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Introduction

This document summarizes the initial Human Resources information system requirements workshop dealing with the Personnel Process held on Monday, May 7, 2001.  The first section is a matrix of HRIS requirements and their applicability to certain environments (e.g. academic or staff; campus or corporate).  The matrix encompasses the new or enhanced system requirements discussed in the workshop.  The data fields currently captured in PPS including those in development (e.g. online merits) are assumed to be default requirements of any replacement system.  Additionally, existing functionality that supports other HR office processes (e.g. Applicant Tracking, Academic Personnel System) will continue to be a requirement.  The second section, the opportunities for improvement, outlines areas for potential process improvement that came to the forefront during the Personnel Process Workshop.

System Requirements Matrix

	System Requirements
	Academic, Staff, Medical, or General
	Campus, Corporate, or Both
	Workflow Opportunity
	Priority Level*
	Comments

	1. Employee Data

	1.1. Capture multiple addresses for employees
	General
	Both
	
	High
	Includes physical and electronic address types such as home, mailing, campus, e-mail, etc.

	1.2. Identify critical positions and capture background check data for employees
	General
	Both
	
	High
	

	1.3. Capture language spoken data for employees
	General
	Campus
	
	Low
	Primary language, as well as others

	1.4. Capture organizational structure and working relationships data (e.g. reporting relationships, roles, titles)
	General
	Both
	
	Medium
	

	1.5. Capture appointment data (e.g. separation, multiple appointments, re-appointments)
	General
	Both
	
	Medium
	Required for AA/EEO reporting

	1.6. Capture license and certifications/degrees
	General
	Both
	
	Medium
	

	1.7. Capture Union data (e.g. multiple units, who pays dues vs. agency fee, eligibility for representation)
	General
	Both
	
	High
	

	1.8. Capture AA/EEO data (FOC, job family, job groups)
	General
	Both
	
	High
	Currently each campus keeps a shadow system

	1.9. Capture and calculate leave accrual/sabbatical accrual data and balances
	General
	Campus
	
	High
	

	1.10. Capture leave of absence/FMLA data (e.g. multiple leaves, limited responsibility, ASMD, early return)
	General
	Both
	
	High
	Need to calculate partial pay and leave when pay period and work period are not aligned

	1.11. Capture salary/job/personal history for employees
	General
	Both
	
	High
	Personnel actions and reasons differ between Staff and Academic

	1.12. Capture working titles data (e.g. multiple titles, special assignments)
	General
	Both
	
	Medium
	Academic needs to know when course relief is provided for additional duties performed without additional pay

	1.13. Capture layoff data (e.g. seniority points, retirement credits, who is subject to layoff, recall)
	General
	Both
	
	High
	Current system does not handle all of this. 

	1.14. Capture performance evaluation tracking data (e.g. salary review dates, completion of probationary status)
	General
	Both
	Yes
	High
	Generate reminders/notices, track completion, establish next review date

	1.15. Track performance evaluation versus salary increases
	General
	Both
	
	Medium
	Need percentage and rankings for Union.  Need to track for incentive pay programs

	1.16. Capture training administration data (e.g. employee training history, $ spent on training, employee requests for training)
	General
	Both
	Yes
	Medium
	Needed for tracking union, contractual training requirements, & environmental health and safety requirements.

	1.17. Capture skills/knowledge/abilities data for employees (would like a self service model for tracking skills)
	General
	Both
	
	Low
	Intense effort to keep this data up to date—heavy volume of data, changing often

	1.18. Capture deductions and leave balances (e.g. deduction type, YTD, balances, limits, program participation)
	General
	Both
	
	High
	

	1.19. Capture special academic data (e.g. 8 year limit, unit 18, time at rank and step)
	General
	Both
	
	High
	Essential for determining eligibility for review

	1.20. Capture non-US citizen data
	General
	Both
	
	High
	Need to track an individuals events, status, and workflow of Visa process

	1.21. Capture awards/honors data (e.g. Phi Beta Kappa, IAP’s incentive)
	Academic
	Campus
	
	Medium
	Used in reporting for accreditation and faculty biographies and bibliographies

	1.22. Capture grievance /disciplinary data (e.g. first and second level, level of resolution, length on record, response times by bargaining unit)
	General
	Both
	
	High
	Differs on academic side because of the academic senate

	1.23. Capture termination actions (e.g. I4 separation, death)
	General
	Both
	
	High
	Need a standard period of time of inactivity before system separates employee

	1.24. Capture job description/title codes (link descriptions to people)
	General
	Both
	
	Medium
	Needed for compensation, history, and uniformity across job groups.  Hiring should not be driven by position control.

