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[bookmark: _Toc245259533][bookmark: _Toc223941185]Introduction
[bookmark: _Toc245259534]Motivation for Writing Requirements
The Fermilab Time and Labor System (FTL) is currently deployed to about 1200 monthly employees, and it is soon to be deployed to 900 weekly employees. The reasons to write a requirements document, even though the system is partially deployed are:

1. The requirements are outdated and wide spread in multiple, disconnected documents. It is an attempt to consolidate and clarify the requirements, and it is a forum to resolve conflicting requirements on paper, before they are changed or implemented. It is a record of the decisions and agreement that were made between stakeholders and providers. For this reason, it needs to be formally reviewed, approved and managed with rigorous version control. 

2. The other reason to write a requirements document now, is to identify the requirements that drive the customization. FTL is a customization of OTL (Oracle Time and Labor). Our goal is to simplify and minimize the customization. Once the driving requirements are identified, we can evaluate alternative implementations.

3. This document also lists the requirements that have come to light since the original requirements were written and have not been consolidated [3]. If a requirement originated from the historical list, its reference number is listed in the “Source” column. 

4. The weekly employee’s timecard has not been released, and capturing these requirements is essential to the implementation.

A requirements document describes ‘what’ the application does, but leaves ‘how’ this is done to the design. The requirements have one of three priorities. 

· Critical: the application is incomplete without it
· Expected: expected in an early release
· Desired: not needed in the first release, but nice to have
[bookmark: _Toc245259535]Rationale for FTL
To receive funding from the Department of Energy for NOVA, Fermilab is required to be Earned Value Management (EVM) certified. EVM is a project management technique for measuring project progress in an objective manner [1]. An EVM audit found the FRA timekeeping system/process does not capture total hours worked. 
FRA’s Corrective actions were:
· All hours worked for monthly FRA employees will be recorded on a weekly basis.  
· The FRA Fermilab Time and Labor system will be fully implemented for monthly employees for this purpose.  
· Standard FRA policy and procedures have been developed. A revised Labor Capture  and  Distribution  Policy, with specific guidance for employees regarding  tracking  and  recording of effort, was posted on the Finance Section website on May 26, 2009. A memo was distributed from the Fermilab Director, Dr. Pier Oddone, directing employees using the FTL system to read and adhere to the new policy, which will be implemented as of June 15, 2009.[2]      

Another purpose of FTL is to have a consistent system for all divisions across the lab. Before FTL, each division had its own effort reporting system, and the leave reporting system was paper based.

The leave and effort data were tracked on different time intervals. This required much manual intervention, and was a motivation to combine the effort and leave data collection.

[bookmark: _Toc245259536]General Requirements
[bookmark: _Toc245259537]Performance 
	FTL -110
	Load: FTL shall accommodate 4000 users* and 1500 simultaneous accesses.
* includes employees, visitors, and contractors.
Note: the number of people FNAL manages may well exceed the number of employees, since collaborating parties may be requested to report against our projects.
	Timecard Team, T.Ackenhusen
10-2009

	Critical

	FTL -120
	Available on-line: FLT shall keep the data online for a minimum of 3 years.

	H1, Timecard Team
10-2009
	Critical

	FTL-125
	Historical Data:  No data shall be removed, but it shall be moved to a permanent storage if necessary. 
PS: query performance is related to the amount of data on line. Modify queries with time fencing.
	Timecard Team
10-2009
	Critical

	FTL-127
	Permanent Store: Data stored in permanent storage shall be accessible within a week.
Archiving is very involved and requires the vendor’s input. Dependencies make it very complex
	Timecard Team
10-2009
	Critical

	FTL-130
	Response time: The response time for saving or submitting a timecard shall be within 20 seconds. 
	Timecard Team
10-2009
	Critical

	FTL-140
	Workflow Performance (approval): a submitted timecard, subject to approval*, shall be in the approvers queue within 5 minutes of submission.
	Timecard Team
10-2009
	Critical

	FTL-150
	Workflow Performance (manage forward): a “managed-forward” timecard, subject to approval, shall be in the new approvers queue within 5 minutes of submission.
	Timecard Team
10-2009
	Critical

	FTL-160
	Scheduled Down Time:  The FTL system shall support scheduled downtime for upgrades and emergency fixes.
Currently this is on Sunday 6-7 pm, and Tuesday and Thursday 6-7 am.
	T.Ackenhusen, S.Gysin
10-2009
	Critical

	FTL-170
	Availability:  The system shall be available 24/7 except during scheduled down time. 
	T.Ackenhusen, S.Gysin
10-2009
	Critical


[bookmark: _Toc245259538]Supported Operating Systems and Browsers 
	FTL -220
	Supported Operating Systems: FTL is based on Oracle and hence the supported systems are the ones supported by Oracle, which at this time are only the Windows Operating Systems.
	DSW1, Timecard Team 
10-2009
	Critical

	FTL-225
	Macintosh, Linux, and Solaris:
FNAL has Macintosh, Linux, and Solaris users. However, Oracle does not support these; FTL will make its best effort to support them, but cannot guarantee full use. 
To accommodate users on Operating Systems not supported by Oracle, there shall be terminal servers and kiosks see section Kiosk and Terminal Servers.
	DSW1, Timecard Team
 10-2009
	Desired

	FTL -230
	Supported Browsers:  FTL is based on Oracle and hence the supported browsers are the ones supported by Oracle, which at this time are:
Internet Explorer 6 and 7 on Windows, Safari on Mac OS and Firefox 3.0 on Window, Mac OS and Linux
	DSW2, Timecard Team 
10-2009
	Critical

	FTL-235
	Browser Support: Browsers other than the Oracle supported ones shall be supported on a best effort basis. 
	DSW1, Timecard Team 
10-2009
	Desired

	FTL-237
	The system should minimize the amount of non-standard desktop configurations required by the end-user (e.g. pop-ups, java runtime, etc.)
	Usability Team
10-2009
	Desired


[bookmark: _Toc245259539]Training
Functionality that involves a use case with an end-user should have a training and/or a documentation requirement. For example the user should know when and how to delete a timecard. That requirement can be fulfilled via the following:

1. Instructor led course
2. Computer based training (CBT)
3. End-user documentation
[bookmark: _Toc245259540]Documentation
	FTL-420
	The  policies for how an employee should report time shall be available to all employees through either the system or another available source
	Usability Team
10-2009
	Critical

	FTL-430
	The policies defining how an employee should report effort shall available to all employees through either the system or another available source.

	Usability Team
10-2009
	Expected

	FTL-440
	The policies defining how an employee should report leave shall be available to all employees.
	Usability Team
10-2009
	Critical

	FTL-450
	A list and status of all known bugs shall be published
	Usability Team
10-2009
	Desired

	FTL-455
	Task Description: a verbose description of each activity and project-task shall be available.
	UI14, 10-2009
	Desired




[bookmark: _Toc245259541]Help Function
	FTL-460
	An F1 help function should be available for contextual help
	Usability Team
10-2009
	Desired

	FTL-470
	User documentation should be available from a help link on the screen
	Usability Team
10-2009
	Expected

	FTL-480
	Any login screen should clearly indicate production or non-production (Training, QA systems)
	Usability Team
10-2009
	Desired

	FTL-490
	Memo: The timecard shall have a link to a webpage where dynamic information such as common problems, solutions, recent changes, and other communication is stored.
	Timecard Team
10-2009
	Critical


[bookmark: _Toc245259542]Business Rules
	FTL -100
	Business Rules: A business rule represents a policy decision and hence is dynamic and flexible. In the FTL system, Business Rules shall be identifiable, and easily changed, added, and deleted.
	S. Gysin
7-2009
	Expected


[bookmark: _Toc243375826][bookmark: _Ref244172024][bookmark: _Ref244172106][bookmark: _Toc245259543]Kiosk and Terminal Servers
	FTL -300
	Kiosk: Kiosks shall be provided to employees at convenient locations. The kiosks shall be dedicated to entering timecards only.

