically generate a list of COBRA participants?
	
	
	
	

	22
	Can the system generate COBRA letters?
	
	
	
	

	23
	Can the system generate COBRA coupons and amounts due/balances?
	
	
	
	

	24
	Does the system support retirement benefit eligibility and enrollments by rules specified by user?
	
	
	
	

	25
	Can the system generate retirement letters?
	
	
	
	

	26
	Can the system generate retirement coupons and the amounts due/balances?
	
	
	
	

	27
	Does the system produce HIPAA plan certificates?
	
	
	
	


4.1.6  Security, Access & Edits

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Does the system provide role-based security?
	
	
	
	

	2
	Are there access privilege controls?  If yes, are they customer-definable? 
	
	
	
	

	3
	Does the system provide audit trails?  If yes, for what functions and edits?
	
	
	
	

	4
	Can the system provide read-only access at the field and user level?
	
	
	
	


4.1.7  Reports, Forms & Printing

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Please provide a list of all standard reports.
	
	
	
	

	2
	Are report results exportable to Microsoft Office Applications?
	
	
	
	

	3
	Is there a custom report writer feature?  Please describe or list if third party application.
	
	
	
	

	4
	If there is a custom report writer feature, how much training is required for a typical MS Office user? 
	
	
	
	

	5
	Does the system generate letters?  If yes, for what purposes?  
	
	
	
	

	6
	Can letters be generated based on the following?

Events (rule-based)

Selection reports

On demand
	
	
	
	

	7
	Can the database be accessed using standard Microsoft tools such as Excel and Query?
	
	
	
	

	8
	Are there any labor analysis tools?
	
	
	
	


4.1.8  Interfaces, Remote Access, and On-Line Help

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Does the payroll system interface with:

- General Ledger products

- Payroll products 

- Time & Attendance

- Staffing & Scheduling

If yes, please itemize to which product and list the corresponding vendor.
	
	
	
	

	2
	Can the product be web-enabled for remote access purposes?  If yes, please describe how.
	
	
	
	

	3
	Does the product have on-line help documentation available?  If yes, please describe.
	
	
	
	

	4
	If yes, can the on-line documentation be copied and edited?  If yes, please describe.
	
	
	
	


4.2  Payroll

4.2.1  General

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Is Payroll combined with an HR application or is it a separate application?
	
	
	
	

	2
	Can the system support multiple entities?  What is the limit?
	
	
	
	

	3
	Does the system support varying pay cycles?
	
	
	
	

	4
	Does the system support multiple payrolls?  If yes, with varying pay cycles?
	
	
	
	

	5
	Does the system have any time and attendance capabilities?  If yes, please explain.
	
	
	
	

	6
	Is the system a user defined rules based system?
	
	
	
	

	7
	Is the system completely available for keying and reporting during all phases of the payroll process?  If not, please describe the system capabilities and limitations.
	
	
	
	

	8
	Please explain the overall workflow for the payroll process.
	
	
	
	


4.2.2  Time Record

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Is there a limit to the number of earnings that can be entered onto a time record?
	
	
	
	

	2
	Is the time record entry process manual or automated through the following?  Please explain.

- Swipe Cards

- Telephones

- Other
	
	
	
	

	3
	Can time record “templates” be created to decrease data entry?
	
	
	
	

	4
	Can the system handle an edit to an employee’s payroll data without generating a new time record?
	
	
	
	

	5
	Can corrections be easily made to incorrect time record hours, departments, etc?  
	
	
	
	

	6
	Will the system allow overrides at entry of data for? 

- Rates

- Taxes

- Deductions 
	
	
	
	

	7
	Will the system allow negative numbers to be entered or calculated?
	
	
	
	

	8
	Can restrictions by user be defined to limit payroll data editing?
	
	
	
	

	9
	Is there an audit trail provided for all edits to the time record?
	
	
	
	


4.2.3  Wages & Earnings/Payroll Computation

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Can the system record multiple positions and their earnings? 
	