	1.25. Capture employee health data (e.g. physicals, shots, JCAHO, ongoing medical checks)
	General
	Campus
	
	Medium
	Particularly important in medical centers

	2. Time and Attendance

	2.1. Capture time usage (e.g. productive, non-productive, leave usage)
	General
	Both
	
	High
	Need a link between HR and payroll to flow both ways

	2.2. Capture exempt and non exempt tracking (full time versus part time, split appointments, overtime pay)
	General
	Both
	
	High
	Overtime pay differs for academic, staff, and medical

	2.3. Capture vacation data (e.g. balance maximums, accruals, alternate holidays, aging premium comp time)
	General
	Both
	
	High
	Different paid time off policies exist based on local policies

	2.4. Capture employee shift data (e.g. shift differentials, on-call, floating, employees assigned to multiple facilities)
	Staff
	Campus
	
	High
	Particularly applicable to medical centers.

	2.5. Capture effort reporting data
	Academic
	Campus
	
	High
	A21 Reporting

	2.6. Approval process for employee time
	Staff
	Campus
	Yes
	High
	

	2.7. Ad-hoc reporting to analyze data for trends and to monitor abusers
	General
	Both
	
	Low
	

	2.8. Accommodate critical campus initiatives (e.g. smart cards)
	General
	Campus
	
	Medium
	

	3. Salary Actions

	3.1. Accommodate the difference between appointment and payment distributions.
	General
	Both
	
	High
	HR may be only interested if they are 100% employed; whereas payroll is interested if they are being paid 50% from one fund source and 50% from another

	3.2. Handle retroactive merit increases
	Staff – multiple years

Academic 
	Campus
	
	High
	Need the job history of the employees to determine what salary the merit increase is applied to, and how it effects subsequent salaries

	3.3. Handle separate initiation process for academic and staff merits by eligible populations
	General
	Campus
	
	High
	Academic process is more labor intensive (many levels of review and approval).  Staff process is more perfunctory (performance evaluation).

	3.4. Calculate the next merit date and approve merits electronically
	Staff

Academic
	Both
	Yes
	Medium
	

	3.5. Ability to have a merit that is a zero dollar increase
	General
	Both
	
	High
	Need to record a zero dollar merit for control purposes

	3.6. Ability to apply range increases to a specific population on the database
	General
	Both
	
	High
	No current automated way to recalculate the new off-scale salary based on the rules on the academic side

	3.7. Capture multiple simultaneous range adjustments and show them as separate increases
	General
	Both
	
	Medium
	

	3.8. Ability to accommodate prospective and retroactive range increases
	General
	Both
	
	High
	

	3.9. Accommodate plus/minus actions (salary reductions)
	General
	Both
	
	Medium
	

	3.10. Capture lump sum increase data
	General
	Both
	
	High
	Same requirements as range and merit.  May need options on interface with retirement system required if lump sum needs to be broken out monthly

	3.11. Record salary actions such as promotion/demotion /lateral, reclassification data
	Academic

Staff
	Both
	
	High
	Academic – promotion matches merit process (same position)

Staff – promotion is like getting a new job

	3.12. Capture career evaluation data
	Academic
	Campus
	Yes
	Medium
	Mandatory review every 5 years, but can be deferred.  If deferred, it must be tracked.  Unit 18 has rule that will be difficult to automate

	3.13. Capture other salary information (e.g. medical comp plans, consulting, summer salary, stipends, honorariums, medical school compensation) 
	Academic