This is essentials for weekly employees not working in an office, but driving or otherwise mobile.
	UI16, Timecard Team 
10-2009
	Critical

	FTL -310
	Proxy entry: a timekeeper shall be able to enter timecards for employees*.
*common practice for summer students and employees on call.
	Timecard Team
10-2009
	Critical

	FTL -320
	Proxy entry for employees without timecard responsibility: a timekeeper shall be able to enter timecards for employees, contractors, and visitors who do not have “Timecard” responsibility.
	Timecard Team
10-2009
	Critical


[bookmark: _Toc245259544]Authentication/Authorization
	FTL-400
	Authentication: employees shall use their services password to authenticate to  view and edit a time card.
	S. Gysin
7-2009
	Critical



[bookmark: _Toc245259545][bookmark: _Toc243375832]PII (Personal Identifiable Information) 
	FTL-410
	PII shall not be stored in the FTL module of EBS.
(currently met by recording dummy values for social security number, date of birth, age, and home address)
	Timecard Team
10-2009
	Critical




[bookmark: _Toc245259546]Timecards
In FTL, the effort and leave data is collected on a timecard, which comes in two flavors for the two types of employees. A monthly employee is salaried, paid monthly, and is not paid overtime. A weekly employee is paid by the hour, once a week, and is paid overtime and other premiums such as shift premiums. The weekly employees have explicit rules to determine the pay types and premiums they are documented in section 3.3.3.
[bookmark: _Toc245259547]Common Requirements
These requirements apply to both, monthly and weekly employees. In both categories there are full time and part time employees, the requirements cover both unless noted.

We attempt to follow good User Interface practices. These are:

· Consistent language across screens (yes, submit, confirm, etc.)
· Minimum page view principles should be employed so the data required to complete a user driven function can be completed in the least amount of clicks or page views without compromising clarity.
· User interface should have a consistent look and feel including common function placement, common message section and style
	FTL-3100
	Usability: The user shall be able to enter effort and leave for 3-4 projects in under 10 minutes.
	U13
7-2009
	Critical

	FTL-3110
	Web Based Timecard: the employees shall be able to record effort and leave via a web interface.
	W1
7-2009
	Critical

	FTL-3120
	Leave: The user shall be able to enter leave on a daily basis and submit it weekly.
	Usability Team
10-2009
	Critical

	FTL-3130
	Effort: The user shall be able to enter hours worked (effort) on a given Project/Task or Activity on a daily basis submitted weekly.
	Usability Team
10-2009
	Critical


	FTL-3135
	Daily Effort: There shall be an entry for every day effort reported.  Forty hours in one day is no longer allowed.
	Debbie Griffin
10-2009
	Critical

	FTL-3140
	Session timeouts: Session timeouts and browser closure and navigation behavior shall be mitigated to prevent corrupted timecard data.
	Usability Team
10-2009
	Critical

	FTL-3170
	Delete a timecard: the system shall allow users to delete a timecard  if it is in the working state and prior to 10 am of the day it is due for approval.
	Usability Team
10-2009
	Expected


	FTL-3180
	Delete a Timecard: an authorized person shall be able to delete a timecard if it has not been submitted for review.
	S. Gysin,
L. Smith
8-2009
	Critical

	FTL-3190
	Vacation accrual balance: the employee’s vacation accrual balance shall be displayed on the timecard 
Note: no anniversary boundary issues
	Usability Team
10-2009
	Critical

	FTL-3200
	Floating Holiday balance: the employee’s floating holiday accrual balance shall be displayed on the timecard 
	Usability Team
10-2009
	Critical

	FTL-3210
	Sick Leave balance: the employee’s sick leave accrual balance shall be displayed on the timecard
	Usability Team
10-2009
	Desired

	FTL-3220
	Empty Rows: where numerical values are required, blanks shall be interpreted as "0". Users shall not be required to explicitly enter "0" hours
	Usability Team
10-2009
	Critical

	FTL-3230
	Effective Hire Date: a user shall be able to report time/effort/leave as of their effective hire date.
	Usability Team
10-2009
	Critical

	FTL-3240
	Default Week: a newly created timecard shall default to the earliest uncompleted week and/or reporting period.
Note: currently it defaults to the current period.
	Usability Team
10-2009
	Critical

	FTL-3250
	Holidays: A timecard for a week containing a holiday shall automatically include the holiday.
	S. Gysin
8-2009
	Critical

	FTL-3260
	Holidays Specific for Employee: HR keeps a calendar for the employees. FTL shall use this calendar to assign holidays. For example an employee working for CERN shall be able to have a CERN holiday calendar assigned. The available calendars are: CERN, FRA, NON, and FERMI.
	B. Trygar
S. Gysin
7-2009
	Critical

	FTL-3270
	The system shall interface to electronic leave system, to provide system warnings when reported leave does not equal approved leave
	Usability Team
10-2009
	Desired

	FTL-3280
	The preferences panel shall contain only variables relevant to the user.
	Usability Team
10-2009
	Desired




1.1.1 [bookmark: _Toc245259548]Home Code, Project/Tasks and Activities
	FTL-3300
	Targets for Effort Reporting:
Employees shall be able to report to a combination of:
· Home Code (project-task)
· Project/Tasks
· Activities
	I. Gains
7-2009
	Critical

	FTL-3310
	Target Choices for Effort Reporting:
Each division or section shall be able to specify which of these three reporting categories its employees can or cannot report effort to.
· Home Code 
· Project/Tasks
· Activities
	S. Gysin
7-2009
Usability Team
10-2009
	Critical

	FTL-3320
	Home Code: a home code shall be distributed over a maximum of 5 project/tasks.
	S.Gysin
10-2009
	Critical

	FTL-3330
	Activity: an activity shall be distributed over a maximum of 5 project/tasks.
	S. Gysin
10-2009
	Critical

	FTL-3340
	Limited Activities:
The system shall be able to restrict the activities for an employee to report against.
	S. Gysin
7-2009
BR7, UI13,LA2, LA5, SA6
Usability Team
	Critical

	FTL-3350
	Limited Project/Tasks:
The system shall be able to restrict the project/tasks for an employee to report against.
	S. Gysin
7-2009
BR7, UI13, LA2, LA5, SA6
Usability Team
	Critical

	FTL-3360
	Closed Projects/Tasks:  a closed project/tasks or activity shall not be available for reporting effort.
	UI17, 10-2009
	Critical

	FTL-3370
	Reopen Closed Projects/Tasks:  an authorized person shall be able to reopen a closed project/tasks or activity.
	UI17, 10-2009
	Critical

	FTL-3390
	Lifetime Earning Types: FTL shall allow 200 life time earning types per user. (no limit is preferred)
	BR17, 10-2009
	Critical

	FTL-3400
	Limit on number of rows: FTL shall allow up to 50 earning types on a single timecard. No limit is preferred.
	Timecard Team, Usability Team
10-2009
	Critical

	FTL-3420
	Organizational Scope: the system should generate soft warnings when an employee reports effort  to project/tasks or activities outside their organizational scope
	Usability Team,
10-2009
	Desired



1.1.2 [bookmark: _Toc245259549]Copy Timecards

	FTL-3430
	Copy Timecard: an employee shall be able to copy an existing timecard.
	S. Gysin
7-2009
	Critical

	FTL-3440
	Default Week: copy timecard process shall default to the earliest uncompleted week and/or reporting period.
 Note: currently the default is the current period
	Usability Team
10-2009
	Critical

	FTL-3450
	Copy with Blank Values: a copied timecard shall only copy the list of activities and project-tasks, but the values for hours worked shall be reset to 0. 
	Venu B.
PTA 12682
8-2009
	Critical

	FTL-3460
	Copy without Holidays: a copied timecard shall not copy the holiday entries of the original timecard.
	L. Smith
PTA 12682
8-2009
	Critical

	FTL-3470
	Copy without Leave Data: a copied timecard shall not copy the leave data of the original timecard.
	L. Smith
8-2009
	Critical