	
	
	

	2
	Can the system calculate wages based on rate changes implemented during a pay period?
	
	
	
	

	3
	Can the system track secondary job earnings, costs, etc…separately from primary job earnings, costs, etc by department?
	
	
	
	

	4
	Can the system automatically calculate retroactive pay increases? 
	
	
	
	

	5
	Can retroactive pay due to raises be calculated separately between primary and secondary jobs?
	
	
	
	

	6
	Does your payroll software have the capability of calculating regular rate based on multiple pay methods and periodic stipends/bonuses retroactively?
	
	
	
	

	7
	Have the ability to calculate pay based on multiple rates for one position including daily rate, hourly rate, bi-weekly rate, additional work rate, jobcode-specific rates, inflated holiday rates?
	
	
	
	

	8
	How does the system handle adjustment to wages for pre-tax refunds?  Is there an audit trail for this?
	
	
	
	

	9
	How are earnings set up? Are they standard or user defined?  (e.g. regular, OT , shift differentials/rates)
	
	
	
	

	10
	Can rate adjustments be made on either a percentage or a dollar value basis?
	
	
	
	


4.2.4  Accruals

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Is data time sensitive for salary and benefit updates?
	
	
	
	

	2
	How does the system handle accrued earnings and benefits?  (e.g. vacation, holiday, sick time with accrual formula’s on HR system)
	
	
	
	

	3
	Are payroll accruals supported?  Please explain how they are handled by the system.
	
	
	
	

	4
	Can the system handle vacation accrual maximums based on the following?

- Anniversary dates

- Fair labor standards

- Union category

- Position control number
	
	
	
	

	5
	Can the system accrue differently based on the following?

- Job code

- FSLA status

- Full Time/Part time

- Union status

- Seniority date
	
	
	
	

	6
	Is the system capable of deducting accruals for different reasons and then banking them for later deduction? Example: Certain employees are eligible to participate in a “sick bank” where they donate a sick day. The days are then put aside in a bank that several individuals participate in and can withdraw from if approved. This bank needs to be accessible for assessment. 
	
	
	
	

	7
	What are the options for handling benefit accrual maximums?
	
	
	
	


4.2.5  Deductions

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Does the system administer and control mandatory and elective deductions for all employees?
	
	
	
	

	2
	How are mandatory deductions such as FICA, MEDICARE, FED and STATE calculated?
	
	
	
	

	3
	Are mandatory deductions such as FICA, MEDICARE, FED and STATE table based?
	
	
	
	

	4
	Can mandatory deductions such as FICA, MEDICARE, FED and STATE be future dated for new regulations/rates?
	
	
	
	

	5
	Are there global rate changes for deductions or salaries?
	
	
	
	

	6
	Is there a limit to the number of deductions an employee can have?
	
	
	
	

	7
	How are deductions calculated by?

- Percentages

- Flat dollar amounts

- Formulas
	
	
	
	

	8
	Can deductions be future dated?  If yes, with stop and start dates?
	
	
	
	

	9
	Federal and State Requirements
	
	
	
	

	10
	Can the system generate W-2 and other state reporting forms? If yes, by what media? 

- FTP

- Tape

- Electronic
	
	
	
	

	11
	Can the system generate quarterly earnings data? If yes, by what media?

- FTP

- Tape

- Electronic
	
	
	
	

	12
	How are state and/or federal requirement changes handled?  

· Proactively monitor changes and deliver software updates to customer without request. 

· Retroactively and must receive a request from customer specifying software functionality and changes needed.
	
	
	
	

	13
	Do you charge for these software changes?  If yes, please explain charge structure.
	
	
	
	


4.2.6  Check Production

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Can the system print the payroll checks?
	
	
	
	

	2
	Can the check stock have preprinted check numbers?  Can blank check stock be used?
	
	
	
	

	3
	What options for authorized signature on checks are supported?
	
	
	
	

	4
	Does the system support a standard pre-defined check, or choice of checks from several formats? 
	
	
	
	

	5
	Will the system allow for easy customer modifications to create a custom payroll check?  If not, is there a charge to create a custom check by the vendor?  
	
