Process Map TAMS RFP.igx

Any State of Oregon Agency
To-Be: 30,000' View of Time and Attendance Management System (TAMS)

TAMS
System Administration & Security Processes
(8.0 & 9.0)
TAMS
TAMS TAMS
TAMS Shif ivi
Employee Profile Scheduli: SPIr(;[cess Time Capture | ACt'.V'ty Based
Process & Process ot Aracess
(2.0) (ODOT-Standard Labor)
(1.0) (5.0) (3.0)
TAMS Leave
Management
Process
(6.0)
General Leave FMLA/OFLA Donated Leave Any
(6.1-6.5) (6.9) (6.10) Process
Adjustments
TAMS
Reporting and Analytics Process
(7.0)

Enterprise Map: Identifies and links TAMS processes at the 30,000’ level.

(Numbers 1.0 - 9.0 used to cross-reference to detailed map below; 4.0 is no longer in use.)

TAMS RFP Attachment M Process Maps
State of Oregon RFP DASPS-1153-15

Various Agency Processes: \
o Plan projects and work: Systems interfacing with TAMS that will continue to Systems:
% (UG g ) need/use time information: T Yr .ous Agency Processes TEAMS:0DOT accounting charge codes (Iab.or equipment, materials, etc.)
3 * Budgets MMS: ODOT - Maintenance Projects > Budgets ‘ (out of scope of TAMS) e 9 g » €quip . o
S « Inventory management MicroMain: ODOT - TTSU/ITS > Work Orders (interface TBD) Employees, Set up & Maintain Codes & Tables ZI;IS. _DEQ c:st;e;o:ery c:des & o i P'repopulate
g * Invoices CRIS: DEQ > Cost Recovery Projects > Invoices Dates, Hours, ‘ outside of TAMS PAi Work Schedule Co es (AA7, CA&:, etc.), Pay Type Codes, Holidays T'nj‘eShEEts5
o « Preventive Maintenance FMS: ODOT - Vehicles & Equipment > Rolling stock Codes ‘ (various processes & systems) PPDB: Personnel and Position data alidate data
* Project Planning \
* Work Orders L
X.X Subprocess (also a Requirement Category)
© T T T T T -
S | To be able to do th S |
q"," A TAMS Activity performed Activity performed | activity in TAMS is | 'Shadow'
= Process by Humans by the System | Highly Desirable, | IS-supported
= y Humans y the System | Highly - 3%
g | notMandatory | data storage
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1.1 Employee Profile 1.2 Organizational Hierarchy 1.3 System Roles
"
] TAMS
3 Authorized User/s: Position #
a Define Business Rules Authorized User/s: “Business Rules /
w ° Em'\;:loyee Sta:_”: Add/Change Authorized User/s:
= ew State_ re Employee data and Position data Assign Employee
= Transfer within Agency « Name, Work Address DAS-PPDB (to system role)
2 ¢ Transfer from one Agency to another « Work Location
1) * Work multiple positions - - " Employee data nterface
> * Position Class, Position Type & Position # -
[e] * Work multiple Agencies ) . Position data AM
— X * Crew Number, Approving Supervisor
g. . E)ouble fill ) « Agency Authorized l{ser[s:
i 8 ¢ "Loaned FJUt « Representation Defl_ne/_Conflgure: TAMS Processes
‘é = ¢ Job rotation « FLSA code, OT eligibility code * Agency Organizational structure tables Downloa PAS (ODO' I 3 2.0 Scheduling
¢ Layoff « Employee Id * Supervisor reporting tables dable? Organization Employee data » 5.0 Time
IE * Terminate State employment * Recognized Service Date * Crew reporting tables e ierarchy dat; Position data 6.0 Leave
I o Re-hi . i Org structur , ;
3 R»e. hire « PT/FT percent, PT/FT code, Pay Basis Personnel Contact info tables (e.g. g ‘ 9.0 Security