	FTL-3480
	Copy timecard with current Holiday: a copied timecard shall automatically generate a payroll holiday if there is one on the calendar for the target week.
	I. Gaines,
S. Gysin
9-2009
	Critical





	FTL-3490
	List of “Favorite” Project/Tasks or Activities: each employee shall have the ability to maintain (add, delete, and edit) a list of preferred Project/Tasks or Activities.
	Timecard team
10-2009
	Desired



1.1.3 [bookmark: _Toc245259550]Review and Submit for Approval

	FTL-3500
	View Timecards: An employee shall be able to view all his timecards.
	S. Gysin
8-2009
	Critical

	FTL-3510
	Timecard detail screen should provide actual detail, not summarized detail
	Usability Team
10-2009
	Critical

	FTL-3520
	Submit for approval: employees shall be able to submit a timecard for approval.
	S. Gysin
8-2009
	Critical

	FTL-3530
	Submit for approval in advance: An employee shall be able to submit a timecard for approval ahead of the cutoff date up to the end of the fiscal year.
	S. Gysin
8-2009
	Critical





1.1.4 [bookmark: _Toc245259551]Changing an Approved Timecard
	FTL-3540
	Edit Effort on a Timecard: 
	Employee/Authorized person
	Effort
	Leave
	Earnings

	3 Years
	
	x
	x

	To end of fiscal year
	x
	
	



	BR20, UI12, W2,
7-2009
	Critical

	FTL-3990
	Post Fiscal Year End: There shall be a way for an authorized person to edit a timecard approved and paid in the previous fiscal year.
	Timecard Team
10-2009
	Critical

	FTL-3550
	Change History: An audit trail for changes to timecards shall be maintained and available.
	W2, H2
8-2009
	Expected

	FTL-3560
	Delta’s: the system shall record the delta for timecards changed after approval and resubmitted for approval.
	Usability Team
10-2009
	Expected

	FTL-3565
	Show Delta’s: The changes to previously approved timecards shall be displayed on the approver’s screen.
	Usability Team
10-2009
	Expected

	FTL-3570
	Resubmit for approval: An employee shall be able to resubmit a timecard regardless of its status.
	S. Gysin
8-2009
	Critical

	FTL-3590
	A comment from the user shall be required when a previous timecard is submitted for approval by the user.
	Usability Team
10-2009
	Expected

	FTL-3592
	Save Original Rows:  the system shall safeguard the original lines of a timecard when a retro timecard entry is being made. 
Lines shall not be deleted once transferred via BEE. Lines can only be changed to zero.
	L.Smith
10-2009
	Critical





[bookmark: _Toc245259552]Exempt Timecard
	No.
	Requirement
	Source
	Priority

	FTL-3600
	Precision of effort: Monthly Employees shall be able to log hours worked in increments of 0.25 hour.
	S. Gysin
7-2009
	Critical

	FTL-3610
	Precision of Leave:  For all leave types, except vacation, sick leave, and floating holiday, a soft error shall be issued if less than 4 hours and more than 8 hours per day are submitted.
	S. Gysin
8-2009
	Critical

	FTL-3615
	Vacation, Sick, and Floating holiday for these leave types the user shall not be able to submit their timecard without correction.(hard error)
	I.Gaines
11-2009
	Expected

	FTL-3615
	Full time monthly employees with other than 8/5 schedules shall receive a hard error if entering less than ½ of a full day’s hours for vacation, sick days, and floating holiday, unless there is a holiday in the week.
For example 4/10 schedules must enter at least 5 hours.
	I.Gaines
11-2009
	Expected

	FTL-3620
	Precision of Leave Part Time: Part time employees shall be subject to soft warnings as specified in the table below. 
	S. Gysin
8-2009
	Critical

	FTL-3630
	Pay without Timecard: monthly employees shall be paid by default, even if no timecard is submitted.
	S. Gysin
8-2009
	Critical




	Reporting Limits for full time Monthly Employees
	
	  
	     

	 
	Minimum
	Maximum
	Increments

	Daily Effort
	0.25
	24
	0.25

	Weekly Effort 
	0.25
	168
	0.25

	Leave
	 
	 
	 

	Vacation
	4**
	8**
	0.25

	Sick Leave
	4**
	8**
	0.25

	Floating Holiday
	4**
	8**
	0.25

	Jury Duty
	4*
	8*
	0.25

	Furlough
	4*
	8*
	0.25

	Death in the Family
	4*
	8*
	0.25

	Leave w/o pay
	4*
	8*
	0.25

	Military leave
	4*
	8*
	0.25

	Worker's Comp
	.25
	8*
	0.25


[bookmark: _Toc243375829]
Full time employees with other than 8/5 schedules will receive a hard error if entering less than ½ of a full day’s hours, unless there is a holiday in the week.

	Reporting Limits for part time Monthly Employees
	Monthly
	  
	     

	 
	Minimum
	Maximum
	Increments

	Daily Effort
	0.25
	24
	0.25

	Weekly Effort 
	0.25
	168
	0.25

	Leave
	 
	 
	 

	Vacation
	0.01
	8*
	0.25

	Sick Leave
	0.01
	8*
	0.25

	Floating Holiday
	0.01
	8*
	0.25

	Jury Duty
	0.01
	8*
	0.25

	Furlough
	0.01
	8*
	0.25

	Death in the Family
	0.01
	8*
	0.25

	Leave w/o pay
	0.01
	8*
	0.25

	Military leave
	0.01
	8*
	0.25

	Worker's Comp
	0.01
	8*
	0.25




*Soft warning is given if the condition is not met.
** Error: cannot continue without correction for full time employees.

Note: Part time monthly employee’s vacation policy will be enforced by the approvers (supervisors).





[bookmark: _Toc245259553]Weekly Timecards
The timing of the weekly timecard approval cycle is driven by Payroll’s dead line for submitting the data to 3rd parties so that the employee receives the pay by Friday.

The current process uses paper timecards for weekly employees:

	Monday 10 AM
	Payroll has all weekly approved time cards.

	Monday 10 – 5PM 
	Payroll codes and batches the time cards

	Tuesday 8 – 12PM 
	Payroll makes the people soft data entries

	Tuesday 1-5 PM 
	Payroll generates reports and sends the information to the 3rd parties such as banks etc. There are about 5 3rd parties.

	Wednesday 
	buffer to catch up

	Friday 
	Employee receives the paycheck or direct deposit



The new weekly timecard payroll process is estimated to be:
	Monday noon 
	All timecards for weekly employees are approved and available to payroll

	Monday pm
	Corrections 

	Monday 3 PM
	BEE process starts (takes 2 hours or more)

	Tuesday
	transfer information to People Soft, running of payroll, distribution of info to 3rd party

	Wednesday
	Audits of the current week’s timecards for next week’s corrections

	Friday
	Employee receives pay.



There will be times when timecards for weekly employees will have to be submitted and approved by on a Friday (as with paper today).


	FTL-3700
	Timecard Data on Submission: The data on the weekly timecard for payroll shall include:
· Start and Stop times on daily basis
· All pay types for charged time
· Total hours on a daily basis
· Worked through lunch indication (needs to be queriable).
	Timecard Team
10-2009
	Critical

	FTL-3710
	Timecard Submission Deadline: The submission deadline for all FTL timecards shall be Monday 10 AM.
	Timecard Team
10-2009
	Critical

	FTL-3720
	Timecard Approval Deadline: The approval deadline for all FTL timecards shall be Monday noon.
	Timecard Team
10-2009
	Critical

	FTL-3730
	Pay: Payroll shall not be responsible to generate pay for weekly employees who have do not have an approved timecard on Monday at noon.
Note: Payroll will have to do off cycle checks in certain circumstances
	Timecard Team
10-2009
	Critical



1.1.5 [bookmark: _Toc245259554]Weekly Timecard User Interface
This section lists the information required from the user. It describes what information should be automated, and what information should be entered manually.
A critical usability requirement is that an employee should complete a timecard in about 10 minutes.  If a complicated timecard requires the employee to spend more than an hour, we will have failed.