	
	
	

	6
	Can the user have one check format or multiple payroll check formats?
	
	
	
	

	7
	Is there a void check or reprint checks functionality?  
	
	
	
	

	8
	Does the system support production of paychecks on demand?
	
	
	
	

	9
	If errors occur while printing checks, how are they restarted?
	
	
	
	

	10
	What auditing tools are provided with check run? (e.g. staff rosters, reports etc.)
	
	
	
	

	11
	Does the system support both electronic and manual check reconciliation?  
	
	
	
	

	12
	Does the system automatically generate adjustments to payroll register, employee record and general ledger for voided checks?
	
	
	
	


4.2.7  Direct Deposit/EDI

	
	Requirement
	Y
	N
	C     F
	Describe how you meet this requirement

	1
	Does the system support direct deposit? If yes, by what media?

- FTP

- Tape

- Electronic
	
	
	
	

	2
	How is direct deposit handled?
	
	
	
	

	3
	Does the system generate direct deposit advice?
	
	
	
	

	4
	Is there a limit to the number of following?

- Direct deposit banks

- Direct deposit accounts
	
	
	
	

	5
	Can the system split net pay between direct deposit and the check issued for any employee?
	
	
	
	

	6
	Can direct deposit data be recreated if error with creation or transmission?
	
	
	
	

	7
	How are pre-notes handled?
	
	
	
	

	8
	Can pension data be sent electronically?  If yes, what types of data transmission is available?
	
	
	
	


4.2.8  History, Data Backup and Recovery, Security, Integration

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	What backup and recovery capabilities are built into the system?
	
	
	
	

	2
	Can a file be generated from back up and sent to an alternate site for check production?
	
	
	
	

	3
	Is there a way to view payroll history online by?

- Employee

- Department
	
	
	
	

	4
	Can history be viewed on line for multiple years?
	
	
	
	

	5
	Can individual employee’s vacation/ holiday/ sick time balances be viewed on-line and/or printed?  
	
	
	
	

	6
	Can payroll checks be viewed on line?
	
	
	
	

	7
	Are vacation balance reports available to employees/managers to show how balances were calculated?
	
	
	
	

	8
	Can payroll data be imported/exported to other applications? (e.g. Excel, Word)
	
	
	
	

	9
	What security is built into the system?
	
	
	
	

	10
	Does the system provide audit trails?  If yes, for what functions?
	
	
	
	

	11
	Does the system support confidential payrolls?  
	
	
	
	

	12
	If the system supports confidential payrolls what differentiates confidential payroll from regular?  Please provide brief example.
	
	
	
	

	13
	Are there access privilege controls?  If yes, are they customer-definable?  If yes, please explain.  (e.g. by payroll, department, position, etc.)
	
	
	
	

	14
	Does the system allow access to individual employee’s vacation/holiday/sick time balances? If yes, both available and taken?
	
	
	
	

	15
	Can department managers access individual employee’s vacation/ holiday/ sick time balances?  If yes, are they restricted to just their department?
	
	
	
	


4.2.9  Reports, Forms, & Printing

	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Please list all standard reports.
	
	
	
	

	2
	Are reports sorted by the following? 

- Calendar year 

- Fiscal year

- Check Date
	
	
	
	

	3
	Does the system provide an easy custom report writer for payroll data?  
	
	
	
	

	4
	If custom report writer is provided, how much training is required for a typical MS Office user?
	
	
	
	

	5
	Is training for the report writer done on-site?  
	
	
	
	

	6
	If no report writer is provided with the system, will it interface with other vendor report writers?  Please list vendors.
	
