Web Time Entry Follow Up Meeting – Enrollment & Student Services
Meeting Notes:  Web Time Entry Follow Up – Enrollment & Student Services
Date and Time:  17 January 2007, 10am
Location:  Lone Star North Conference Room
Agenda:
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III. Suggestions / Features needed to improve program

IV. Problems with Web Time Entry Pilot Program

V. Questions regarding Web Time Entry / Oracle

VI. Compliments regarding Web Time Entry

VII. New Hire Plus Program

VIII. W-2
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Celina A. Gilpatrick
I. Introduction:  Michael Outhabong
· Program Status Update

· Payroll and Information Technology have met on the Go Live date, and based on feedback received, 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. Information 
· Payroll: Your supervisor can check the status of your timecard and ensure all employees are updating their timecard weekly or daily.  For testing and convenience, we are recommending that employees work on their timecard weekly.

· Michael Outhabong: Look at the other tabs and functions available to you through the Web Time Entry Program, and let us know how we can improve.

· Michael Outhabong: In a previous meeting, someone suggested that training be held in Spanish.  We feel that this is not a service that can be provided at this time because we do not have the resources to spend.  However, if anyone is interested in volunteering, please let me know.

III. Suggestions / Features needed to improve program
· Suggestion:  Information regarding the program should be available for hourly employees.

· Response:  It is.  Please direct them to www.utpa.edu/oracle24-7 where they can view a manual specifically made for those using the time entry program.  They can be found under “Training and Support” by clicking on the Time Entry Program link.

· Suggestion:  Weekends should be a different shade so that it is easy to distinguish between work days, similar to how holidays are in red.

· Response: We are working with a generic outline, changes may be made later.  We will check in to it and work with a general consensus.  

· Payroll:  We feel it is important that everything look the same because many employees, especially in physical plant, work on the weekends.

· Suggestion:  Notify supervisor when timecard needs to be approved.

· Response:  We will work on it and see if it is possible.  Email notifications are part of Oracle Phase II.

III.  Problems with Web Time Entry Pilot Program
· Problem:  Vacation and sick leave hours are wrong

· Response:  We will look into it.  

· Payroll:  It is a glitch we are working on.

· Problem:  I submitted a timecard and my supervisor received it a week later.

· Response:  Please let your supervisor know that approvals should not be made from notifications.  Your supervisor needs to check EIS Timecard Approver.  

· Problem:  My supervisor was logged off when he clicked approve.

· Response:  We were aware that when portal was clicked on it was logging people off, but will check into this problem.  Approving through Oracle notifications may be causing the problem.

· Problem:  My supervisor is not able to approve my timecard.  The timecard was created, but an error message was received.  I have already contacted the Help Desk, and the problem was resolved.

· Response:  Go through the manual, it is very detailed and should help answer any questions with the program.  If you are having a technical problem, please call ext. 2020.  If you are having a functional issue, please send an email to oracle-payroll@utpa.edu and we will work with EIS to fix the problem.

· Problem:  My work study resigned in September, and I completed the termination notice when we received her resignation, but I am still receiving ten notifications from HR to update her contact and hire information.

· Response:  There may have been complications with the termination.  Please contact HR.

IV. Questions regarding Web Time Entry / Oracle
· Question:  Does the program work the same for hourly employees and staff?

· Answer:  No, hourly employees will enter their hours worked.  The system will take care of all calculations and checks for overlapping times.  

· Question:  Will students have enough space to indicate their in and out times?

· Answer:  They should as 3-4 slots are available.

· Question:  When will we be able to approve timecards through notifications?

· Response:  We are still testing the application.  It was working yesterday, but we are still monitoring it.

· Question:  In Oracle, I accidentally typed in the wrong requisition number and was given another employees travel information.  Should we be able to get others information so quickly?

· Response:  I will report the problem to production development.  

· Question:  My supervisor is not in the system, how can we add him?

· Response:  Please have your supervisor email Human Resources.

V. Compliments regarding Web Time Entry
· Compliment:  The program is very user friendly.
· Compliment:  Our work study students are excited to hear about the program and like the idea of not having to calculate their hours.

· Compliment:  The program is fast and easy, but I would like more time to work with it.  The extension will help.
VI. New Hire Plus Program

· Project Overview

· We are working to automate the hiring process.  Later, HR will only have to click approve and all the employees information will already be in the system.  
· We are planning to have one form for all hires no matter the position.  Once the MOE has been approved, the program will send reminders via email to expedite the process.  
· A letter will be mailed to the employee and supervisor with all log in information and passwords.  
· A pilot program is scheduled to start in April, if you are interested in working with the program, please email Nancy Smith.

· Feedback and requested additions has prompted a phase approach.

· Go live date is set for May 2007.

VII. W-2

· Printed copy will be mailed home.  
· Once it is mailed it will be available online through Oracle Self Service.  
· We are not sure of the exact date the form will be mailed, but my law it will be mailed by the end of the month.  
· The online form will not include the consent form, but according to the Oracle Handbook, it is an official document.

· Question:  Will waged reconciliation be available?

· Response:  (payroll) We will ask, but it should be.