2 * Position Rules (hourly versus salary) phone numbers, work address)
_> ¢ Default charge codes DEQ, DCLD, AG:
=) R~
S system Admin: Cr.eate Organization
=3 Enable/Disable Functions Authorized User/s: Hierarchy Structure
g e Leave accrual Set up non-employees for time reporting (manually)
o0 e Timesheet functions only (e.g. contractors, consultants,
1
'2 * Views for teams and managers student workers, volunteers, etc.)
2.1 System Admin 2.2 Employee Profile 2.3 Schedule Staff 2.4 Publish Schedule
AS-IS
i [s: f Authorized
A Work Center DAfl‘lthoE:—lze'c| UST; |S ; E |TAMSP il System: Scheduler: Syste Yes Usersz' Ti T?:MS
a scheduling _ e .|ne usiness yes. mployee Profile| | | Employee data Identify i ef: Work Shift ' ' ‘ NN ime Capture
8 Processes * Bidding: Leave, Shift, OT Process Position data Available Staff Assign Shifts Schedul Validate Entries View work shift Process
E chedule
2 (manual) e Comments (1.0) usiness Rule - u schedule (5.0)
¢ Contracting rules
téb ¢ T ¢ * DAS Work Schedule Codes System: REmEIOtM::-:ft
= I i /s: equest Shi
> Excel MS Outlook * Employee Classification Authorlzed User 5 Notify Scheduler th
IS Workbook Calendar « Job share A Refine Employee Profile*: Authorized User/s: ange
S * Notifications Business Rules * Work Shift assignment/s (day, Enter Non-Leave Events:
. izati swing, nights . :
‘W_' Orgar‘nzatlor-\ level . Breaﬁ tirr?es ) _Schgdu.ler. ‘ . Me.et'lngs Scheduler: TAMS
E scheduling Systems: * Required skill set/s ) * Shift Bidding Aooroved * Training Revise work shiftle__|
Vs « DMVProcessing Services * Staffing levels * Skill set * Leave Bidding ‘ PP * Telecommuting schedule Shift Request
0 G + REMEDY - (not used) * Work Out of Class (WOC) * Team (if different than Crew) e Overtime Bidding Absences * Flex time ~
=  Other Agency Tools o Work Shift * Default shift (start/end time) W * Non-standard lunch time
ﬁ o Work Week (*in addition to PPDB data) « etc.
5 Authorized User/s: TAMS Leave 'm
s (Create/Modify) Management Approved absence Notify Scheduler
o Work Shift Schedule Process of a new leave or
——————> "
8 <_TAMS _ > Templates to include: (6.0) out-of-office event
L * Break times (lunch, rest)
g OSPA data * Holidays Templates
6  Holidays * Meetings, Training, etc.
= * Total estimated hours by month * Office closures
* DAS Work Schedule code (AA7, * Work shift (days, times)
CA7, etc.)
oo 3.1 System Admin 3.2 Capture Charge Data 3.2 Validate Charge Codes 5.3 Revisions
5
] 3 5.4 Review Process Flow
8 5 Authorized User/s: Eml
o ) - mployee:
g Define Business Rules: A
g 2 < Conditions Fill in Timesheet: AM System: 5.5 System Interfaces
A = « Notifications > ) * Date Time data Validate Entries
e 3 « If error, what @w ‘ * Hours =
E 8 . :tep;)rting period (day, week, 15th, EOM, TAMS * Pay type code End of Yes Time Capture
2 < | i Prepopulated * Charge codes (as appl reporting
£ s - Time Capture i pop g C (as appl) Daily, Weekly, period? Process
2 3 ] ] F./ Ms_ ) ‘ Process timesheet * Materials Biweekly, or No (5.0)
© o AUthf’"ZEd User/s: (5.0) template * Equipment Monthl ! System:
5 Q P t‘ConE’lguIre System: M ions) ¢ Accomplishments v N_y_otify Us.er *Originally, ODOT activity based costing
- * QOrganization Leve . . . .