	
	
	

	7
	Does the system provide an “intuitive” reporting/inquiry feature?
	
	
	
	

	8
	Does the system provide the following in both detail and summary format?

- Payroll Registers

- Reconciliation reports
	
	
	
	


4.2.10  Remote Access and On-Line Help
	
	Requirement
	Y
	N
	C  F
	Describe how you meet this requirement

	1
	Can the product be web-enabled for remote access purposes?  If yes, please describe how.
	
	
	
	

	2
	Does the product have on-line help documentation available?  If yes, please describe.
	
	
	
	

	3
	If yes, can the on-line documentation be copied and edited?  If yes, please describe.
	
	
	
	


5.0  System Design

5.1  Reports and Audits

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Provide real-time information to decision makers.
	
	
	
	

	2
	Provide an error and warning report, which list discrepancies with time punches for all employees for the pay period as defined by the Payroll Administrator.
	
	
	
	

	3
	Provide ad hoc reporting capabilities and the ability to create user-defined queries/reports.
	
	
	
	

	4
	Provide the ability to determine the user that entered or adjusted time entries.
	
	
	
	

	5
	Provide the ability to determine the user that approved time entries.
	
	
	
	

	6
	Provide the ability to view the time that has been entered for audit purposes.
	
	
	
	

	7
	Be able to easily configure or reconfigure other pay such as: split shifts, shift premiums, bonuses, Double Time, Overtime, Holiday, Vacation, Sick and all other AGC recognized pay codes.  
	
	
	
	

	8
	Create a report that displays all forecasted overtime that will occur based on the actual worked hours and the remaining scheduled hours.
	
	
	
	

	9
	Must be able to run reports generated via Crystal Reports report writer.  
	
	
	
	

	10
	Provide an online dashboard to alert a manager when a location is performing outside of tolerable work standards.  
	
	
	
	


5.2  Workflow

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Have easy to use tools for tailoring business processes. Minimal training and no development or vendor resources should be needed to update process templates when business rules or approval/routing requirements change.
	
	
	
	

	2
	Have easy to use tools for tailoring forms used. Minimal training and no development or vendor resources should be needed to update forms when additional data fields are needed on a form.
	
	
	
	

	3
	Accommodate non-PC based employees by making time off requests available from other data collection devices, such as a badge terminal. 
	
	
	
	

	4
	Have a messaging system that is compatible with corporate email or can be used without an email system to notify participants of events.  
	
	
	
	

	5
	Provide the ability to send an electronic notification to Managers/Supervisors when an employee submits a timecard or another type of request for approval.
	
	
	
	

	6
	Provide the ability to notify employees of their request status at the badge terminal/time clock.
	
	
	
	

	7
	Provide the ability to send time-based escalations or reminder notifications for a given task in a process.
	
	
	
	

	8
	Provide the ability to send an electronic notification to employees if their Manager/Supervisor has not approved (rejected) their time off request.
	
	
	
	

	9
	Provide the ability to provide an electronic notification to employees if their Manager/Supervisor has changed their time.
	
	
	
	

	10
	Automatically write approved time off, and other information to the schedule and/or timecard.
	
	
	
	

	11
	Provide workflow capabilities for common employee/manager communications (such as time approval, time off request or shift bidding); employee/HR communications (such as benefits enrollment); employee/employee communications (such as shift swapping); and manager/HR communications (such as salary/position change approvals).
	
	
	
	


5.3  Architecture and Technical Requirements

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Must restrict access to employee data through application security at various levels (e.g. Manager/Supervisor or Payroll Technician or Employee, etc.).
	
	
	
	

	2
	Provide the ability to change security access when an employee is transferred from one entity to another and those changes must be effective immediately.
	
	
	
	

	3
	Transmissions from the web-based application are kept secure
	
	
	
	

	4
	Support function-level security access privileges (some functions may be available to specific user-groups).
	
	
	
	

	5
	Authenticate username and password with existing NT Domain or LDAP server.
	
	
	
	

	6
	Provide password encryption for employee access.
	
	
	
	

	7
	Must protect the database from illegal access.
	
	
	
	

	8
	Provide an audit trail that details and stores edits to an employees time, attendance, and schedule information.  

	
	
	
	

	9
	Must be accessible by the entire workforce – part-time, full-time, mobile, permanent, contingent, hourly and salaried workers must all have access to self-service applications and be able to participate in timekeeping and other business processes.
	