To reduce the data entry time, we must automate parts of the entry and assume defaults. These requirements ask for maximum automation of premiums, and using defaults for the Project/Task/Activity.

For the sake of brevity Project/Task/Activity is abbreviated as P/T/A and Project/Task is abbreviated as P/T.

Much work has been done on the weekly timecard. Some documentation can be found in PTAs: 6008, 6009, 6010, 11178, 11179, 12902, 12908, 13635, 13515, 13070, 13102, 13090, 13006,

The monthly employee is required to enter the following on the timecard:
· Leave: one row for each type and hours
· Effort: one row for each  P/T/A and hours
· There must be an entry for every day effort reported. Fourty hours in one day is no longer allowed.

A weekly employee has additional entry requirements:
· Start and stop times for each day worked. One row for each start and stop time
· Manual premiums, for example “Emergency Call in”. They select a pay type from a pick list, specify the P/T/A and the hours
· Automated premiums, for example “Shift 3 Overtime/12 AM- 6 AM OT”. We generate one row for each type. The hours are calculated, and the P/T/A is a specified default  (Home P/T)
1.1.5.1 Start and Stop Times

	FTL-3800
	Start and Stop times:  a weekly employee shall be required to enter a start and stop time for each day not covered by a leave type.
	Timecard Team
10-2009
	Critical

	FTL-3810
	Additional Start and Stop times:  a weekly employee shall be able to entry multiple start and stop times for one day.
	Timecard Team
10-2009
	Critical

	FTL-3820
	15 min increments:  a weekly employee shall be limited to 15 min increments for the start/stop times.
	Timecard Team
10-2009
	Critical

	FTL-3833
	Enforced Lunch Break:  for each 4 hours worked, an automatic 30 min. unpaid Lunch break shall be enforced. See PTA 13515
	Timecard Team
10-2009
	Critical

	FTL-3830
	Worked Through Lunch: a weekly employee shall be able to indicate if he worked through lunch.
	Timecard Team
10-2009
	Critical

	FTL-3831
	Paid For Hours Shown: the weekly timecard user interface shall use the phrase “Paid For Hours Shown” to lablel the worked through lunch input field.
	L.Smith
10-09
	Critical

	FTL-3833
	Queriable: payroll shall be able to query for the worked through lunch parameter.
	L.Smith
10-09
	Critical

	FTL-3835
	Alignment: the start stop times, the leave times, and the effort times, shall be visually aligned for each day of the week. (see PTA 11178)
	Timecard Team
10-2009
	Critical

	FTL-3837
	Timecard Data Integrity Start Stop and totals:  The data on the timecard shall be consistent such that the start/stop times and lunch worked information adds up to the total hours.
	Timecard Team
10-2009
	Critical

	FTL-3837
	Timecard Data Integrity pay types:  The data on the timecard shall be consistent such that the pay types correspond to the employee classification and start/stop times.
	Timecard Team
10-2009
	Critical



1.1.5.2  Leave 

	FTL-3840
	Leave Time: a weekly employee shall be able to enter leave types and hours. (for leave types see the earning types 3.3.3)
	Timecard Team
10-2009
	Critical



1.1.5.3  Effort
	FTL-3850
	Total Effort:  the system shall automatically calculate the total hours worked given the start/stop times and leave hours.
Note: this would be the action for the calculate button.
	Timecard Team
10-2009
	Critical

	FTL-3860
	Project/Task/Activities: The following defaults shall apply to the total hours worked:
· If the user is allowed to charge to the home code, it will populate the home code row and the earning type shall be regular pay.
· If the user is not allowed to charge to the home code, the project task shall be left blank and the earning type shall be regular pay.
· If the user is not allowed to charge to a project/task the activity shall be left blank and the earning type shall be regular pay.
	Timecard Team
10-2009
	Critical

	FTL-3870
	Employee override: The employee shall be able to modify the defaulted P/T/A for the regular pay total hours.
	Timecard team
10-2009
	Critical

	FTL-3880
	Adding effort rows: The employee shall be able to add rows to break down the total hours worked into multiple P/T/A.
	Timecard Team
10-2009
	Critical

	FTL-3890
	15 min effort increments:  a weekly employee shall be limited to 15 min increments for the total effort entries.
	Timecard Team
10-2009
	Critical

	FTL-3900
	Min/Max: a weekly employee shall be limited to a range from minimum of 15 min to 24 hours worked on total hours for a P/T/A. 
	Timecard Team
10-2009
	Critical



1.1.5.4  Automated Premiums
	FTL-3910
	Premiums: The system shall automatically calculate the hours worked for premiums specified in the rules section where it is possible.
	Timecard Team
10-2009
	Critical

	FTL-3913
	Mandatory Pay type: payroll shall receive a pay type for all hours worked.
Note: the user or the automation must associate a pay type for each row. See PTA 13503
	L.Smith
10-2009
	Critical

	FTL-3915
	Timing: the system shall not be required to calculate the premiums until the timecard is submitted for approval.
Note: performance limitations.
	Timecard Team
10-2009
	Critical

	FTL-3920
	Premiums P/T/A: The automated premiums shall default to the P/T’s or Activities distribution of the total time worked for regular pay for that day.
	Timecard Team
10-2009
	Critical

	FTL-3940
	Read only:  The employee shall not be able to edit the details of the automated premiums.
	Timecard Team
10-2009
	Critical

	FTL-3942
	Not shown on Timecard Entry screen:  The automated premiums shall not be visible on the timecard entry screen.
	Timecard Team
10-2009
	Critical

	FTL-3944
	The automated premiums shall be visible on the review screen and on the display screen for the employee,
	Timecard Team
10-2009
	Critical

	FTL-3946
	The automated premiums shall be visible on the approver’s screen.
	Timecard Team
10-2009
	Critical

	FTL-3950
	Exception: There shall be a way to edit the calculated hours and premiums for the automated entries by a custom responsibility. (for example weekly timecard super user) 
	Timecard Team
10-2009
	Critical


1.1.5.5  Manual Premiums
	FTL-3960
	Manual Premiums: The weekly employee shall be able to enter hours worked, along with the P/T/A for a list of pay types that cannot be automated. 

Note: these pay types cannot be automatically generated, because they describe the situation of the work performed, for example the “Emergency Call in” or “Lead Mechanist” pay type.  
	Timecard Team
10-2009
	Critical

	FTL-3970
	Pay Type List: The list of manual premiums to choose from shall be limited to employee classification residing in People Soft according to the Earning Elements requirements in section 3.3.3
	Timecard Team
10-2009
	Critical




1.1.6 [bookmark: _Toc245259555]Project/Task/Activities for Premiums
	FTL-3995
	Max Home Task Earnings Entries: a weekly employee shall be able to enter up to 50** earnings entries against the Home Task on a timecard.
** The number 50 has been derived from the maximum number of earning codes any one type of employee can use. 
	Timecard Team
10-2009
	






1.1.7 [bookmark: _Ref244067712][bookmark: _Toc245259556]Pay and Leave Types
The pay and leave types are driven by a set of intricate rules often driven by Union contracts and business practices. These are more dynamic than this requirements document and therefore are kept in a separate document: https://bss-support.fnal.gov/project/bspta.nsf/tasklink/14445

It is important to review and communicate changes in the rules; therefore we have requirements to impose vigorous change control to the document.

