Web Time Entry Departmental Trainers Information Session
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I. Introduction / Project Overview:  Michael Outhabong
· The Web Time Entry project is moving towards getting rid of the paper timecard and putting it online.  It’s a web-based application accessible from any computer with internet access and has build-in workflow for approval.
· A pilot group with over 260 staff and faculty across all divisions, which began in November, has provided Payroll and IT with feedback to improve the application and develop a phase rollout approach.  We will rollout Web Time Entry to hourly employees and their supervisors/timecard approvers on March 1.  Currently there are over 1500 hourly employees and 400 supervisors/timecard approvers.

· Rollout for salaried staff and faculty will occur in the summer months.  A detailed timeline will be distributed once it’s available next week.
· Only direct wage and work study employees will go live with the program this March.  Their supervisors / timecard approvers will have approval access only and will continue to use paper timecard to enter their time.
· Keep checking the Oracle 24-7 website for updates and more information.

II. Roles and Responsibilities
· The idea of the departmental trainers is similar to subject matter experts (SME).  Payroll will train you as departmental trainers how to use the application.  They have been working with the application for the past year and a half and know our business processes best.
· Decision still need to be made whether departmental trainers will have access to Web Time Entry on March 1st due to issues for salaried employees currently being worked.  Management decision is needed.  We will communicate the decision to you once it’s reached.
· You will be training your department, and will be the first line of support. 

· We will be providing your division Executive Assistant with a list of timecard approvers and hourly employees, once the list is available.  They will be responsible to distribute the list to the departments within their division.
· Sandra Mendez, payroll office, shows a quick presentation / run through on application.

· Commercial Break:  Oracle New Hire Plus program is tentatively scheduled to go live in May and will expedite the hiring process and automatically generate log in information.  For more information regarding the New Hire Plus project, please visit the Oracle 24-7 Website.

III. Training
· Training for departmental trainers will begin Monday, February 19 and continue through Wednesday, February 23 in the Academic Services Building.  

· Please refer to the schedule provided today for times, dates, and locations of all trainings.  You can register for a training session online at training.utpa.edu.  If there are any problems with the website, please contact Celina at ext 2013.

· Everyone is required to attend training, and only employees listed as departmental trainers can attend due to limited spaces.
· Please print a copy of the waged and supervisor training manuals for training.

· An email will be sent later today with links to the appropriate manuals.

· If anyone will be training employees in a classroom setting, please contact Michael Outhabong at ext 8725 or Celina Gilpatrick at ext 2013.  We will help you with resources.

III. Questions & Answers / Suggestions
· Question:  Can we have access to departmental employees’ web time entry program?

· Response:  No, only the employee can have access to their account.  A generic training template will be used to ensure your understanding of the application for hourly employees.


· Question (Gloria Gilpatrick):  Can we hear feedback from those in the pilot group?

· Response (Nancy Smith):  The program is easy and fabulous.  It shouldn’t be considered part of Oracle, because it is so simple.  

· Response (Payroll):  There is no need for calculations or bubbling, which are our biggest issues with hourly paper timecards.

· Question:  Are notifications sent through email?

· Response:  No, they are sent through your EiS notifications.  We are working to have the email notification function available at a later date.

· Suggestion:  Can work study use the application as a time clock?

· Response:  Currently, the application does not work that way.  We will put it on our suggestion list.

· Response:  Supervisors are responsible to ensure that the time inputted is correct.

· Question:  Can supervisors monitor what time is being entered?

· Response:  Those listed as the employee’s timecard approver can see the timecard once the employee has submitted his or her timecard.  Departmental trainers will not have this access.  

· Demo - Supervisor application screen displayed

· Question:  What process should be followed to get new hourly employees access to the application?

· Response:  Once the approved MOE is received and entered into Oracle by HR, a list will be sent to Information Technology requesting that the students log in information be created.

· Question:  In the pilot program, were hourly employees paid on time?

· Response:  We resolved any issues that prevented timely pay, and all system wide issues have been addressed.  Any existing issues do not affect hourly employees.  They should be paid on time.

· Question:  Can manuals and other training materials be provided in Spanish?

· Response:  It’s currently not available, but if anyone is interested in volunteering to translate the existing manuals, please let me know.

· Question:  What if others who are not departmental trainers want to attend the meeting?

· Response:  Seating and sessions are limited.  Only those listed as departmental trainers can attend a training session.

· Question:  What about faculty; how will they be trained?

· Response:  ASO’s will handle faculty training.

· Question:  What if a timecard is lost or is not received by the timecard approver?

· Response:  There has never been an issue reported regarding an undeceived timecard through the Web Time Entry application.

· Question:  Can a timecard be printed for our records?

· Response:  Yes, but not necessary.  Records are maintained online.

· Question:  What are the due dates for hourly employees’ timecards?

· Response:  Due dates remain the same.  Hourly timecards need to be approved and submitted to payroll by the first of the month.  Supervisors need to approve the timecards as soon as possible.
· Question:  If there are multiple assignments, will the system check that only 40 hours per week are worked?

· Response:  Yes, the system will add all hours from multiple assignments.

· Question:  How will students distinguish between multiple assignments?

· Response:  The assignments will be listed in long strips, and each strip is unique.

· Question:  How long will a timecard stay in the notifications inbox?

· Response:  Reminders will be sent but expiration has not been set for timecards waiting for approval.
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