	
	
	

	10
	Must be optimized for access and usability by role – for example, decision-making tools for managers must be robust and intuitive, and reporting tools for the masses must be easy to learn and available on thin-client (and even “no-client”) devices.
	
	
	
	

	11
	Must provide the ability to update set-up tables and have the changes reflected immediately for time entry and processing.
	
	
	
	

	12
	100% Web-based to facilitate self-service time entry, scheduling and approvals.
	
	
	
	

	13
	Compatible with SQL architecture.
	
	
	
	

	14
	Use popular web technologies/architecture
	
	
	
	

	15
	Support Apache and/or IIS web servers (minimally)
	
	
	
	

	16
	Shall have online and batch reporting functionality.
	
	
	
	

	17
	Must be easily scalable with a storage space/capacity required for at least 250,000 employees.
	
	
	
	

	18
	Database application must support both Microsoft SQL Server and Oracle, and easily scale to over 200,000 employees.  Provide results of scalability testing.  
	
	
	
	

	19
	Must have record management capabilities, and provide easy access to archived records.
	
	
	
	

	20
	Must have ability to promote business rules from a test system to production and indicate when they should take effect.
	
	
	
	

	21
	Vendor shall provide the detailed minimum technical specifications for the proposed solution.
	
	
	
	

	22
	The solution must ship with complete system documentation, including “how to” guides for managers and employees, as well as database views and reference guides for system administrators.  
	
	
	
	

	23
	All user interfaces must be designed for inexperienced computer users.  
	
	
	
	


5.4  Integration

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Provide the ability to export correctly calculated pay data to payroll for multiple pay periods.
	
	
	
	

	2
	Provide the ability to import employee master file data from other HR or Payroll systems, such as job class, pay rate, pay code, etc. 
	
	
	
	

	3
	Regularly import “updates” for employee master file data. 
	
	
	
	

	4
	Provide the ability to export information to be used by other Back Office systems (i.e. Labor Scheduling, etc.)
	
	
	
	

	5
	Include bi-directional interface tool
	
	
	
	

	6
	Provide interface templates to HR and Payroll systems
	
	
	
	

	7
	Provide ability to interface with accounting software and state board of accounts specific rules
	
	
	
	

	7
	Provide real-time integration via XML-based APIs
	
	
	
	

	8
	Demonstrate experience integrating with HR and Payroll applications
	
	
	
	


5.5  Customization

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Must be “out-of-the-box” solution, requiring no customer-specific customization to application code (and thus hindering future upgrades) in order to accommodate our pay rules and business requirements
	
	
	
	

	2
	Must have ability to upgrade to new version without major consulting engagement
	
	
	
	

	3
	Must be flexible  to accommodate pay rules and new FLSA laws without customization or major consulting engagement
	
	
	
	

	4
	Must be easily configurable so customer personnel can maintain and update system without aid of external consultants
	
	
	
	

	5
	Must utilize XML-based APIs for integration and product extensions so as to prevent rev locking.  
	
	
	
	


6.0  Service Requirements

6.1  Maintenance and Support

Explain how your organization will meet the following requirements:  

6.1.1 Maintenance

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Can you provide self-installable product updates and service packs via CD or downloadable over the internet?
	
	
	
	

	2
	Solution must be designed to minimize vendor service hours required to maintain and upgrade system.  Explain how.  
	
	
	
	

	3
	Are product updates and enhancements released on an annual schedule?  
	
	
	
	

	4
	Do you have a customer website and newsletter that communicate product news and updates?
	
	
	
	

	5
	Do you provide an annual review of maintenance services by a dedicated support representative?
	
	
	
	

	6
	Are product updates and upgrades mandatory when a new version is released?
	
	
	
	


6.1.2 Global Support

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Is software and hardware (terminals) support provided from a single vendor?
	