	FTL-3997
	Pay and Lave Type Rules: the rules to build pay and leave types shall be documented and kept current.
	Union Rules, Pay Codes, Leave Rules and Types Team
10-2009
	Critical



	FTL-3999
	Version Control for Pay and Lave Type Rules: the rules to build pay and leave types shall be under version control.
	Union Rules, Pay Codes, Leave Rules and Types Team
10-2009
	Critical







[bookmark: _Toc245259557]Timekeeper

	FTL-1000
	Timecard Tracking: the system shall provide the ability to see what queue a given timecard is in (natively, without discoverer)
	Usability Team
10-2009
	Expected

	FTL-1010
	Visible Vacation Rules: vacation rules should be visible to timekeepers
	Usability Team
10-2009
	Expected

	FTL-1020
	Visible Approval Hierarchy: the approval hierarchy should be visible to timekeepers
	Usability Team
10-2009
	Expected

	FTL-1025
	Post Termination: a timekeeper shall be able to edit a timecard after the employees termination date
	Usability Team
10-2009
	Expected






[bookmark: _Toc245259558]Approvers

	FTL-1070
	Web Based Approval: authorized people shall be able to review and approve effort and leave using a web interface.
	W1
7-2009
	Critical

	FTL-1080
	Vacation Rule Dates shall be visible on summary page
	Usability Team
10-2009
	Desired

	FTL-1090
	Manage Forward Rules: approval queues shall reflect any manage forward action in place
	Usability Team
10-2009
	Critical

	FTL-1100
	Timecard Details: approvers shall be able to view the daily details of submitted timecards without having to open the timecard in-edit mode
	Usability Team
10-2009
	Expected

	FTL-1110
	Terminations: approvers shall be able to view and approve timecards of recently terminated employees
	Usability Team
10-2009
	Critical

	FTL-1120
	All submitted timecards shall be visible in the approval queue, regardless of reporting period or approval eligibility (this avoids manage forward conflicts)
	Usability Team
	Desired

	FTL-1140
	System shall prevent circular manage forward rules which overlap to unavailable or initiating approver.
	Usability Team
	Desired

	FTL-1170
	Non-Approvers: The system shall prevent assignment of timecard approval to employees without the approval responsibility.
	Usability Team
	Expected

	FTL-1190
	Effort Reviewer: there should be an "effort reviewer" responsibility within the system
	Usability Team
	Desired

	FTL-1200
	Effort Reviewer: the "effort reviewer" role could view and change effort, but not approve
	Usability Team
	Desired

	FTL-1210
	Viewing Timecards: monthly and weekly cards should be distinguishable in the approval queue
	Usability Team
	Critical

	FTL-1220
	Sorting Timecards: weekly timecards should be sorted to the top of approval queues
	Usability Team
	Critical

	FTL-1230
	Single Timecard Approval: system should limit approvers to one timecard approval at a time.

Note: There were a number of changes that have been requested for the Mass Correction process that should be put in place (PTAs 11019 and 14138)
	Usability Team
	Desired

	FTL-1240
	Self Approval: approvers should not be able to grab or forward their own timecard to their own queue
	Usability Team
	Desired

	FTL-1243
	Granularity for Vacation Rules: an approver shall be able to set vacation rules on individual time cards.
	Usability Team
	Expected





[bookmark: _Toc245259559]Error Handling
[bookmark: _Toc243375834]Error handling is complicated and multiple types of errors and warning are available in the system. There are alerts and hard coded errors also referred to as screen errors.  There are also soft errors, rules and fast formulas. This section will clarify these terms, and verbalize the criteria to decide on the type or error.

[bookmark: _Toc245259560]Alerts
An Alert is an email notification from EBS to a group of users. ORACLE has a standard user interface to define alerts, and they are used for all EBS applications, FTL alerts are a subset of a much larger group. One problem with alerts is that they are delayed by about 1 hour; therefore time critical alerts are address via a special custom made ‘mailer’. 

	FTL-600
	Alerts: FTL shall send out the alerts documented in PTA 11681
	Timecard Team
10-2009
	Critical


	FTL-610
	Time critical alerts shall be received within 5 minutes of the action generating the alert.
	Timecard Team
10-2009
	Critical


	FTL-620
	Alerts shall be up to date and accurate
	Usability Team
10-2009
	Desired

	FTL-630
	Documented: All error messages should be documented
	Usability Team
	Desired

	FTL-640
	Configurable Error Level: the system shall allow the user to set the "level" of messages they wish to receive, or there shall be "opt out" capability
	Usability Team
10-2009
	Desired

	FTL-650
	Graduated Errors: The system should support graduated errors and prompts such as fatal, warning, informative
	Usability Team
10-2009
	Desired

	FTL-660
	English Grammar: All error messages shall follow correct English grammar.
	Usability Team
10-2009
	Critical




PTA 11681 lists all alerts. This is a summary table to indicate the time critical alerts. They are marked with a star and are in red.

	
	No.
	Alert Name

	
	2
	Reminder to Enter Timecard to User.

	*
	3
	Approved/Rejected Timecard to User

	*
	4
	Timecard late to employee/supervisor

	*
	5
	Status of Weekly Timecards - Approver

	*
	6
	Status of Weekly Timecards - Timekeeper

	*
	7
	Time Card Approval Deadline Retro (WORKING)

	*
	8
	Time Card Past Approval Deadline - Approver

	*
	9
	Time Card Past Approval Deadline - Timekeeper

	*
	10
	Status of Prior Weeks Timecards - Approver

	*
	11
	Status of Prior Weeks Timecards - Employee

	*
	12
	Status of Prior Weeks Timecards - Timekeeper

	
	13
	Time Card Approver Mismatch - Approver

	
	14
	Time Card Approver Mismatch - FFM

	
	15**
	Time Card Approver Mismatch - Payroll

	*
	16
	New and Division Transferred Employees    (Alert updated via BSPTA 12832 - Moved to PRD on 7/30/9)

	
	17
	TC Entered Updated or Submitted/Alert to EE

	
	18
	Alternate Name Task Percent Change

	
	19**
	Timecard Entered, updated or submitted approval

	*
	20
	Timecard Past Approval Retro (SUBMITTED)

	*
	21
	Timecard Past Approval Retro (SUBMITTED) - TK

	*
	22
	Active Employee with non-chargeable task (payroll)

	*
	23
	Active Employee without home project/task (payroll)

	*
	24
	Timecard Delegated to Another Approver

	
	25
	OTL Account Notifications  (CBT Notification )

	
	26
	EDU - Monthly Test 1

	*
	27
	PRD - Account Notification

	*
	28
	Password Notification

	
	29
	BSPTA 11557 - IN DEVELOPMENT

	
	30
	Password Expiration Notification


[bookmark: _Toc243375836][bookmark: _Toc243375835]** alerts number 15 and 19 can be eliminated if a query is provided to payroll. This is documented in PTA 13948


[bookmark: _Toc245259561]Rules and Fast Formulas
Oracle has the ability to create Rules and assign them to a people group. A rule is linked to a program (an SQL procedure) called a Fast Formula. A Fast Formula can be seeded, meaning it is provided by ORACLE, or it can be custom which means it is written by us.
The Rules and the associated Fast Formulas and the group they are applied to are listed and maintained in a spread sheet, which is attached to the PTA: 14208.

[bookmark: _Toc245259562]Errors
A standard Oracle field can be validated via a Rule and Fast Formula. However, a custom field is validated in the custom code.

These errors are validated by the custom Java classes. The message text is stored in an EBS database table where they are configurable. The text predicated with ‘&’ denotes a variable.
These are all ‘Hard Errors’, meaning the user cannot continue without correction. The ones hi-lighted are changes in the current message wording.

The error messages with the requested changes are in the appendix.
[bookmark: _Toc245259563]Back End Interfaces
The following requirements specify the interfaces between systems using the data collected by the timecard.  These systems are:

· Oracle’s Enterprise Business System (EBS)
· Time store, the database schema where the timecard data is stored
· Central Name and Address System (CNAS)
· People Soft’s Payroll system (PSPR)
· People Soft’s Human Resource system  (PSHR)
· Project Accounting (PA)
· EBSHR: Enterprise Business System (Oracle) Human Resources
· ESHTRK: ES&H storage system, containing people information.

	FTL-2000
	CNAS and PSHR shall provide employee, visitor, and contractor information to EBS.

