Exhibit 7.2: Human Resources and PAyroll
Human Resources and Payroll are strategic business partners providing institutional expertise that maximize our institution’s most critical and costly resource - our employees - and provide direct employee services within a human capital management framework. Each college is an independent employer that follows State of Ohio and Owens State Community College policies.
Responses must be provided for each scenario in the domains that follow, detailing the functionality available in the proposed solution. Responses to ALL questions should include a status on availability for the functionality prior to the scenario response, as follows:
Yes, functionality is available now as part of the proposed solution
Partially, portions of the functionality can be met within the proposed solution (explain in detail)
Yes, functionality will be available as part of a future commercially available release (provide estimated release date)
Yes, functionality is available as part of a proposed third-party solution (provide third-party solution name)
No, functionality is not available but could be through a custom build only
No, functionality is not available in the proposed solution
7.2.1 	Position Management
In alignment with employee compensation planning and development, Owens State Community College may leverage salary/compensation market data to determine column ranges and steps for jobs and positions.
1. Describe how the proposed solution will meet the College’s needs for the following functionality:
a. Compensation modeling scenarios for planning and budget purposes. What is the interoperability between position management and budget planning?
b. Benchmark data to calculate compensation ratio and regression analysis and make recommendations based on results
c. View vacant positions, occupied positions, provide classification details and create reports on demand. Provide a sample of a standard report
2. Explain how business rules could be used to classify the position based on policies and collective bargaining agreements (CBA) and plans.
3. Does the proposed solution provide the ability to assign salary plans, columns, and steps to jobs and positions? Describe the functionality.
4. Describe functionality in the proposed solution to provide internal and external benchmarking of compensation survey data.
5. Does the proposed solution provide a position description library? Describe the functionality and provide an example.
6. Describe how position control interacts with market rate of position.
7. Explain how the proposed solution could be used to identify where positions have been pulled out and created new to circumvent budget controls.
8. Explain how the proposed solution integrates position control, talent management, and compensation. Is all functionality contained within the solution, or is third-party software necessary? Explain how this functionality integrates with the time-keeping system.
7.2.1.1 Organizational Charts
The automatic creation of organizational charts, based on the information available within the HR system, will provide the College an opportunity to chart and manage their institutional information. The addition of a “sandbox” or similar capability within the org chart functionality will also provide managers the ability to use “what if” scenarios for potential reorganization.
1. Describe how changes made to a person and/or position on an organizational chart could update other areas. For example, an org chart change could change the cost center, their reporting structure, job title, etc. Does the change also make automatic access changes, including account security, access to data, and signing authority?
2. Describe the security requirements for making changes to the organizational structure. Explain how various levels of managerial personnel would be able to model “what if” scenarios without applying changes. Does the proposed solution require final approval from HR for implementation of any changes? Can this feature be turned off?
3. Describe the functionality for the College to create and or change automated org chart information-based hierarchy that is not captured in the system.
7.2.2 	Recruitment and Selection
The College may benefit by sharing services but also may compete for resources, such as persons in key roles and/or work experience.
1. The College is willing to consider replacing its current applicant tracking system. Describe how the proposed solution could handle the following transactions:
a. Allow each department to configure or customize the proposed solution to reflect the individual programs.
b. Innovations and tools available to leverage social media and mobile technology to reach passive job seekers and connect them with institutional job opportunities
2. Alternatively, is there a delivered interface available between the proposed solution and a third-party applicant tracking system? If yes, whom do you partner with? What features and functionality would this support? 
3. The institution seeks a seamless experience that carries prospective employees throughout the process of the hiring, onboarding, and new employee transition. Describe how the proposed solution will manage recruitment and selection, including, but not limited to, the following:
a. Support for multiple types of hires, following different business processes (such as executive/ leadership, faculty, staff/administrators, adjunct faculty, short-term contingent, and student employee workers)
b. Workflow to tie requisitions for staffing to budgeted staffing plans, approval, and posting a position
c. Recruiting and applicant tracking throughout the recruiting process
d. Integration with third-party job boards
e. Online application process 
f. Ability to identify internal and external candidates 
g. Collect credentials, years of experience, and other relevant data to quantify qualifications for each candidate 
4. The applicant’s experience and ease of use are important factors to consider when implementing a recruitment solution. Describe the applicant experience in the proposed solution, including how applicants apply, submit documents, review their application status and schedule, view and confirm interview schedules, apply to more than one job across campus. How much of this is available via a web-based portal or mobile app?
5. Oversight of the process by human resources, hiring managers, search committees, affirmative action officers, and other stakeholders is an important function of recruiting and selecting qualified candidates. Describe the Human Resource office, search committee, and hiring manager’s experience with the proposed solution, including, but not limited to:
a. Communication functionality to support the engagement and training of search committees and managers, including any self-service features available
b. Need to manage diversity and affirmative action across applicant pools and throughout the hiring process
c. Process for the search committee to schedule, track, and score the interviews for applicants
d. Initiating requisitions for new hires
6. Describe how affirmative action information is tracked within the proposed.
7. Provide details on delivered integrations with third-party providers for background/driver record checks. How would these services be automated within the proposed solution?
8. Describe the applicant screening and review process workflow, including any automated applicant qualification screening (and removal from consideration), committee review and evaluation, and final evaluation scoring capabilities. What type of tracking is available during the various phases, and what communications are sent to the applicant during this process? 
9. Describe the communication method for applicants during the hiring process.
10. Monitoring the process, selecting a final candidate, and closing out the process are vital components for HR recruiting. Describe how the proposed solution would handle the following: 
a. Once an offer is accepted, transferring information about the individual gathered throughout the recruiting process to the employee record for hiring including, education, work experience, licenses/certifications, salary, start date, etc.
b. Identify former applicants or employees who should not be considered for hiring in the future
11. Describe how workflows would initiate the position request/justification process as a result of a separation. 
12. Describe the capability in the proposed solution to monitor and track recruiting expenses, including advertising, interview costs, relocation costs, cost to fill, signing bonus, and employee referral bonus that are issued only after the candidate has been employed for a specified amount of time. 