	
	
	

	2
	Do you have telephone, email, and internet based customer support?
	
	
	
	

	3
	Is support offered 24/7/365?  
	
	
	
	

	4
	Do you provide a two hours or less response commitment?
	
	
	
	

	5
	Can we track open support cases through the customer support website?
	
	
	
	

	6
	Do you have a remote support center that can access our environment for remote troubleshooting if necessary?
	
	
	
	

	7
	Do you provide customizable online help system for the software?
	
	
	
	

	8
	Is there “live chat” capability via the internet with vendor support personnel?
	
	
	
	

	9
	Will we have web-based access to all product documentation?
	
	
	
	

	10
	Does support contract include the ability for our employees to acquire advanced knowledge of applications through self learning on customer website, i.e. via online knowledgebase, online documentation, FAQs, web meetings, recorded training sessions, etc.?  
	
	
	
	

	11
	Can we be assigned a dedicated support technician?
	
	
	
	

	12
	Do you communicate best practice tips through regular web meetings or newsletters?
	
	
	
	


6.2  Implementation

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Provide a sample project plan.
	
	
	
	

	2
	Describe the qualifications and structure of your implementation team.
	
	
	
	

	3
	Services must be provided by the original software and terminal manufacturer.    
	
	
	
	

	4
	Vendor must provide flexible implementation options to accommodate customer timeline and desired support.
	
	
	
	

	5
	Provide evidence of phased implementation methodology
	
	
	
	

	6
	Project management, configuration, technology consulting, testing, and training from single vendor
	
	
	
	

	7
	Provide change management consulting to improve employee adoption
	
	
	
	

	8
	Provide evidence of service organization with extensive experience (i.e. hundreds of implementations a year) implementing the proposed solution.  
	
	
	
	

	9
	Provide percentage of customers that have required custom coding during implementation
	
	
	
	


6.3  Consulting

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Provide tenured expertise with the knowledge of how similar organizations operate in order to minimize implementation time and foster software acceptance 
	
	
	
	

	2
	Provide change management services to aid in preparing and planning for the system implementation to gain employee acceptance, manage costs, and ensure the smoothest possible deployment of the new systems and processes.  
	
	
	
	

	3
	Provide efficiency roadmap to focus on saving the organization time and money by changing or eliminating human resources and payroll processes.
	
	
	
	

	4
	Describe how your consultants posses the labor management experience needed to help us balance organizational goals and the needs of a diverse workforce.   
	
	
	
	


6.4  Training

Explain how your organization will meet the following requirements:  

Y = Yes, N = No, C = Custom, F = Future

	
	Requirement
	Y
	N
	C F
	Describe how you meet this requirement

	1
	Do you provide different learning paths for employees based on each employee’s specific role?
	
	
	
	

	2
	Do you have a brochure with  detailed descriptions of all classes available?
	
	
	
	

	3
	Do you provide advanced courses in related applications, such as Oracle, SQL, Crystal Reports, etc.?  Describe the classes offered.
	
	
	
	

	4
	Do you offer a variety of training delivery options, such as live instructor classroom training, onsite training, train-the-trainer, internet based courses, self-paced tutorials?
	
	
	
	

	5
	Provide evidence of qualified instructors with more than one year experience training users on the proposed application.
	
	
	
	

	6
	Do you have a certification process in place for trainers to guarantee quality of delivery?  Describe this certification process.
	
	
	
	

	7
	Do you have regional training facilities close to all our locations?
	
	
	
	

	8
	Can we purchase a license to customize and teach the courseware so that our internal training staff can train employees?
	
	
	
	

	9
	Do you offer live, internet-based training for the system?
	
	
	
	

	10
	Do you provide different learning paths for the various sets of employees that will require training (i.e. Department Manager/Administrative Assistant, System Administrator, Configuration Specialist, IS Specialist, Employee, etc.)
	
	
	
	

	11
	Do you offer educational consulting to develop a custom training program based on our unique training needs?  
	
	
	
	

	12
	Do you offer custom development of training materials to accommodate our internal terminology and processes?
	
	
	
	

	13
	What options are in place to minimize the cost of training employees across our geographically dispersed locations, while also meeting our aggressive timeline for project completion?
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