> r; . Wﬁrk C:teZorye(Peiject/Activity/Asset) * Special expenditures requirements were segregated into 3.0 Standard
o 5 * Work Phases Financial System (meal allowance) Labor and 4.0 Maintenance. These requirements
o £ * Link to Financial System Charge Codes — < Tams__ > (save work in progress) are now joined in one category called "Activity
o = Labor Distribution Employee:
) * Frequency of updates to/from systems H A N Based Costing." Requirements formerly in
= « Other... ours & Charge - Charge Codes Revise a0 d with 30
g Codes Nightly Timesheet cate.?gory X arg now merged with category 3.0;
B 4.0 s no longer in use.
[
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5.2 Time Entry 5.4 Review Process Flow (manual) 3.0 ABC 5.3 Revisions
e | ® ® @ e o« oo
@ wEEmES Sy :
7] |= o oo eeeeeael, ‘
] . i it Ti .0 S Agency: |
] + Biz Unit Timekeepers: Agency F . !
8 Das: TEmm s s e . 10,000’ view of current (As- ' ODOT: TEAMS > SFMA | Reconcile Discrepancies |
a ¢ FSB Calendar ' ' L. . ’ : Mandaly Ercer ', Cost recovery/ * DEQ: CRIS > SFMA Cost Recovery | between Payroll & < Summary PCA
4 [ . . L
& * DAS Work Schedule : Current Agency Time Capture Systems " syctem ~ Yes IS) time & leave processes. ﬁCOStd Rec_overx/lnvommg: ' Invoicing * AG & DCLD: SFMA data DA rusninent i } data
= Codes +  Oregon Dept. of Transportation (ODOT): 4+ ' { generated?  » = | ¢ CRIRIRIO AEENEY e 11 e J o
,S 2.0 Scheduling (manual) i +ATC - Maintenance & Ops Work Order system ¢ % e ‘ o Findricral system B . 2 -
~ ’ ~ [ e m TN o —————— [ 1  "mnmrmnmrmomemnmemnm
£ :DT"V'E' HR Time Capture : No Ry et g OSPA Cost } Authorized Users: | OSPA Exception Pyt OSPA Exception Payroll System
3 Admin: FSTIme - Fin. Services Time Capture . AR Adjust I Report (.pdf) rayrof: Report |
2 C Timesh .ITIM 1S/TAD Time Tracki oo ele - -y Distribution File 1k} lake or Coordinate Make or Coordinate
. [} > E !! .
a Employee Profile reate Timesheet / ime Tracking system v, Emplovee: . ‘ Time & Leave Data | (errors) i (errors) | i
b= Data Template/s sMicroMain - TSSU & ITS Work Order system ~ * ;70 hardcopy * 5.2 Time Entry | (CURRENT & PRIOR PERA)J Leave I |
Q *MCTD Time - Motor Carrier Time Capture ) i ' I I v - e e eeeea| T ———— Adjustments —— 2 7777/ T/ —r /T TmTmTmmTTT
£ v ' ; : : ' Timesheet I I L S e
g’n +MCM - Major Project Time Capture - Print & sign ’ Peeeeeesee- ', No
g © Scheduler: E_mpl_oyﬁ +Tech Svcs - Standard Labor Timesheet (Excel) s : S <! Te."‘"" qrew Lead: Manager: ' Biz Unit Timekeepers: : ' Yes
& § Create Work Shift Record Time —p’TimeKeeper Audit Section Time Capture 'S £ Review TImEShze;S; Review & Approve or]  Manually enter Payroll » : O P ¥
5 - Schedule (CURRENT PAY TMTIME IS/ETD Time Capture : PR A EVISCaSIeEce Revise Timesheets . datainto OSPA ¥ o Payroll System /
e 2 (optional) PERIOD) Others 0 ' ¥
o 5 T ' Employee: 3 .
g2 ! Print & Sign . ) . .
= 5 i 0L ' Dept. of Environmental Quality (DEQ): ! ! g U = Run #1 cutoff is between 21st & 25th of each month: On the 1st of the month OSPA
& & o .E . '- i HULEELD *Q-Time - Project time capture (L Timesheet ’ e -T- -k- T s ematy pays Salaried employees based on estimated hours per the employee's DAS work
< ¢ Exce - o0 S ' imekeepers: ' " ™