13. Recruiting and hiring for student workers is not as rigorous and complex as employees. Describe the ability to have a different and more straightforward workflow for a student worker position? 
14. Describe functionality in the proposed solution to interface with advertising agencies to post the position.
15. Does the proposed solution support the ability to upload or attach appropriate documentation based on the position requirements and credentials requested? Explain.
16. Does the proposed solution save the position request for future use if not approved in the requested year? Describe the process.
17. Describe the user experience in the proposed solution for recruiting and hiring functionality. Are all processes seamlessly integrated to have an identical look and feel and appear as one system to the end-user?
7.2.3 	Credentialing
Employees are required to provide credentials that are evaluated and verified by the College and used to identify minimum qualifications and salary placement (using official documents, such as official transcripts). This requirement applies to candidates being considered for hire and for current employees to maintain and update their credentials, as applicable.
1. Describe the process within the proposed solution for HR to validate employee/finalist credential information (education, experience, licenses/certificates). How much of this process can be automated? 
2. Describe how the proposed solution will handle recording employee and faculty degree attainment and professional development. How will the granting institution, degree date, and transcript received be tracked for both degrees and certificates?
3. Describe how the proposed solution could automate the evaluation of work experience and education to determine if an employee/finalist has met minimum qualifications. How are the results communicated to the employee/finalist and appropriate stakeholders?
7.2.4 	Hiring and Onboarding
Newly hired employees need to be informed about basic legal and policy requirements, to complete new hire paperwork accurately and completely, and receive information on enrolling in benefits. Understand expectations of requirements for mandatory/required training in their new role. Efficiencies are needed to ensure that newly hired employees receive the information, access, and tools they need in a timely manner to perform their roles and responsibilities. This also includes providing technology credentials for access to required enterprise systems, establishing access to systems and physical locations, and adding the individual to the appropriate information and online communities. Communication is vital during the hiring and onboarding process to engage and retain employees.
1. Describe how the proposed solution will communicate/notify applicants, human resources, hiring manager, search committees, background and reference vendors, and other internal departments during the onboarding process.
2. Describe how the proposed solution will communicate/notify new hires, human resources, hiring manager requirements for mandatory/required training.
3. Describe how the proposed solution will onboard employees. What self-service features are available to allow new employees to see actions required, submit/upload required documents, update any demographic information, social security card, emergency contacts, etc. 
4. One of the future desires is to use as many electronic forms and automation as possible. Describe the forms (W4’s from multiple states, NRA, I-9, W-2, 1042s, etc.) available electronically through the proposed solution. What other forms could be interfaced, if needed? Are these electronic forms available on the web-based portal for employee usage and/or access?
5. Describe how the proposed solution would track employee access to systems, buildings, and other employer property – mobile devices, uniforms, laptops, keys, employee ID, library books, etc., with the ability to update and track throughout the employee’s life cycle. Include any ability to notify managers, human resources, and/or payroll when all items are received/returned or if something is not received/returned.
6. Describe the process in the proposed solution for creating, preparing, and processing an offer letter to a candidate, including but not limited to the following elements:
a. Explain how a hiring manager could intervene and customize the letter based on specific needs, such as travel reimbursement, relocation, etc.
b. Provide the details to integrate information from the recruiting solution into an offer letter such as name, address, etc. 
c. Owens State Community College may have different approval needs and signatures. Describe how the approval queue can support the ability to verify offer letters prior to sending, gather approval signatures (for example, Dean, VP, President), and can be configured to meet individual college needs
7. An assignment should not be extended or an employee rehired without first confirming that there are valid documents (such as I-9, licenses, certifications) on file. Explain how this functionality works in the proposed solution.
7.2.4.1 Tracking Non-Employees, Volunteers, and Independent Contractors
There are many needs to track non-employees, volunteers, and independent contractors, including hires from third-party agencies, to ensure the institution has appropriate information on everyone who will interact with the students, the College, and the community. The individuals may be volunteering, may be involved in multiple activities, and may be local or from across the nation.
1. Describe how the proposed solution would support this type of hire, including how the supervisor initiates the request to hire, backgrounds checks if needed, the contracted payment amount, the approval process, and the individual signing and accepting the contract offer. 
2. Detail any features and functionality provided in the proposed solution to assist in interactively assessing and determining independent contractor versus employee status.
3. Does the proposed solution incorporate workflows that include an HR sign-off for 1099 independent contractor status or some process that would ensure that the contractor should not be considered an employee for tax purposes? Explain the process.
4. Detail what data needs to be gathered from non-employees to provide access, as applicable, to institution systems, i.e., the enterprise system, employee ID to access physical locations, etc.
7.2.4.2 Training
1. The College is willing to consider replacing its current learning management system for training. Describe how the proposed solution could handle the following transactions:
a. Allow each institution to configure or customize the proposed solution to reflect the individual, institutional brand
b. Innovations and tools available to leverage mobile technology for training opportunities
c. Functionality and tools of a robust training system
2. Alternatively, is there a delivered interface available between the proposed solution and a third-party learning management system for training? If yes, whom do you partner with? What features and functionality would this support? 
3. Describe software integrations that can be used in addition to the existing functionality of the learning management system.
4. Describe the ability of the system to track training reporting and compliance.
7.2.5 	Managing Data and Personnel Actions
Human resource information systems keep track of critical employee data such as demographic information, job titles, EEOC codes, pay rates, assignments, and more. Ensuring that the data is easily accessible by both HR professionals and employees is a key component of the system. 
Desired functionality in the proposed solution would allow automation of various processes or streamline current processes to minimize the need for manual data entry, thus increasing accuracy and efficiency. The proposed solution should include ease of online viewing of information about an employee to effectively manage processes.
7.2.5.1 Personnel Actions
Customizable security definition based on role is essential for the new ERP solution and must appropriately look to proper data access for the College.
1. Describe how the proposed solution controls what an employee can initiate as a personnel action vs. what a supervisor can initiate vs. what human resources can initiate. How are workflows set up to support the routing and approval capabilities for personnel actions?
2. Detail how the proposed solution provides supporting, context-sensitive information to aid in the decision-making or processing of transactions (for example, access to leave balances for requests for paid leave, required FMLA documentation for FMLA requests, etc.)