 The information for employees, contractors, and visitors from CNAS to EBS is specified in PTAs 6021 and 6022
This includes: 
1. Personal Information (name, standard hours, etc)
2. Address information (currently defaulting to Fermilab address)
3. Start/Hire/rehire dates
4. Timecard Responsibility (Timecard Approver Responsibility and Timekeeper Responsibility are manually added if appropriate).
	Back End Interface Team
10-2009
	Critical

	FTL-2005
	The information from PS to EBS shall include all the information required to build a valid assignment time record.
The detailed information on all fields is specified in: PTAs 6021 and 6022.
	Back End Interface Team
10-2009
	Critical

	FTL-2010
	PSHR shall provide the following dates to CNAS:
· the start date for new employee 
· the termination date for terminated employees
· the date of a status change of a current employee.
	Back End Interface Team
10-2009
	Critical

	FTL-2020
	PSPR shall provide Leave Accrual Balances for vacation, floating holiday, and sick on a monthly basis, at the end of the month to EBS.
	Back End Interface Team
10-2009
	Critical

	FTL-2030
	PSPR shall provide salary rates to the custom monthly Accrual Process job.
	Back End Interface Team
10-2009
	Critical

	FTL-2040
	PSPR shall provide the salary rates to Project Accounting once a week. 
Note: Project Accounting uses the rates * the hours to calculate the costing.
	Back End Interface Team
10-2009
	Critical

	FTL-2045
	The list of People Groups in PSHR and EBS shall be expanded to include 12 hour and 10 hour employees.  

Note: The interface between PSHR  and EBS needs to be modified to handle these new classifications
	Back End Interface Team
10-2009
	Critical

	FTL-2050
	EBS shall provide leave taken monthly to PSPR, for  monthly once a month effective the third Sunday of each month.
	Back End Interface Team
10-2009
	Critical

	FTL-2052
	EBS shall provide leave taken weekly to PSPR, for weekly employees.
	L.Smith
10-2009
	Critical

	FTL-2060
	EBS shall provide pay types and hours for weekly employees to PSPR on a weekly basis.

	Back End Interface Team
10-2009
	Critical

	FTL-2062
	The BEE process shall run separately for monthly and weekly and eventually for no-pay timecards.
	L.Smith
10-2009
	Critical

	FTL-2064
	The interface from EBS to PS shall run separately for monthly and weekly employees.
Weekly shall run every week.
Montly shall run once a month after the 3rd Sunday of the month.
	L.Smith
10-2009
	Critical

	FTL-2066
	The system shall compute ANM and ANP hours. 
Note: these are codes that employees should not submit themselves and it will not be possible for payroll to continue coding them in the electronic system.
	L.Smith
10-2009
	Critical

	FTL-2068
	The system shall allow for off cycle checks in extreme cases.
	L.Smith
10-2009
	Critical

	FTL-2070
	EBS shall provide supervisor, department, and home project/task updates to CNAS, PSPR, PSHR, and ES&H.  

Note: Currently, person organizations are manually kept in three systems (PS, EBS, and ES&H).  EBS needs to be the single source for organization data and have it interface to the other systems. This is a modification of the current system. PTA 8510
	Back End Interface Team
10-2009
	Critical

	FTL-2080
	EBS shall provide the ability to accept Alternate Name (Activity) spreadsheets for loading the database.

	Back End Interface Team
10-2009
	Critical

	FTL-2090
	EBS shall provide a custom screen that gives a person with the org-maintenance responsibility  the ability to update supervisor, timecard approver, home project/task allocations and Chargeback eligible (if appropriate)
	Back End Interface Team
10-2009
	Critical

	FTL-2095
	The time store shall provide entries to Project Accounting for time worked on project/task basis, charge backs, and leave time taken.
	Back End Interface Team
10-2009
	Critical



[bookmark: _Toc245259564]Custom Accrual Program 
	FTL-2100
	A custom accrual program shall provide salary accrual records to Project Accounting.  

The accrual requirements are different for Monthly and Weekly employees.  The requirements for Monthly include:
1. Missing timecard, 
2. End of Month Accrual (from the third Sunday to the last business day of the month)
3. A “true up” entry that makes total payroll cost per person in Project Accounting equal to payroll cost per person on PeopleSoft.
	Back End Interface Team
10-2009
	Critical

	FTL-2105
	The requirements for the custom accrual program for weekly employees include:
1. End of Month Accrual (from the third Sunday to the last business day of the month) calculated in Peoplesoft.  PS accrual should no longer accrue overtime.  Remove weekly accrual in FTL program that is not yet in production.
2. A fourth week accrual for those months when payroll’s final week will be included in the month of the close.

3. A “true up” entry that makes total payroll cost per person in Project Accounting equal to payroll cost per person on PeopleSoft.
Note: We also need to address PTAs 13916, 13929, 12087, and 12154.
	Back End Interface Team
10-2009
	Critical

	FTL-2110
	The custom accrual program shall also choose the correct accrual method (monthly vs. weekly) based on the status of the employee on the third Sunday of the month. 

Note: Updated PTA 12087 with this question
	Back End Interface Team
10-2009
	Critical



[bookmark: _Toc245259565] Onboarding, Terminating and Transferring Employees
	FTL-2120
	There are four systems that maintain person information – PSHR/PR, CNAS, EBSHR and ESHTRK.  The timing of the entry to each of these systems is critical to facilitate entry on the timecard.  This onboarding, transfer, reboarding, and offboarding processes have proven to be difficult to manage 
There are a number of PTAs that identify the specific issues, but good documentation shall be created that identifies of the exact steps that need to be taken for each system
	Back End Interface Team
10-2009
	Critical

	FTL-2125
	Employee status changes shall  include the follwoing:
· Change department
· Full time to Part time and vica versa
· Union to non Union
· Retirement
· Leave of Absence
	Back End Interface Team
10-2009
	Critical

	FTL-2130
	Employees transferring from weekly to monthly (or monthly to weekly) shall be able to complete the timecard for both types of work if the transfer occurs anytime during the week. 
	Back End Interface Team
10-2009
	Critical

	FTL-2135
	Employees transferring from weekly or monthly to visitor or contractor shall be able to complete the timecard for the time spent as an employee during the transition week.
	Back End Interface Team
10-2009
	Critical

	FTL-2140
	The admin shall be able to add new employees on any day of the week.  
Typically, all new employees start on Monday, and we have issues with the exceptions (Tuesday start after a Monday, mid week (if start of the month is mid week, etc).  Again, we also need clear procedural documentation
	Back End Interface Team
10-2009
	Critical



[bookmark: _Toc245259566]Import Transactions from Time Store to Project Accounting
	FTL-2150
	The interface to import transactions from the Time store to Project Accounting shall accept a start and end time of transactions to include.



Notes: The standard interface, that imports transactions from the Time store to Project Accounting is currently run the third week of the month.  This process captures all approved timecards, and sometimes includes cards that are not meant to be imported, since they are dated after the cutoff date, if run after Thursday in a given week.  
Also, Mass Timecard changes cannot be imported independently.  
We shall need the ability to run this standard interface by specifying start and end dates. PTA 10066
	Back End Interface Team
10-2009
	Critical

	FTL-2151 
	The interface to import transactions from the time store to Project Accounting, shall accept the option to import Mass Timecard changes independently. 
	Back End Interface Team
10-2009
	Critical

	FTL-2160
	We shall require a view into the time store data to Facilitate CD reporting out of the FTL system.
	Back End Interface Team
10-2009
	Critical

	FTL-2170
	The interface from the time store to Project Accounting should summarize the information at the weekly level.