= L, Oitiook " Employee: \V-Time - Field operations time capture - e ® i ! schedule code (e.g. AA7, CA7) & pays "Hourly' employee§ for hours worked from
% NS e R i . Te-- LEGEND: s ¢ g 7 ’ ’ P A .: 1st of the month through the 15th. Only some employee timesheets are entered
g e VA SL PB, etc ' Dept. of Agriculture: ' P eee-, .T'meS Eetsar SCANNINE " (*hourly, temps, part-time, terminations, etc.)
i « FMLA/OFLA *Filemaker X K Rimnate
“— « Donated ' s R * Run #2 cutoff is between 4th & 9th of each month: On the 15th employees are paid
; « Other : Dept. of Land Conservation & Devel. (DCLD): + I 777Ried7uie777 | the difference between estimated time from Run#1 and time reported on
@ ‘Filemaker ' Imaging timesheets: Salaried employees for corrections to the prior month estimate (e.g.
_> . - _¢- PR Ve eeecececcccccceccnnaa’ overtime) and "Hourly" employees for time reported from 16th of the month
8 " ¢ Outlook " through the end of the month. Timesheets for all employees are entered.
=]
e . E)tt]e:d-b .. Little-No impact
= #2 also updates Leave balances in LARS as this is when actual timesheet data
_'f‘ (hours worked & leave taken) for most employees is processed.
w
<
5.1 System Admin: Time 5.2 Time Entry 5.3 Revisions 5.4 Review Process Flow 5.3 Revisions 5.4 Review Process Flow 5.5 System Interfaces 5.3 Revisions
Authorized User/s: TAMS e - Auth. User:
Employ: Syst: . .
Define Business Rules Employee or rl‘;eI: :f ?r System: Team/Crew Lead: | | Manager/System: Psa err:"c‘:r — TAMdS ReylzorAtmg Review & Revise
+ Codes: Pay & Charge Business Rules Delegate: _g_ 3 R t_y—T‘ heet Accept Ly e-Sign Payroll: Productive time, Time & Leave and Analytics I Timesheet |l€—
! Timesheet data Revise Timesheet oute Timeshee ) ) Push data to equipment Process )
. Com ts Enter Time N R Timesheet Timesheet quip , (time & leave)
Do| mt:n (current period) | (current period) through applicable other systems materials data data (7.0) (Prior Period )
¢ Delegates & Review Layers:
¢ Dates
¢ Employee type TAMS Syste ;
7 . N A
] * Holidays Hours _y&m Team/Crew Lead Notify User [4]
S ¢ Meal Allowance Templates * Pay Type Codes L Notify User (optional) C Interface ) ( Interface )
a * Notifications * Charge Revieweror | | Timekeeper:
) « Overtime/Comp time OSPA TAMS Codes (see 3.0) yes | Employeeor Manager or Employee: Revise DAS Work
5 * Permissions Systems: Delegate: Del Revise l¢ | Schedule Code
= ) DAS Work Interface DAS Work Validate Entries | ; > elegate Labor Distribution System:
Q * Relief employees e-Sign ired Timesheet Payroll Time Capt Valid E
hedule cod chedule cod i (required) ayro! ime Capture alidate Entries
S  Review process flow < Timesheet iod i Hours & Charge
8] p (current period) processing dates Codes Sub-System
[} * Revisions TAMS = Payroll /j_\ P120 Screen
: 4 System:
ig * Timesheets Employee Profile Prg:l)mte Data Sources: Final Review TAMS
h S * etc. Process . . NcoA (optional)
* (1.0) Timesheet R p OSPA Timesheet data (update
< il (optional) * Charge codes - Various financial I i dh Assumption: No impact on SFMA anticipated. System:
P - TR ysterns (e.g. TEAMS, SFMA) timated hour: BUIE ]S Ittt Notify User
3 Authorized User/s: . . L Employee or
3 Create/Modify | Shift Scheduling Interfa N\ Official leave balances - OSPA/LARS Delegate:
] ) Process nertace e pAS Work schedule codes - OSPA S System:
S Timesheet Templates 2.0) ] View Timesheet system:
. -mployee profile - PPDB Charge Send
= e — o5 wp " ) Status g
[=} Manager/Admin: Position profile - PPDB Notifications
8 Assign DAS Work TAMS L Holid AN
) Schedule Code Activity Based ofidays All time data OSPA Cost Summary PCA
g Costing system: Distribution File data
3.0 & 4.0* 'y f > _ i : ystem:
8 ( ) 5,000' view of the proposed (To-Be) Time Capture process with Notify User ceir bursoment
. L g
TAMS Leave links to other TAMS To-Be processes. Employee hrs/
Management R
Process In all maps, blue bands designate subprocesses. charge code
(6.0) . .
Requirements are linked by number to process or subprocess and
by text to activities.
5.5 System Interfaces
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6.1 System Admin: Leave 6.2 Leave Balances 6.3 Request Leave 6.4 Update
7 Authorized User: TAMS Shift System:
7] ) - system:
8 AS-IS D:fme B|l:-5|n<ess Rules: @ Scheduling Update current or
E Leave Request cerual limits ‘ Process S _y| future work shift
?'_, > Processes L | |* Accrualrates Business Rules (2.0) System: schedule
< (various) LNTt‘I’:;Vt‘I’:;S Employee or Route Leave Request Reviewer/s:
TAMS Delegate: through applicable Options:
g * Office closures : System: System: . TAMS g pp p Employee or
Employee Profile Employee data Anytime Review Layers: e Approve Delegate:
oo MS Outlook * Permissions . Display Leave Balances Send Notification to . ~ Work - Delegate:
© Process Position data Change a previously . —» * Conditionally approve View Leave Request
c Calendar * Review process flow * Display prior month % Employee and others hift Schedul q
© (1.0 approved Leave Type Team/Crew Lead * Deny Status online
S Accrued Leave when a defined leave . K
VAto SL,PB, etc. (optional) | | e
) Authorized User/s: TAMS Balances threshold is reached System: Anv: C "
- ¢ Any: Comments .
g s Paper forms Create/Modify > | TAMS * Update leave earned in i Validate Request: Ves Manager or Yy N ‘fiyESte_TL .
8 5 Leave Request Templates Templates current month (CT) Employee or * Employee has (or will have) oK? Delegate _?tl Y EmP ozee
v~ Employee DAS | yle Estimate & Display Employee or. Delegate: sufficient leave for period requested ired s . €am members
S Work Schedule Currentmonth&  [®  Delegate: Re—g—quest e « Leave code valid (required) System:
< Lo, - ! Update Leave :
- L Hle— N code “ Future Leave Balances | | View Leave Balances « VA SL PB etc + OK per work shift schedule rules , Leave Request p ¢ System:
§ Calllin TAMS OSPA/LAR * Display Leave History — o Sys Payroll Status Request History ™ Update Leave
Time Capture TAMS dysiem: (FMLA/OFLA & Calendar
(] — f A -
s Process Leave Accrual m Leave Accrual X (_Error Message Donated Leave only;
= (5.0) Balances \__Balances AN see 6.9 & 6.10) System:
8 o Leave Request r Emplovee: I Update current or
w PPDB TAMS =mployee: Employee or > future Timesheet_
g eave Accrua eave Accrua . Stop System: Delegate: System: with approved Leave
& ~—_ Code ~J ~—_ Rates ~J ﬁ « Modify request Freeze View Leave Unfreeze type, dates & time
- Leave ’f‘J * Enter new request requested hours| | Request Status denied hours