3. Describe the user’s view that provides employee data grouped together in a consistent and logical format, i.e., position details, rate of pay, assignment type, FTE, leave balances, etc. Include a snapshot of a sample view.
4. Describe the functionality used to identify changes that require backup documents for related demographic changes and the rules that can be defined. Can the proposed solution hold the data in a “pending” status until documentation is complete (i.e., birth certificate, social security card, etc.)? Describe how this would occur.
5. Describe any functionality that would notify both the employee and HR office regarding documentation the employee needs to provide and if that can be uploaded or will need to be delivered to the human resources office.
6. Describe how the proposed solution would support retroactive changes that occur in a previous fiscal year(s) in which accounting has already been closed. 
7. Describe how the following personnel changes would be supported in the proposed solution: department changes (reorganization), manager reassignments (new manager), and other assignment-related changes.
8. Describe the communications in the proposed solution to stakeholders for any role change (onboarding, termination, transfer) as a part of a workflow that would require security, approvals, and budget adjustment.
7.2.5.2 Reporting Relationships
A supervisor’s access to appropriate information about their direct reports is a critical component of managing personnel.
1. Describe and confirm the proposed solution’s capability for the manager’s self-service features access to view specified information for their employees, including demographic, credentials, contact, and job information (positions, assignments, classification, working job titles, FTE, work schedule, etc.), performance evaluations, disciplinary action, job descriptions, salary, benefits, leave usage and balances, emergency contact information, review of employees’ compensation, performance review history, as well as propose updates to job descriptions and request compensation and title changes.
7.2.5.3 Assignments
Assignments drive benefit eligibility, leave accrual, seniority, etc. Assignments define the amount of money to be paid, drive the encumbrances of funds, and take the dollar amount and disburse the payment over a range of payment periods, i.e., bi-weekly, lump sum, etc. 
There may be individuals who have multiple roles within the College. For example, someone may be both an employee and a student of an institution. Similarly, a staff member at one institution may be a student or adjunct faculty member at another. Many individuals have multiple roles within a single institution, including roles that are wholly funded by one source or may require a percent or dollar allocation across multiple funding sources.
1. Describe how the proposed solution will address assignments and multiple roles, including workload assignment, the workflow of assignment approvals, and the employee’s acceptance, production of offer letters, communication, and signing, with electronic signatures, as desired. Responses should detail the complete process of position assignment(s), including all communications and any self-service features that can be leveraged for human resources and overall operations related to assignments and the management of multiple roles.
2. Does the proposed solution support the use of an assignment template? If so, describe the steps to create an assignment template.
3. Describe how the proposed solution will handle the assignment setup process using the assignment template. Can work be saved to allow the user to resume later?
4. Describe how the primary assignment is identified. 
5. Describe if the system would allow the tracking of multiple statuses for an employee, i.e., a retiree that comes back as an adjunct faculty member and would, therefore, have a retiree status and an adjunct faculty status, etc.
6. Explain how the proposed solution will calculate/recalculate FTE and dollars for a single employee.
7. Describe functionality in the proposed solution to calculate/recalculate FTE and dollars in batch by:
a. College
b. Bargaining unit
c. Appointment category
d. Assignment type code
8. Explain the ability of the proposed solution to create an assignment manually or using a template.
9. Describe how a batch of new assignments would be created.
10. Detail the functionality in the proposed solution to allocate assignment dollars to one or more cost centers over the life of the assignment.
11. Explain the ability for employees to have multiple assignments, and each assignment can have multiple attributes, such as FTE, dollars, cost centers, start and end dates, hours, approvers, supervisors, etc.
12. Describe any validation capabilities when adding an assignment to an employee to ensure the assignment is appropriate.
13. Describe how the proposed solution would notify the supervisor when additional assignments will impact the employee’s benefits eligibility, based on that employee’s other assignments in the system. What information can be included in the notification?
7.2.5.4 Pay Disbursements
A pay rate can be bi-weekly, hourly, or lump sum (one-time or recurring). An employee may have more than one pay rate over the course of the fiscal year, depending on changes in the compensation grid and faculty workload.
1. Desired functionality includes the automation to determine the earn type code, pay frequency, payment, and pay duration directly from the assignment, with the ability for the user to override as applicable. Describe how this occurs in the proposed solution.
2. Individual departments may have different practices on how and when lump sum amount and overload are paid. How can the proposed solution be configured to accommodate differing policies while still providing flexibility to the departments?
7.2.5.5 Data Management Based on Collective Bargaining Agreements
Collective Bargaining Agreements (CBAs) will require the proposed solution to be flexible and agile to enable changing defined rules based on final approval of the multiple agreements in a very tight/short turnaround time, which could relate to changes in compensation calculations, including retroactive calculations and payroll processing, benefits, etc.
1. Describe how the proposed solution would handle the following:
a. Steps for updating and maintaining the salary grid with new rates of compensation
b. Calculate and update assignment dollars based on new rates of compensation, which may be based on past positions and not just the current position
c. Display the new assignment dollars and allow the user to make manual corrections as necessary
d. Calculate new pay rate and retroactive pay calculation based on effective dates and new salary grid
e. Describe the considerations for calculating and recording back pay for a fiscal year in which accounting has closed
2. Describe how the proposed solution manages payment, reporting, and tracking of grievance and legal settlement issues based on the following criteria:
a. Receipt and tracking of notifications of arbitration awards, grievance settlements, and settlements of legal claims
b. Payments are processed through a workflow and review process. 
c. Documentation (i.e., scan and upload, etc.)
7.2.5.6 Faculty Sabbaticals/Promotion/Tenure
Faculty sabbaticals, promotions, and tenure are dependent on the College, CBA’s, and effect assignments and payments.