Note:  the current system sends one row per day per tasks per person, but project accounting only needs a weekly summary. The summary enhances performance, however it is a new requirement and custom code is needed to implement this.
	Back End Interface Team
10-2009
	Desired


[bookmark: _Toc245259567]Charge Backs
	FTL-2180
	Charge back: The ability to charge back requires the number of hours and project/task or activity worked by each employee (weekly or exempt). 
	Timecard Team
	Critical

	FTL-2190
	Charge Back eligibility: the system shall be able to make an employee eligible or not eligible for charge back. 
	Timecard Team
	Critical

	FTL-2200
	Charge Back Rate: each department shall be able to specify the charge back rate.
	Timecard Team
	Critical

	FTL-2210
	Charge Back Affect Employee pay: a charge back action shall not affect an employee’s pay rate
	Timecard Team
	Critical

	FTL-2220
	Expenditure Types: all charge back time shall be allocated to a charge back expenditure type and not in the ‘Time Worked’ expenditure.
	Timecard Team
	Critical






[bookmark: _Toc245259568]Reporting Requirements
 The requirements for reporting are being addressed by the reporting team. They will be available in the next revision of this document.
[bookmark: _Toc245259569]Issues
1. A pay type for weekly employees determines the rate of pay: regular, overtime, or double overtime (and maybe others). There are about 70 pay types. The current weekly implementation requires the user to specify the pay type for each work unit. It is unreasonable for all weekly employees to know all pay types and business rules to apply them.
Resolution: automate pay types when possible; do not let the user edit them
2. The timecard contains effort worked on specific activities. The computing division would like to integrate the review of the effort by the activity owner before it is accepted. At this time the review by the activity owners is done at the end of the month by generating a report and the effort is corrected post submission/approval.
Resolution: added requirements for new responsibility of reviewer and for secondary approver.
3. At this time the approver explicitly delegates his responsibility if he is unavailable. CD would prefer the capability to assign a primary and secondary approver.
4. Deleting a timecard should not be allowed after it has been submitted. However, OTL allows deletion up to the transferred state. To keep all employees from deleting a submitted timecard would require customization. One solution is to give the timekeepers the ability to delete, and train them not to delete any submitted timecards. The employee, who is not allowed to delete any timecard, should not see the delete icon. This solution is only feasible if it can be implemented with configuration options only.

The reason why we cannot delete all timecards in the working state is that  a Retro timecard can be in the ‘working’ state but has already been submitted. The limitation is that a timecard cannot be deleted once it has been through the BEE process.
People when submitting a timecard on Monday AM, would like to have the ability to delete a messed up timecard to start again with a new template.
Proposal: Enable delete for future timecards and the current period up to Monday Midnight.


[bookmark: _Toc245259570]Glossary
Exempt/Monthly Employee: A monthly employee is salaried, paid monthly, and is not paid overtime. The name ‘exempt’ stems from the employee being exempt from certain labor laws concerning over time.

Non-exempt/Weekly Employee: A weekly employee is paid by the hour on a weekly basis. He is paid overtime and shift premium pay. 

Timekeepers: Timekeeper is a role in the FTL that describes someone who has the responsibility to get timecards submitted by the employee, approved by the approver, and passed to payroll.

Responsibility: single responsibility can be combined and assigned to a person.
Should be role based.

Role: a role is a collection of responsibilities that can be assigned to an individual.

Batch Element Entry-Process: this is process completed by payroll which sends the hours of leave and effort on the timecards to the payroll software to create pay checks. For weekly employees the BEE process is done once a week on Tuesday in order to have the checks ready for direct deposit by Friday. 
Leave Types: these a specific reasons for a worker to be absent. For example Vacation, Sick leave, Jury Duty.

Pay Types: pay types are specific reasons for premiums. For example: Shift 3 Overtime, Emergency call in, Shift 2 premium 12 AM-6 am.

[bookmark: _Toc223941186][bookmark: _Toc245259571] References
[1] http://en.wikipedia.org/wiki/Earned_value_management 
[2]http://www.fnal.gov/directorate/OPMO/Projectsns/EVMS/OECMReviews/2009/05_11/CAP/FRA_CAP_29-May-09.pdf
[3] ETL Implementation Consolidated Requirements 2006 
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[5] Rules for pay and leave types:
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[bookmark: _Toc245259572]Appendix A: Authors 
Below are the teams and their memberships who specified these requirements.
[bookmark: _Toc245259573]Backend Interface Team
· FNAL/FTL/EBS: Tim Currie
· FNAL/FTL/EBS: Brad Trygar
· FNAL/Accounting: Jim Wollwert
· FNAL/Accounting:  Debbie Griffin
· FNAL/Workforce Development and Resources: Linda Christiansen
· FNAL/Workforce Development and Resources: Laurie Pederson
[bookmark: _Toc245259574]Reporting Team  
· FNAL/FTL/EBS: Tim Currie
· FNAL/Finance Section, Budget: Ami Dave
· FNAL/AD/FFM: Barb Fetzner
· FNAL/FESS: Odakara Jurkiw
· FNAL/Finance Section,  Payroll: Ron Phal
· FNAL/Finance Section,  Accounting: Suzanne Saxer
· FNAL/TD Headquarters: LaDuane Trierweiler
[bookmark: _Toc245259575]Timecard Team
· FNAL/FTL: Suzanne Gysin
· FNAL/FTL/EBS: Brad Trygar
· FNAL/AD/FFM: Barb Fetzner
· FNAL/Finance Section,  Budget: Diana Keiner
· FNAL/Workforce Development and Resources:  Laurie Pederson
· FNAL/Finance Section,  Payroll:  LindaSue Smith
· FNAL/Finance Section,  Accounting: Suzanne Saxer
[bookmark: _Toc245259576]Union Rules, Pay Codes, Leave Rules and Types
· FNAL/FTL/EBS: Cherie McKenna
· FNAL/FTL/EBS: Gene Jannece
· FNAL/Workforce Development and Resources: Juanita Frazier
· FNAL/Workforce Development and Resources: Heather Sidman
· FNAL/BSS: Frank Cesarano
· FNAL/FESS: Connie Kania
· FNAL/Payroll: LindaSue Smith
· FNAL./FESS : Martha Garcia
[bookmark: _Toc245259577]Usability Team  
· FNAL/FTL/EBS: Tim Currie
· FNAL/CD/Office of The CIO: Irwin Gaines
· FNAL/Finance Section,  Payroll: Ron Phal
· FNAL/PPD/Finance: Sue Schultz
· FTL/EBS: Bob Willford

[bookmark: _Toc245259578]Appendix A: Onboarding Process 
When writing this document we have received valuable input for the employee on-boarding process. These are not requirements for the software, however the information is valuable and unless there is another place to save it, we have kept it here.

	account creation should happen automatically in FTL for new hires

	assignment of Oracle responsibilities should happen automatically within EBS for new hires

	assignment of tasks/activities to new/existing employees must be supported by the system

	 a process must insure start dates and termination dates are correct in the system

	a process must insure that an employee enters their final timecard before their termination date. Exceptions may be made for a person who is teminated.

	a process must insure that an approver can edit / approve a timecard after the employees termination date

	a process must insure that vacation balances are correct for employees transferring across the lab

	a process must insure that weekly to monthly and monthly to weekly transfers can be processes correctly in the system

	a process must insure mid-week (i.e. non-Monday) transfers can be processes correctly in the system



[bookmark: _Ref244259028][bookmark: _Ref244259061][bookmark: _Toc245259579]Appendix B:  Custom Validation Error Messages

1. Create a timecard without a start period.
2. Validate if employee is eligible to enter and submit timecards 
You cannot Save/Submit Timecard for &PERIOD.
3. Validate total Units
Skip this validation if the employee is part of FNAL Batt Chiefs Preference Hierarchy - PTA# 12902.
Total Hours must not exceed &TOTUNITS
4. Validate Home Projects exist 
Home Project Task not available for this timecard period (&TIMEPERIOD). Please contact your FFM.
5. Validate Death in Family, that it has details
Please provide the details for Death in Family Element
 Change message to: Please select the family relationship of the deceased. 

6. Validate Effort Payroll Fields 
Please enter hours for the selected Leave/Earnings Type or Project/Task or Activity
Please enter either Leave/Earnings Type or Project/Task or Activity"
7. Validate Project/Tasks
No task number: Please enter the Task Number

8. Validate Total Absence Hours
 You must enter effort reporting hours if your Absence hours is not equal to your standard work hours (&TOTHOURS) for the week
Change message to: Your defined work week is &TOTHOURS. Please adjust the leave hours or report effort in addition to leave. 