Medical
	Campus
	
	High
	

	3.14. Ability to connect personnel actions and salary action
	General
	Both
	
	Medium
	Needed for AA/EEO, as well as other reports

	4. Recruit/Applicant Tracking/Employ

	4.1. Capture AA/EEO data
	General
	Campus
	
	High
	Needed for reporting on applicant flow and reasons why not selected

	4.2. Capture recruit/applicant data (e.g. skills, cost of hire)
	General
	Campus
	
	Medium
	

	4.3. Accommodate job pools where resumes are constantly collected for a position
	Academic
	Campus
	
	Medium
	

	4.4. Workflow enabled for approvals
	Staff
	Campus
	Yes
	Low
	

	4.5. Link with online job vacancy listings
	General
	Campus
	
	Low
	

	4.6. Automated close out at end of process
	General
	Campus
	
	Medium
	Interface with payroll system to update the system with address, phone, etc.

	4.7. Accommodate resume management
	General
	Campus
	
	Low
	

	4.8. Accommodate intercampus activity
	General
	Both
	
	Medium
	Transferring history data from former campus to the new campus

	4.9. Track a person from interview through the hire process
	General
	Campus
	
	High
	For academics, recruiting and appointing are two separate processes that could take several months to go through

	4.10. Ad-hoc reporting for the recruitment cycle (e.g. gender, ethnicity, cost, sourcing)
	General
	Both
	
	Medium
	

	5. Training Skills

	5.1. Capture certification data (renewals, notifications)
	General
	Both
	
	High
	

	5.2. Capture employee development data
	General
	Both
	
	Medium
	Medical centers are required to keep that data

	5.3. Ability to do succession planning
	Staff
	Both
	
	Low
	

	5.4. Ability to generate management reports for bargaining
	General
	Both
	
	Medium
	

	6. Benefits

	6.1. Ability to identify who becomes eligible to enroll electronically and notify those employees
	General
	Campus
	Yes
	High
	Determined by benefits eligibility level indicator (BELI).  Need to give BELI more consistency.

	6.2. Ability to verify dependent status
	General
	Both
	
	High
	Require proof of dependents. Automatically de-enroll children when they reach a certain age

	6.3. Ability to report movement among providers during open enrollment
	General
	Both
	
	Medium
	

	6.4. Ability to charge premiums depending on which campus the employee is located
	General
	Campus
	
	Medium
	

	6.5. Ability to prevent ineligible dependents from being reenrolled
	General
	Both
	
	High
	In current system when an ineligible dependent is deenrolled, they are deleted from the system, leaving no history.

	7. General System Requirements

	7.1. Need security dictating which campus is allowed to see which data
	General
	Both
	
	High
	

	7.2. Need various levels of access to data (privacy concerns)
	General
	Both
	
	High
	Pay data used to determine eligibility for benefits

	7.3. Need data to be accessible to all people across different platforms
	General
	Both
	
	High
	

	7.4. Links to other business systems (e.g. student system, data warehouse, retirement, CPS, directory, staffing list, EDS/UCFY
	General
	Both
	Yes
	High
	


Opportunities For Improvement

1. Creating a single set of Employee Action/Reason Definitions that can be applied consistently across locations, recognizing differences between staff, medical centers, and academic personnel.   

2. Automation of recurring/scheduled tasks such as automatic salary step increases, performance appraisal reminders, and reporting.

3. Development of a consistent set of performance levels to be used across locations, recognizing differences between staff, medical center, and academic personnel

4. Providing visibility of detailed Payroll information to HR to support employee inquiries

5. Elimination of secondary systems of records containing duplicate data, often requiring duplicate data entry. 

6. Development of a self reporting employee development system to track employees’ training classes and certifications system wide, which will allow for better use of resources and succession planning.

7. Take a comprehensive look at how the benefits eligibility level indicator (BELI) is assigned and give it some internal consistency and understandable rules in order to streamline the automatic process of determining who is eligible for benefits. 

8. Improve the tracking of ineligible de-enrolled dependents so that employees can not reenroll ineligible dependents after they have previously been deleted from the system.

9. Automate approval routing using online personnel transaction forms and workflow.
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*High – required to do business today 
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*Medium – can function today without but requires secondary workaround


*Low – not required to do business today but enhances ability to report or manage data 
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