1. Describe how the proposed solution approaches the management and awarding of sabbaticals for college faculty, and would ensure that sabbaticals are awarded in accordance with contract requirements, including the following elements:
a. Identifying and verifying eligibility criteria, including required years of service, the completion of the sabbatical application, and written plan documents within the defined deadlines
2. Describe how the proposed solution could aid in an automated sabbatical application that would result in:
a. An automated setup to create sabbatical pay assignments, i.e., one semester at the full base salary or a full academic year at a percent of base salary
b. Providing a warning and notifications that can be generated if there is an attempt to create an assignment for a faculty who has been approved for sabbaticals but with override capabilities for exceptions
3. Describe how the proposed solution could electronically support the review/approval workflow for sabbaticals, promotion, and tenure. Faculty members will need to upload applications and other documentation and have their requests approved. Does the proposed solution support scanning and uploading of documentation or the ability for faculty members to provide links to support their documentation? Explain.
7.2.6 	Faculty Workload
It is crucial to ensure that accurate workload information is available across the system, is contract compliant, and can be used, as applicable, for calculating pay, benefit eligibility, multiple FTE calculations, seniority, and other needs as defined by the stakeholders.
1. Faculty workload is driven by the term-course schedule, and faculty load will be populated based on the information in the term-course schedule. Can the proposed solution meet this need? Explain.
2. Calculating workload for faculty members can be a very complicated process due to the complexity of the criteria. Describe how the proposed solution handles instructional (credit or non-credit) and non-instructional assignments (release time) and the various CBA requirements.
3. Explain how the proposed solution uses the data elements such as course status, payment status, instruction type, load, credit hours, contact hours, and enrollment to calculate workload based on business rules, and allows users to manually override workload calculation rules with the desired workflow approvals for the change if needed.
4. Stakeholders need the ability to see details about instructor workload at any time and make updates and approve. Describe the steps required in the proposed solution to allow stakeholders to review instructional assignments to ensure that assignments were made correctly.
5. Describe how the proposed solution would meet the need for faculty members to review, and in some cases confirm, their entire work schedule at the College, as applicable, in a single view. 
6. Describe how the proposed solution would incorporate audit, system processing, and reporting functions such as: 
a. Ability of stakeholders to audit assignments to ensure they meet collective bargaining agreements
7. Explain how the cost center/funding could be changed on an existing workload record. 
8. Are instructional assignments available for display to Academic Deans, faculty members, human resources, and other authorized individuals based on security roles? Explain.
9. Does the proposed solution create multiple appointment letter templates for quick processing and creation of all faculty appointment letters, individually or as a batch for the term? Explain. 
10. Describe how appointment letters are managed when changes in assignments occur.
11. Detail how the proposed solution would flag a potential needed change from part-time faculty status to full-time, based on institutional rules and CBA.
7.2.6.1 Non-Instructional Faculty Workload
A non-instructional assignment represents non-classroom activities performed by an employee. Examples include coaching, activities, counseling, librarian, chairperson, or a reasonable credit equivalency (RCE). Non-instructional assignments can be on the basis of credits, duty days, hours, lump sum, or no pay. Assignment type codes are used to describe a non-instructional workload assignment.
1. Describe the steps to create/add a non-instructional assignment in the proposed solution.
2. Does the proposed solution display information in the faculty’s workload details of the non-instructional assignment? Describe the functionality.
3. Will the non-instructional assignment flow to payroll for payment processing? Explain the process.
7.2.7 	Benefit Management
Benefit management is a vital piece of the hiring process and continued engagement with the employee. It is imperative that initial benefit enrollment and subsequent open enrollment periods are managed in an integrated and efficient manner that requires the least amount of manual data entry.
1. Describe the functionality of the system to set up benefits and deductions based on different criteria, such as salary range, percent of salary, flat amount, account receivable, insurance (including IRS age table for tax purposes), pre/post-tax, with various cost based on employee only, employer only or shared cost, etc.
2. Describe the capability to track and tax domestic partner benefits.
3. Describe the capability to track benefit amounts owed vs. paid and arrears set up to reconcile differences. Include any capability to track and include payments made outside the payroll system.
4. Describe the required system set up for employee data to ensure the ability to use system delivered ACA tracking and reporting, as well as the creation of ACA forms and reports. For example: defined ACA criteria may require that hire date be used to identify gaps in employment by using rehire date in specific scenarios to be captured in ACA standard reports.
5. Describe how the setup of benefits integrates with the setup and monitoring for ACA hours tracking, benefit eligibility, and generation of the forms 1095-C and 1094-C.
6. Describe how the proposed solution can monitor eligibility by automatically rechecking status/assignments after a change has happened and flagging potential issues (the change could make the employee eligible for insurance or result in them no longer being eligible for insurance). What notifications would be sent during this process?
7. Describe how employees can see their current benefits and cost, options if they make changes during open enrollment and/or a life change or new hire along with the cost, with the ability for the employee to model their paycheck to see how changes could potentially affect their paycheck. 
8. Describe the functionality to set up rules to identify new and/or rehired employees who are eligible for retirement contributions and how the contribution calculation can be automated in the system. Calculations would need to be based on FTE based on salary and tiers and/or state retirement rules.
9. Provide details of the functions that would allow the proposed solution to make an initial determination of eligibility but require HR to approve/implement the final determination on eligibility.
10. Describe how the proposed solution could assist with the process of preparing offer letters with the appropriate benefit eligibility information or potential disclaimers.
11. Describe how the proposed solution can monitor eligibility on an ongoing basis to ensure employees are notified of benefit eligibility changes.
12. Detail how the proposed solution will ensure the employer contributions for benefits are paid for employees who are not on the payroll and the ability to use effective dates for benefit deductions to start/stop/restart deductions from payroll based on policies, procedures, or individual employee setup that ensures replacement of the full amount. This could include leave of absence (LOA) without pay and/or employees who do not have enough pay to cover deductions, layoff, etc.
13. Detail how deductions in arrears would be monitored outside the payroll system in cases where payroll deductions would not be applicable.
14. Detail how the proposed solution would automate the ongoing determination and coding of retirement eligibility and appropriate plan, based on the stored data and business rules, including but not limited to bargaining unit or change of bargaining unit, employment status, assignments FTE, years of service, etc.
15. Describe how the proposed solution would monitor supplemental retirement eligibility and limits based on defined rules. Limits could need to be monitored across multiple supplemental plans and based on federal guidelines. How are the rules established, and what type of parameters would be available to include?