9. Validate Project and Task Fields for Earning Elements
Please enter Project/Task or Activity for the Earning Element
Change Message to: Please enter Project/Task or Activity for the earning type.

Action item: Suzanne and Suzanne to complete this
 
10. Validate Start/Stop
Please enter value for Start/Stop
Please enter a start and stop time.
11. Validate Start/Stop Hours Format
Please enter the Start/Stops in HH24:MI format
Please enter use the military time format for start and stop times (HH24:MM). For example 17:30 (HH24:MM) 
12. Validate Overlaps in Start/Stops
Please correct Overlap Entries in Start/Stop section
13. Validate Comments for Retro Timecards
Please enter Comments for this Retro Timecard 
Please enter a comment for this revised timecard 
14. Validate Jury Duty
Please provide details for Jury Duty Element
Please select the county name or Federal District for jury duty.
15. Validate Leave Without Pay
Please provide details for Leave Without Pay Element
Please select the reason for leave without pay.
16. Validate Worked Hours vs. Total Start/Stop Hours
Total Worked Hours (&TOTWORKEDHOURS) doesn't match with Start/Stop Hours (&TOTSTARTSTOPHOURS) for &DAY. Please make sure meal break hours included in Start/Stop
17. Validate Overtime
You cannot enter Overtime &TOKEN 
You cannot enter overtime unless the total hours for the week exceed 40 hours.

18. Validate Overtime Hours for Week(for all except 12Hour Employees) or day (only 12 Hour Employees)
Please enter &HOURS for Overtime element
Please enter &HOURS for overtime

Shift Premium errors:
19. Validate Shift Premium for 12:00 AM - 06:00 AM shift
20. Validating this Shift Premium before 18:00 - 00:00 as the Premium for 12:00 AM - 06:00 AM shift should be given even though employee works in both the shifts
Validate Shift Premium for 18:00 - 00:00 shift
Validate Shift Premium Overtime for 12:00 AM - 06:00 AM shift
Validating this Shift Premium Overtime before 18:00 - 00:00 as the Premium Overtime for 12:00 AM - 06:00 AM shift should be given even though employee works in both the shifts
21. Validate Shift Premium Overtime for 18:00 - 00:00 shift
22. Validate Shift Premium Double Overtime for 12:00 AM - 06:00 AM shift
23. Validating this Shift Premium Double Overtime before 18:00 - 00:00 as the Premium for 12:00 AM - 06:00 AM shift should be given even though employee works in both the shifts
24. Validate Shift Premium Double Overtime for 18:00 - 00:00 shift
25. Validate Weekend Shift Premium for 12:00 AM - 06:00 AM shift
26. Validating this Weekend Shift Premium before 18:00 - 00:00 as the Weekend Premium for 12:00 AM - 06:00 AM shift should be given even though employee works in both the shifts
27. Validate Weekend Shift Premium for 18:00 - 00:00 shift
28. Validate Weekend Shift Premium Overtime for 12:00 AM - 06:00 AM shift
29. Validating this Weekend Shift Premium Overtime before 18:00 - 00:00 as the Weekend Premium Overtime for 12:00 AM - 06:00 AM shift should be given even though employee works in both the shifts
30. Validate Weekend Shift Premium Overtime for 18:00 - 00:00 shift
31. Validate Weekend Shift Premium Double Overtime for 12:00 AM - 06:00 AM shift
32. Validating this Weekend Shift Premium Double OT before 18:00 - 00:00 as the Weekend Premium Double OT for 12:00 AM - 06:00 AM shift should be given even though employee works in both the shifts
33. Validate Weekend Shift Premium Double Overtime for 18:00 - 00:00 shift
34. Validate Weekend Shift Premium for 06:00 AM - 06:00 PM shift
35. Validate Weekend Shift Premium Overtime for 06:00 AM - 06:00 PM shift
36. Validate Weekend Shift Premium Double Overtime for 06:00 AM - 06:00 PM shift

For reference, these are the names of the messages in the database.
	FLHXC_ABSENCE_HOURS_EXCEP
	You must enter effort reporting hours if your Absence hours is not equal to your standard work hours(&TOTHOURS) for the week

	FLHXC_APPROVE_REJECT_EXCEP
	No more records to approve/reject

	FLHXC_DATE_FORMAT_NOT_VALID
	Please enter the Start/Stops in HH24:MI format

	FLHXC_EARNING_EFFORT_EXCEP
	Please enter Project/Task or Activity for the Earning Element

	FLHXC_EFFORT_COLUMNS_EXCEP
	&MESSAGETEXT

	FLHXC_EFFORT_FIELDS_EXCEP
	Please enter value for Project/Task  or Activity field

	FLHXC_EFFORT_HOURS_EXCEPTION
	Effort Hours cannot be more than the Regular Earning Hours

	FLHXC_EMP_NOT_ELIGIBLE_TC
	You cannot Save/Submit Timecard for &PERIOD.

	FLHXC_EXEMPT_TOT_UNITS_EXCE
	Total Hours must not exceed &TOTUNITS

	FLHXC_HOLIDAY_HOURS_EXCEP
	Please check that you have entered the correct holiday hours for your schedule &DATES

	FLHXC_HOLIDAY_MISSING_EXCEP
	Holiday Hours exist during this period. Please enter Holiday Hours only if you are eligible.

	FLHXC_HOLIDAY_NOT_ALLWD_EXCEP
	Holiday is not allowed on &DATES

	FLHXC_HOME_PROJECT_TASKS_EXCEP
	Home Project Task not available for this timecard period (&TIMEPERIOD). Please contact your FFM

	FLHXC_NE_START_STOP_EXCEP
	Please enter value for Start/Stop

	FLHXC_OVERLAP_ENTRIES
	Please correct Overlap Entries in Start/Stop section

	FLHXC_PAYROLL_DFW_EXCEP
	Please provide the details for Death in Family Element

	FLHXC_PAYROLL_FIELDS_EXCEP
	Please enter value for Hours Type field

	FLHXC_PAYROLL_JURY_EXCEP
	Please provide details for Jury Duty Element

	FLHXC_PAYROLL_LWP_EXCEP
	Please provide details for Leave Without Pay Element

	FLHXC_PROJ_TASKS_EXCEP
	Please enter the Task Number

	FLHXC_RETRO_TC_COMMENTS_EXCEP
	Please enter Comments for this Retro Timecard

	FLHXC_SHIFT_EARNINGS_EXCEP
	Please enter appropriate Shift Earnings

	FLHXC_SHIFT_PREMIUMS_EXCEP
	&MESSAGE

	FLHXC_VALIDATE_OVERTIME
	You cannot enter Overtime &TOKEN

	FLHXC_WORKED_HOURS_EXCEP
	Total Worked Hours (&TOTWORKEDHOURS) doesn't match with Start/Stop Hours (&TOTSTARTSTOPHOURS) for &DAY. Please make sure meal break hours included in Start/Stop




[bookmark: _Toc245259580]Appendix C:  Preference panel
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[bookmark: _Toc245259581]Appendix D: Edit-Cut-Off Date

These requirements have been suggested by the Usability Team, however, there was no consensus and the impact on the stakeholders was not clear. 
In order not to lose this idea, it is kept here in the appendix.

	FTL-1030
	Edit-Cutoff-date: Timekeepers shall be able to set a cut-off date for an employee to change timecards from a previous week.
	Usability Team
10-2009
	Desired

	FTL-1040
	Edit-Cutoff-date per section: The edit-cut- off date shall be configurable on a sections/divisions basis.
	Usability Team
10-2009
	Desired

	FTL-1050
	Exception: the edit-cutoff-date shall only apply to the employee.
	Usability Team
10-2009
	Desired

	FTL-1060
	Notification: The Timekeeper shall be notified when a timecard is changed outside of the edit-cut-off date.
	Usability Team
10-2009
	Desired
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