6.5 System Interfaces

6.9.1 System Admin: FMLA/OFLA 6.9.2 Determine Eligibility for FMLA/OFLA 6.9.3 Notifications 6.9.4 Track FMLA/OFLA Leave

S AS-IS M Request for additional information (if needed) Request for additional information (if needed) Manager. Pavroll and/or
Define Access Rules ‘ .
L m Employee:
o w * Set View Permissions Permissions v A ; HR, Manager, Payroll &
: Receive Letters
> . issi Employee: FMLA/OFLA Coord.: EMLA/OFLA Coord.: | [ ey p/0FLA Coord.: System: Employee:
< Set Access Permissions / FMLA/OFLA Coord.: Employee: , FVILA/OFLA Coord.: | |« set Employee - + Pending, submit TAMS Time ystem: ‘Employee:
- ploy
Apply for * Assign _ FMLA/OFLA Coord.: - Send Applicable * Track Events Receive Notifications
S Authorized User: FMLA/OFLA Leave Coordinator Set Employee Status Submit Documents > Scan Documents Review > Statusto ™ Notification Letters documents [ |Capture Process (1 or multiple) * Hours nearing limit
° oboT N . . . " to "Pending" to Human Resources FMLA/OFLA Request "Approved" or X * Denied (5.0) R e
(%] FMLA/OFLA Define Business Rules (online or manual) * Request add'l info e (regular mail) « Scope of Abproval ¢ Send Notifications| |* Leave exhausted
= Process * Eligibility k Denied pe of App * Time frame past
g5 « FMLA/OFLA Coordinator table | < ams. - * Seteligible (conditions) |
S o s + Notifications A N M ~ System: FMLA/OFLA codes, Hours available TAMS Reporting FMLA/OFLA
o * Pay Tech notification table Business Rules Leave Request Designated t-,re Submitted Validaté }”jl\/.II?A/OFLA rr;?x f;our[si 8t< - and Analytics Leave Exhausted
> * Application status FMLA/OFLA Documents eligibility efrective dates Notification Pr(oce)ss
- 7.0
8 Coord
o Authorized User/s: ( System: System:
) Create/Modify K "Approved" AIIow_y—FMLA/OFLA Block use of
g FMLA/OFLA request templates  —» Forms & Status pay codes FMLA/OFLA pay
P Additional information forms !\,\Templates . codes on timesheet
Ll Notification letter templates | 6.9.5 System Interfaces "Denied" Status
6.10.1 System Admin: Donated Leave 6.10.3 Donate Leave 6.10.4 Return Leave
HR:
_= . R R Payroll: N K
g AS-IS Authorized User: Donee Emplovee HR: B Send notifications: Payroll: Donor Emplovee: Payroll: Payroll: Payroll: Increase Donee TAMS Reporting Payroll:
© ODOT Donated Define Business Rules Anoly Calculate Need: * Employee N E méll Hardship Submit Offer to Receive Request Calculate Leave Approve Donated Leave Balance  |»| | and Analytics Return Unused
2 * Access & View permissions pply tor Approve or Deny Manager Donation Request to Donate Leave Transfer Amount Leave Request in LARS & TAMS Process Donated Leave
f Leave Process (confidentiality) Donated Leave Request + PayTech all Agency personnel (manually) in TAMS (manually) (7.0) (manually)
[] manual -
- ( ) * Leave banks/pools . (phone, e-mail, mail) T
c * Leave Types allowed for Business Rules Hours Hours OSPA/LARS < OSPA/LARS
[} . ; TAMS Leave
(o) Excel donation (currently VA & CTL) . — .
n Workbook « Notifications K OSPA/LP'% TAMS PPDB Leave Balances Management Leave Balances
— . i /! Available Leave "Approved" Available Leave Excel Request Process
E =) Review process flow ! Leave Balances J ’ PP Salary Rates | nequest _1ams > 6.0) <_1ams_
E 5 OSPA/LARS | S Hours Status Hours Payroll: Approved -
. 9 \ Leave Balances Leave Balances
2 \ Deny Request
g Leave Balances s Leave Balances HR: Syst
S N A . stem:
S N ‘ AM Notify Donee Valid leave AM Decrease Donor's System:
[- " ied" Employee type? B Increase Donor's
8 . Denied" Status ploy Leave Balance
Q pN TAMS Leave (END) Leave Request Leave Balance
< L * D Donee'
3 -~ Management Leave Balances e Svsterm: ecrease Donee's
[+ R Process P System: System: System: Leave Balance
o Authorized User/s: e (6.0) T Freeze hours * Notify Donor Update Lgave
(5 Create/Modify R i (cannot use unless Employee Request History
* Donated leave template/s Request (offer) ¢ Unfreeze hours
denied by payroll) (END) 6.10.5 System Interfaces

Last Saved: 6/30/2015

Created by: Victoria Hawley, ODOT TAD Page 4



Process Map TAMS RFP.igx

Exception report
(overnight)

o
2
G
< a | |Cut off 21st-25th| FTP file
o " Processes TAMS
(7] Est 26-EOM | (Prelim Run)
O o K . data
= time entries
5
()
w
€
g ) 26th - EOM User:
g = Enter data in TAMS:
a H actuals
7 <& * Increase/Decrease hours
g % é * Change pay code
2 2 Prior Month
w " b= . .
(R = time entries
o 1 2
g 3
@ o0
= N
Ch’ |
(&)
~
%)
2
5 2 g Updated leave
g <3 accrual balances
1] B S
S
T
<
o
S
§° 3 DAS Work DAS Work
7 .g Schedule for Schedule Code &
g 2 Employee effective date
o
n

Monthly
update

Employee
Timesheet
timated ho

Time entries

Official accrued

User:
1 day to make
Corrections
via TAMS & resend
FTP to OSPA

No

Current Month
time entries

FTP file

Processes TAMS

(overnight)
data

Exception report

User:
1 day to make
Corrections

OSPA

manually in TAMS &

time entries

Current Month

Timekeeper:
Make manual pay
Corrections in OSPA

Prior
Period?

Enter
corrections on
P0O03 screen

Note 2: The grayed line is Today's path: Leave-code-only adjustments are made in LARS, not OSPA.
However, it is believed possible to make leave adjustments in OSPA the same as time adjustments,
which will keep TAMS & OSPA in synch for both hours and pay code data.