16. Describe how the proposed solution can track employee professional development waivers for themselves and tuition waivers for themselves and/or dependents.
a. How can employees view what waivers they are eligible for? 
b. How does the application/request process to have a waiver applied, including an acknowledgment of the terms and conditions for waiver utilization, work?
c. What does the approval process and verification of eligibility consist of?
17. Detail the functions available to support worker’s compensation claims, including the first report of injury, tracking the status of the claim, and updating the proposed solution to appropriately track the worker’s compensation leave and assignment, as applicable. 
18. Describe how the proposed solution will accommodate voluntary deductions such as parking, foundation giving, fitness, etc. 
19. Describe the functionality to store employee dependents and beneficiary’s information and supporting documentation.
20. Describe functionality in the proposed solution to manage and track data on part-time staff and adjunct faculty to determine insurance eligibility.
7.2.8 	Payroll
Workload calculations, payments, leave requests, time recording, etc., should be set up in the ERP, with the ERP being the system of record. Pay types include but are not limited to salary, hourly (where time is tracked and approved for payroll processing), shift differentials, overtime, on-call activities, etc. Employees are paid on a bi-weekly basis.
1. Describe the entire payroll functionality, including but not limited to:
a. How payroll is configured in the proposed solution for pay cycles, pay periods, earn types (regular, overtime, miscellaneous, leave, work-study), banking information, tax tables, etc.
b. How payroll data is compiled from workload calculations, assignments, leave requests, time recording, etc.
c. The processes that payroll employees must initiate, or the ability to automatically schedule the necessary processes to run. What payroll steps are mandatory, and what steps are optional to produce a payroll?
d. What controls are in place once the payroll process has started to prevent any further changes from interfering with payroll processing? 
e. How changes are made once payroll processing has started. Could changes be held in a pending status and incorporated into the payroll if payroll chooses to include them?
f. Describe and include samples of the reports that are created throughout the process and how they are delivered to staff for review and approval
2. Describe how the proposed solution will streamline payroll operations for all employee pay types while providing easy online access for employees to monitor their payroll information and for supervisors to review and approve payroll transactions for their direct reports.
3. Describe the functionality for batch wage changes per selecting groups of employees based on different criteria, i.e., status, CBA, department, percentage, flat amount, etc.
4. Describe the functions needed to set up deductions and earn codes and the ability to easily change/update per individual and/or batch processing? 
5. For non-exempt employees, describe how the proposed solution will support calculating overtime based on 40 hours per week and/or over 8 hours in a day (per a CBA). 
6. Describe what happens in the proposed solution when student employees reach their financial aid limit.
7. Describe how the proposed solution would assist with reconciliation with physical banks, generating remittances to AP, direct deposit interaction with the banks (positive pay), and files to upload for federal/state reporting.
8. When are the annual federal and state tax tables available to the institution? How long after the new rates are released from the IRS are the tables available to the institution? 
9. Describe how the proposed solution assists the institution in remaining compliant, including but not limited to Federal and State regulations and updates regarding compliance requirements, i.e., Fair Labor Standards Act (FLSA) increase in minimum wage rates, ACA, etc.
10. Does the proposed solution allow one-time adjustments that do not affect the employee’s record, to be made during the payroll process? Describe the process.
11. Describe the pay processing and error handling options that can be defined in the proposed solution. 
12. Describe the proposed solution’s ability to reissue a paycheck through the payroll system easily for cases where the direct deposit information was incorrect.
13. Is the payroll module fully integrated into the human resources modules, including the integration of any online time entry and approval features and functionality, in the proposed solution? Describe the functionality. 
14. Describe how the proposed solution supports suspended operations, standby, shift differentials, callbacks, overtime, and double-time calculations.
15. Can the proposed solution populate information from the position control/budget to the employee record once assigned one or more positions? Describe the process.
16. Detail functionality in the proposed solution to reconcile position control with personnel records from the HR system, including budget versus actual expenditures.
17. Describe how the proposed solution calculates position counts, full-time equivalents, and headcounts and adjusts the counts when position and employee changes occur.
18. The College and the workforce development division currently run separate payrolls, which are envisioned to be streamlined in a new solution. Further, a college employee has the benefit of waiving the cost for a four-credit class per semester. This employee is also an instructor for the workforce development division and an adult learner. How would the solution manage this person? How will their student AR be automated for a tuition waiver? How will their labor distribution be managed without manual intervention in the payroll process?
7.2.8.1 Leave
Owens State Community College needs an efficient leave management system, as research has shown that ineffective leave management policies affect employee performance in a negative way. Ensuring employee satisfaction is one of the most basic activities of an HR practice. Leave types include personal, sick, vacation, and compensatory time, etc.
1. Describe the entire leave management process available in the proposed solution, including how leave requests are deducted from leave balances, how leave can be accrued, how adjustments are made to balances, and how updates/changes can be verified. Taking into consideration the factors listed below, including but not limited to: 
a. Accrual rates, FTE, dates, and years of services (following CBA rules)
b. Overtime with the ability to note a different cost center if different from the primary assignment (overtime needs pre-approval to process in a payroll)
c. Comp time
d. Validation of time-based on work schedule, day of the week, leave balance, supervisor approval, etc.
e. Different approval routing based on CBA
2. Accurate leave balances are dependent on the timing of other processes. Depending on the bargaining unit, could leave be displayed either as hours or days? Explain how this functionality is represented in the proposed solution?
3. Describe how the proposed solution would allow the employee and/or supervisor to change and/or cancel a pending or approved leave request before it has been processed and how canceled requests are cleared from the queue.
4. Describe how leave request and leave usage will be archived, viewable and reportable on an as-needed basis.
5. Describe the option for the College to use a holiday schedule and how the proposed solution would meet each of the following examples: 
a. Populate the holiday schedule on timesheets with the hours to be paid per employee scheduled hours for holiday pay
b. Accommodate a different holiday schedule for each college
c. Accommodate an alternate holiday schedule based on the bargaining unit
6. Describe the functionality in the proposed solution to assign leave plans based on the assignment/bargaining unit. 
7. Describe how FMLA eligibility, leave request, documentation, and limits can be tracked in the proposed solution.
8. Describe how other types of leaves, such as short and long-term disability, leave without pay, etc., can be recorded and tracked in the proposed solution. Are there forms available on the web-based portal to request disability with the ability to upload required documentation?
