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II. Suggestions / Features needed to improve program
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IV. Questions regarding Web Time Entry / Oracle

V. New Hire Plus Program
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I. Introduction:  Michael Outhabong
· Program Status Update

· Payroll and Information Technology have met on the Go Live date, and based on feedback recieved, we have decided to take a phase approach.  

· The first launch is set for March 1, allowing for all hourly employees (work study and direct wage) and their time card approvers.

· We are estimating 1400-1500 hourly employees starting March 1.

· Time card approvers and their approvers will have access to enter time and approve their staff’s timecards.

· All other employees should begin with the program during the summer.

· Training will begin mid February and will take the train the trainer approach where payroll will train and support a select few people from each department.  Then those trained will be responsible for training and providing the first line of support for their department.  We encourage those familiar with the program to help others.  

· We are currently working on detailed schedule which should be available later this week.

· .

II. Suggestions / Features Needed

· Features Needed:  Training material in Spanish.

· Response:  Payroll / Information Technology / Human Resources are working together to ensure there are internal resources and better training.

· Suggestion:  Spanish speaking people need basic training on simple computer functions such as how to use a mouse and navigate online.

· Response:  We will look into organizing something in Spanish.  Volunteers needed for translating.  

· Suggestion:  Program needed to search using name for employee numbers.  Needed especially for staff like Kendle who needs to verify employment before assigning keys.

· Response:  This function is not currently available.  There is not an area where employment information is open to the public because of security issues. 
III. 
Problems with Web Time Entry Pilot Program

· Problem:  System will not approve the use of overtime hours.  The hours are shown as overtime in the system, but employee is not able to use them.

· Problem:  Employee transferred from other department, and the system still shows old supervisor.

· Response:  If you know staff is changing contact HR directly, and ask for information update.

· Problem:  Change to assignment.  

· Response:  Product still needs to be revamped.  Only latest timecard will be processed.  Other information will need to be submitted manually.

· Problem:  Vacation hours are also being added to sick leave.

· Response:  Send email to oracle-payroll@utpa.edu
IV. Questions regarding Web Time Entry and Oracle
· Question:  Will we be able to include full time staff to pilot program?

· Answer:  Only if they are a supervisor.  We are looking to add all employees during the summer.  If they are a work study or direct wage supervisor, they will start the program 3/1/2006, and have full access to the program. 

· Question:  Who should be contacted payroll or HR for questions regarding the technical program problems?

· Answer:  Email oracle-payroll@utpa.edu.  If there are any problems with personal information or job updates, please contact HR.  Questions regarding pay dates or manual time entry problems should be forwarded to payroll.
· Question:  When will training begin for those that Go Live in March?

· Answer:  We will train whoever is chosen as a departmental trainer, and they will help others within the department.  Most likely training will start mid February.  However, not everyone will start in March, so there will be more training held later on.  Start thinking who you would like to be your departmental trainer.  They will not only be training but also supporting, so your department trainer will be available for help.

· Question:  What does “the rest” mean?

· Answer:  All other employees, exempt and non-exempt will go live sometime this summer.  Supervisors will go live 3/1/2007 with the hourly employees and will be able to have full use of the program.

· Question:  How can we get access to look at work study information?

· Answer:  We are having a vendor coming in to discuss tightening security, and we will be working on checking payroll status in Phase II of Oracle.  We don’t want to mirror Legacy, but there were some benefits to the program we need now.

· Question:  Does anyone have access to HR Self Service?

· Answer:  Yes, all employees.

· Question:  Will W-2 be accessible online?

· Answer:  Payroll is sending a printed copy.  An online function will be added after the copy is mailed.

· Question:  Do work study have Oracle account?  If so, who gives information?  I’m a supervisor, and I don’t know about their accounts.

· Answer:  Everyone should have an account.  Contact Human Resources, they enter the MOE, and should have sent information of employment to IT so that an account can be created.  If you find your staff needs additional access other than Self Service, the appropriate forms must be filled out.  If your work study do not have access, call ext 2020.  They may not know they have access.

V. New Hire Plus Program

· Support staff will be able to initiate.  All online starting 5/1/2007.  Once an MOE is approved, log in names and passwords will automatically be generated.  Pilot program begins April 10, 2007, please let me know if you are interested in working with the pilot program.