Agency Payroll:
Make manual Leave
Adjustment in LARS

Monthly

Agency Payroll:
Set Corrective
for the
Employee record

Note 1: Exploring possibility of
setting correctives from TAMS.

Leave Accrual
Balances

ploy: System:

Emplayee: Employee: Al Validate

Change DAS Work —» _p_y_

Schedule mid-period Enter Time Time entries hours entered v.
estimated hours

TBD:

Reconcile TAMS &
OSPA Time Data

Print P370
screen

TAMS & LARS have the same total leave balance.
Note 3: LARS data will continue to be 2-6 weeks in
arrears of real time.
(Jan. 31 leave balances are available Feb. 15;

leave adjustments made Feb. 1 appear Mar 15)

* Employee
* Timekeeper

System:
Notify

Timeke ?‘
Change an
Employee's DAS
rk Schedule Code
L(s 5. AA7 to CA7)

P020 Screen

No Agency: Agency:
Deceased? Generate —>» Enter PANN —
Manual Check entry on P070 P070 Screen
Yes DAS: 4T
Generate Check

Receive Money
for Manual

Agency:

Check

Timekeeper:

N —»
Notify Employee

Employee:
Proceed with

Review Process Flow

IF all correctives and leave adjustments processed through OSPA,
TAMS & OSPA have same data (hours and pay codes)

Note: If TAMS is updated nightly v. real time, estimated hours may not match entered hours until the next day.

7.1 System Admin: Reports

Authorized User/s:

Define Business Rules
* Configure audit capability
* Employee-level reporting
* Report distribution
Report schedules
Reports: Standard & ad hoc

Reporting &
Analytics (7.0)

To-Be 5,000' View

Business Rules

Any TAMS
Process

Any transaction

7.2 Reporting & Analytics
v
System:

Distribute reports
Export to desktop applications .
Produce audit history reports .
Produce standard reports .
Support secured audit trails .
Track transactions

View reports ot

Authorized User/s:
Order ad hoc reports
Query system

Save reports

line

Tra

* Approv

saction Data:
Initiated by
ved by
1 by
Date and time

Revi

,,,,,,,,,,,,,,,,,,,,,,, »l

ange details
Configuration transactions
User entry transactions
"Before" and "after" data

7.3 Revisions

Authorized User/s:

As needed, make

Adjustments/ Corrections

(see map below for
correctives to OSPA)

8.1 General Functions

System:
* Attachments
* Configuration & Customization
* Documentation
* Error reporting
* Store Forms/templates
* Help functions
* Hierarchies
¢ Independent backup/recovery
* Licensing
* Maintenance
* Processing
* System availability & maintenance
* User interface

To-Be 5,000' View: System
Environment & Interfaces (8.0)

* Validation tools

8.2 System Admin

 Archive/purge data

* Converting data
* Exporting data
* Importing data
* Notifications

* Templates
* Transmission errors

Authorized User/s:

Define Business Rules

* Batch processing effective date

* Review process flow (workflow)
* System Refresh schedule (system
synchronization schedule)

8.3 Import Data

Business rules

All TAMS
Business
Processes

ems

ction | |®

ystem:

Link to external documents
* Pull/Receive data from other

Push data to other systems

Send notifications

Validate data from other systems
Verify summary totals are in balance

Notifications

8.4 Export Data

8.5 Tr.

System:
Notify User

Interface

Push/Pull/
Receive data

ansmission Status

< _various_

TAMS data

Reports
Audits
Reconciliations

Revisions/Adjustments/Corrections

TAMS Reporting
& Analytics
Process
(7.0)

Report Errors

9.1 System Admin: General

(]

£ System Administrator:
_g Define/Configure:
<< * Access firewall

£ * Access rights

3 * Anti-virus

:>,~ ¢ Auto logout (time out) rules

Employee Profile

TAMS

Process
(1.0)

Managers/Admin: ‘

Request/Update |

Employee Access to
TAMS

* Confidential rules for data
 Configure port designations

* Data backup/restore

* Data processing rules

* Error: hard error, override, warning
* Passwords

* Required fields

* Security

Security (9.0)

To-Be 5,000' View

(configurations)

Security
Process Flow

9.2 Security

System
Administrator:
Manage security

access (method TBD)

User access

All TAMS
Business
Processes

e

System:

* Reset passwords
* Prompt for password changes
* Log out (time out) inactive user
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