9. Describe how leave plans are added to the system, i.e., public health leave, etc.
10. Does the proposed solution allow employees to see applicable leave balances and drill in to see the detail of leave taken? Is the functionality available now, available as part of a future release (provide release date), not available, or custom build only?
7.2.8.2 Time Recording and Reporting
Time and attendance tracking are some of the most vital day-to-day operations, and the management of hours is equally important for the College. Work times determine payment and benefits, influencing financial decisions.
When logging in to complete a timesheet, employees should only see the information they are eligible to see (such as leave only, if eligible). Student employees would still need to enter the date and time worked. Work schedules, holiday schedules, and time off requests should default into the timesheet, with the employee able to change/adjust before it goes through the approval process.
1. Describe the entire time recording functionality, including, but not limited to, the following. Include sample reports or screenshots that are created throughout the time-entry activities and how they are delivered to staff for review and approval. 
a. How various types of time are handled, such as regular pay, overtime, holiday, comp time, shift differential, call-in pay, etc.
b. Options for entering, submitting, and approving time
c. Options for remote access, mobile devices, time clock integrations, etc.
d. Notifications are available to alert supervisors when employees have or have not submitted timesheets, when a supervisor has approved or has questions on an employee’s timesheet, etc.
e. How approved leave populates timesheets
f. How time entered can be validated against the employee’s work schedule
g. How payroll can reject a timesheet that has been approved by the supervisor, but changes need to be made
2. Explain how the various types of leave balances will be viewed in the proposed solution. 
3. Describe how the proposed solution will set and maintain accurate work schedules for employees. How will the system ensure that the work schedule meets the requirements from the collective bargaining agreements?
4. Describe how approved time can be reviewed by the payroll office.
5. Does the proposed solution disallow work time during scheduled class time for work-study students? Explain.
6. Explain functionality in the proposed solution that could allow a timesheet approval to be stopped if the supervisor has not approved a leave request.
7. Detail the reporting and automated notifications for time submission and supervisor actions in the proposed solution. 
8. Can the proposed solution calculate pay for hours from prior pay periods, including if overtime is due? Describe the process.
9. Can the proposed solution perform date-based adjustments without the need for manual calculations? For example, based on the effective date of a change, can the proposed solution calculate and send to payroll what the adjustment amount is to be paid? Explain the functionality.
10. Explain how the proposed solution can track volunteer hours and use those hours for workman’s comp purposes or non-paid hours.
7.2.9 	Performance Management
Performance management and succession planning is an area to focus on. The College needs information on existing employees’ skills, training, degrees, certificates, and overall professional aspirations to analyze their current workforce and identify opportunities for advancement, professional development, and overall succession planning. In addition, the institution needs a mechanism for linking employee skill sets with departmental objectives and institutional goals.
1. Describe how the proposed solution supports the talent management lifecycle.
2. Describe how the proposed solution could provide some shared development services across the College while giving each college a critical planning and talent management tool that will create development opportunities for employees and address the future challenges of the College. 
3. Describe how the proposed solution would support the entire performance management process, including succession planning, annual and probation reviews, self-evaluations, manager evaluations, 360-degree evaluations, and corrective action plans. Does the proposed solution include interactivity capabilities that would allow feedback and automatically update the status of tasks? Is automatic scheduling workflow available for reviews based on hire dates and completion of tasks?
4. The performance management system must ensure contract compliance and support different processes and data collection based on the bargaining unit, with performance cycles that vary by college. Describe how the proposed solution will meet these needs.
5. Describe how the proposed solution would support analytics for progression, career path, development, and succession planning.
6. Describe functionality in the proposed solution to track patterns and discrepancies between the self-evaluation and manager performance ratings to flag for the next level of human resources review.
7. Explain how the proposed solution allows private notes during performance reviews so both employee and manager can track and note specifics throughout the evaluation period.
8. Does the proposed solution have transcripts available as part of the performance management process to track certification, note training, and offer career path options? Explain the functionality.
9. Explain if the performance management and the training platform are integrated.
7.2.10 	Separation
The process of separating an employee from employment at an institution involves many steps, including: 
Determining the appropriate separation type (i.e., transfer, resignation, retirement, early retirement, reduction in force, voluntary/involuntary, etc.) based on the employee’s bargaining unit, years of service, age, etc.
Calculating severance payment eligibility based on leave balances, separation type, and bargaining unit
Determining eligibility for insurance continuation
Ending the pay and deductions
Recovering equipment/resources
Offboarding (notification to campus departments)
In the responses to this section, please describe how the College would manage employee separation.
1. Describe how the proposed solution will manage the separation process from initiation to final payment, including asset recovery including, but not limited to, the following:
a. How compliance with separation requirements under collective bargaining agreements, performance improvement plans, and institution policy or procedures will be maintained
b. Any process differences in a voluntary separation, an involuntary separation, or a death
c. Options for notifying the employee of their eligibility for various post-employment benefits, depending on their unique circumstances
2. Describe how severance payments/payoffs are calculated by the proposed solution. Can the calculations be configured based on business rules with different variables for each type of separation? Explain how the business rules would be created and configured?
3. Describe the procedure to have the proposed solution run the separation calculation. Is the information from a specified separation calculation available to calculate the lump sum payout? Can calculations be overridden, if applicable?
4. Detail the functionality provided to support early retirement actions, including identifying eligibility based on criteria and tracking retirement package offers and acceptance by employees.
5. Describe the functionality for the system to identify COBRA eligible actions and to transfer the information to third-party administrators.
7.2.11 	Student Payroll
This functionality requires tracking work-study funds, including limits retrieved from the Financial Aid system and any changes, to ensure students are not paid beyond approved limits. Additionally, student workers may be funded by work-study funds (which may be related to employment at the college or an organization within the community that meets work-study funding requirements), college funds, or both.
1. Describe how the proposed solution will support various student employment scenarios, including when a student is funded by both work-study and institutional funds in one pay period. 
2. Describe how the proposed solution will fully integrate student employment payroll, including effectively processing and, when appropriate, the student FICA exemption rules (including tracking a student’s status for FICA taxability) and international student’s FICA and treaty exemption rules.
3. Students are hired based on work authorizations, which could be funded by work-study funds or college funds. Describe how the proposed solution would meet the requirements of each of the following items:
a. A college-wide library for position templates and work authorization templates that could be used to create a student work authorization
b. Validate and control work authorization start and end dates
c. Validate and control minimum and maximum pay rates per college. This would be done by employee type (e.g., federal work-study, state work-study, college paid)
d. If a student enters hours during the same time they have a class, require a reason they are working when they should be in class
e. Payroll may be based on lump-sum/contract payments or hours worked recorded into a time entry system
f. When payment is made based on lump-sum/contract, timesheets should still be available to track hours (but not pay based on those hours). When using lump-sum payments and hourly reporting, there needs to be a check to ensure that the pay is not duplicated
g. Enrollment status of a student must be checked to help determine tax status. Results could change how students are set up and deductions charged, specifically based on items such as financial aid and FICA exemptions
h. Paying students in previous pay periods is needed, and a determination on whether students were enrolled on those dates is required
4. Describe how supervisors of student employees that are not employees of a college can approve time for student employees.
5. Describe the entire time recording functionality, including, but not limited to, the following. Include sample reports or screenshots that are created throughout the time-entry activities and how they are delivered to staff for review and approval. 
a. Options for entering, submitting, and approving time
b. Options for remote access, mobile devices, time clock integrations, etc.
c. Notifications available to alert supervisors when employees have or have not submitted timesheets, when a supervisor has approved or has questions on an employee’s timesheet, etc.
d. How time entered can be validated against the student’s work schedule
6. Describe what happens in the proposed solution when student employees reach their financial aid limit. Does the proposed solution notify the student and supervisor when they are close to earning their award amount (such as they have used 80% of their award amount)? Explain how this works.
7. Describe the process to allow a person to have proxy access for when a supervisor is out of the office. It would allow the person to approve time while the supervisor is not available.
8. Describe any exception reporting to catch data entry errors, e.g., employees who reported more than 10 hours in a day, worked on a holiday, etc.
9. Describe the entire payroll process for students, including:
a. Ensuring that students are enrolled before processing payroll 
i. Are different enrollment requirements based on employee type supported? For example, federal work-study, state work-study, college paid
ii. Does the proposed solution support checking enrollment for the appropriate pay period, whether it is the current term, previous term, or a future term?
b. Allowing/paying overtime, if applicable
c. Pay for prior periods (including identifying and tracking enrollment and tax consequences)
10. Describe how the proposed solution establishes and applies deductions (i.e., taxes, benefits) and garnishments (i.e., child support). Include how data is compiled and the processes that employees must initiate or the ability to automatically schedule the necessary processes to run. Include samples of reports and screenshots that are created throughout the process and how they are delivered to staff for review and approval. 
11. Describe how the proposed solution would be able to grant a wage increase to a set of student employees.
12. Describe what functionality is available in a web-based portal or mobile app to support student employees. 
13. Describe how the proposed solution will create an on-demand report that lists deductions by name and amount to verify deduction amounts, last pay date, and end dates for each payroll run. 
14. Describe how the proposed solution will provide unofficial Student Employment Verification forms showing their employment with the College in the student portal.
15. Describe year-end processing for student payroll, including the issuing of W-2 and 1042s forms in paper and electronically via self-service.
16. Describe how the proposed solution generates time and effort reports for grant and scholarship reporting and tracking.
17. Describe how the proposed solution accommodates international names, addresses, and characters for payroll (i.e., checks, W-2s, 1042s).
18. Describe the process for monthly payroll reports with year-to-date totals included, including a comparison to budget information.
19. Describe how the proposed solution will create exception reporting for student employees submitting over 60 hours in a pay period for FICA exception and Affordable Care Act (ACA) eligibility.
20. Describe how the student and staff can see a pay stub electronically every pay period, which would include salary grouped by type (e.g., federal work-study, college pay, state work-study, and etc.) deductions, tax withholdings, and year-to-date amounts. Is a print-friendly version available?
7.2.12 	Reporting and Business Intelligence (BI) for Human Resources and Payroll
Reporting is critical for the College, for both delivered and customized reports.
1. For the proposed solution, describe the standard reporting features for human resources and payroll, as well as reporting down to the departmental and program level(s) the proposed solution will support, as delivered. 
2. Describe the standardized reporting and delivered reports (i.e., IPEDS, ACA reporting, worker’s compensation audit reporting, succession planning, and workforce analytics - retirement, benefits, staff data, employee longevity, etc.) available within the proposed solution.
7.2.12.1 Human Resource Reporting and Business Intelligence (BI)
1. View, with the option to report on vacant positions, occupied positions, provide classification details and create reports on demand.
2. CBA seniority rosters and history needs to be recorded and archived in a form that is both viewable and reportable. Describe how the proposed solution will gather these data elements and support historical data.
3. Describe how the proposed solution can automate workload reporting based on various criteria, such as CBA, division, department, etc., and produce a summary grid to display overload/non-instructional assignment load as needed.
4. Describe how the proposed solution will report the status of sabbaticals by faculty member, including what year they were taken or if they have not taken any.
5. Describe how the proposed solution will support the ability to access real-time, drillable data analysis of human capital data from a mobile device.
6. Describe how the proposed solution will create ad hoc reports by managers and administrators. Please detail the ease by which ad hoc reporting writing capabilities are provided for non-technical managers and administrators.
7. Describe how the proposed solution will define criteria to generate benefits reports that include data merged from outside sources, including insurance eligibility, tuition waiver eligibility, retirement eligibility, etc. 
8. Describe how the proposed solution will budget and plan salary increases and decreases, with and without minimum and maximum levels.
9. Describe the ADA compliance reporting and tracking capability of the proposed solution.
10. Describe how the proposed solution will generate full-time equivalent staff and faculty counts, including vacant and occupied positions, for the current period and over a period, including past and future time periods.
11. Describe the ability to develop and produce turnover reports/dashboards by human resources or management per college, division, department, etc.
12. Describe how the proposed solution will support workforce analytic capabilities assisting the organizations to identify and analyze the following: 
a. Predictable activities that could influence workforce performance and improvement. As examples, provide sample copy and detail how reports would be produced for scenarios like the following:
i. To predict when 70% of the workforce will be over the age of 62
ii. To project areas of staffing shortage and identify the skills needed in the projected workforce needs
iii. To predict who is eligible for retirement by department
b. Correlating HR data to key institutional performance indicators
c. Describe the dashboards that are delivered and the functionality to build dashboards and drill down to the data in dashboards, along with the ability to create and maintain executive, human resources, and management dashboards
d. Information and analysis for multi-year workforce planning
e. Longitudinal compensation of total and average gross wages by department, division, and college per fiscal quarter
f. Individual compensation and the full-time equivalencies for all employees
13. Describe how you calculate the length of service for someone who left the organization then came back. One should be the total length of service, and the second should be for the first time they worked at the organization. Please show what fields are used.  
14. Describe how the solution would report vacant position count. Also, describe how you might associate a cost with them. Describe how and where you store planned positions and how they are tracked when approved, denied, on-hold, and actively being recruited. How does the solution tie a planned position through recruitment to hire in order to compare budget to actual?
15. The College will need to view some of all sent and/or pending communication. Additionally, the College uses a call center that would need to view information related to any student. Explain how personnel can view this information for an individual based on user security access. How is the security access established and maintained, and stored? For benefits, if audited, we will need to pull up those communications and verify when it was sent/received. They want to ask if there is a warehouse of standard communications that can be used for comm tracks and/or pulled up to use for an individual or ad-hoc communication to a student.
16. Describe how the proposed solution could deliver discrepancy reports and/or validation based on employer criteria. Examples could include, wrong benefit code based on the base salary of the employee, the employee owes some amount for benefits, but paycheck only allows a lesser amount to be pulled.
7.2.12.2 Payroll Reporting and Business Intelligence (BI)
1. Describe how the proposed solution will create an on-demand report that lists deductions by name and amount to verify deduction amounts, last pay date, and end dates for each payroll run. The report should be routed to appropriate departments (foundation, athletics, etc.) so they can notify payroll of any discrepancies. The report should also note any employee who was not paid and therefore had no deduction taken.
2. Describe how the proposed solution would compare a leave request against planned work schedules. 
3. Can the proposed solution create a report/screen view that shows a calendar view of leave requests and all potential variations of the schedule to ensure adequate scheduling? Explain.
4. Describe how the proposed solution can report employee salaries by cost center.
5. Describe how the proposed solution generates time and effort reports for federal grant reporting and tracking compliance with federal requirements, as well as state requirements.  Include how the proposed solution will manage the comprehensive elements of the STRS report.
6. Describe the capability for any report to be generated and electronically transmitted.
7.2.13 	Self Service for HR/Payroll
Self-Service for all employees is key for employee relations by allowing employees to access and update their information at their own convenience via web-based, mobile self-service for employees. 
The desired new ERP system will be configurable by the College but flexible for the employee to change views. It will be a constant companion to employees throughout their lifecycle by providing a web-based, mobile solution that will serve as their one-stop-shop for professional development, pay and job-related functions, and benefits. 
At its most basic level, self-service should enable employees to update and review key personal information, such as benefits, deductions, pay advices, and direct deposit from any device with internet connectivity, and see their total compensation and benefit summaries 
Describe the functionality to enable a single sign-on, so it is seamless to the employee. Examples included but not limited to:
1. The College will need to provide an interactive employee web-based/mobile self-service solution that will support the employee throughout their employment lifecycle from applicant to retiree. In addition, we envision a system that can be branded to reflect the unique nature of each college while leveraging a shared/common infrastructure. Describe how the proposed solution will support this need.
2. Describe how the proposed solution supports employee self-service and detail what functionality employees can expect. Please provide any clients’ employee feedback received regarding the proposed solution’s ease of use and intuitiveness.
3. In reflecting on the scenarios and questions above, describe how the proposed solution would support employee, supervisor, manager, and leadership web-based/mobile self-service for payroll functionality. 
4. Describe the administrative functionality for human resources and payroll to see exactly what the employee is viewing, in real-time, for current and past employees.
5. Detail the automated communication options in the proposed solution to employees for activities such as open enrollment, meetings, training opportunities, and other information that may have information links or documents attached and the automated notification of actions taken by the employee as a confirmation of what the actions or changes they have initiated in the system.
6. Describe self-service print options and access to former employees for W-2, pay advices, etc.
7. Describe how leave balances and leave details can be viewed.
8. Explain how self-service content is tailored to users with certain roles (Student, Faculty, Employee)?
7.2.14 	Workflow for Human Resources and Payroll
To benefit from the highest level of efficiency and automation, the College expects an integrated ERP system to include comprehensive, configurable workflow and business rules capabilities. To help us fully understand the workflow capabilities available in the proposed solution, please provide comprehensive answers to the following:
1. Is the proposed solution able to capture non-textual information, where necessary, to support the business process (e.g., scanned image and/or optical character recognition of a driver’s license)?
2. Describe how the workflow and business rules engine controls user access to workflows, including:
a. Workflow management and administration
b. Participation as an authorized workflow user
c. Participation as an authorized workflow approver
d. Making administrative changes to the workflow and communicating to everyone in the workflow of the change and any comments etc.
3. Describe the audit trail capability included in the proposed solution to show what happened, when it happened, date, time, who did what, and comments noted if correcting a mistake, etc. Describe any character limitations on notes and comments fields.
4. Describe the ability to make changes and update person-specific demographic information (such as office, phone, working title, etc.) via the web-based portal or mobile app? 
5. Describe the functionality for the creation of custom workflows/forms with built-in logic to add another workflow/form if certain items are checked/unchecked and to gather information and then put the information gathered into an external format (form or file upload) for submission to third parties.



[image: ]

2

image1.png




