CCSF HRIS Requirements


CCSF HRIS Requirements

Recruitment

	Reference
	Functional Requirements

	
	
	GENERAL DESIGN

	APP
	1.00
	Ability for hiring supervisor to electronically track recruitment process online (e.g., number of applications received).

	APP
	2.00
	Ability to maintain an applicant file that can default information to multiple applications (e.g.- allow applicants to apply for multiple positions).

	APP
	3.00
	Ability to support online recruitment, from online requisition by department through online eligibility and departmental certification.

	APP
	4.00
	Ability to accept applications over the Internet and respond to applicants via the Internet.

	APP
	5.00
	Ability to accommodate applicant review by numerous departments (e.g.- Mayor's Office, Human Resources, Risk Management).

	APP
	6.00
	Ability to track costs associated with recruitment.

	APP
	7.00
	Ability to bypass any portion of application process based upon position type (e.g., temporary or seasonal).

	APP
	8.00
	Ability for applicant information to populate employee master file if hired.

	APP
	9.00
	Ability to accept and track requests for applications prior to recruitment.

	APP
	10.00
	Ability to create interest mailing lists (email or regular mail per candidate's preference).

	APP
	11.00
	Ability to maintain a knowledge, skills, and abilities inventory for each position and for each applicant, based on user-defined criteria from each job description.

	APP
	12.00
	Ability to maintain essential function statements for each position.

	APP
	13.00
	Ability to handle continuous recruitment with multiple filing deadlines (e.g. police recruitment).

	
	
	RECRUITMENT PROCESS

	APP
	14.00
	Ability to support a job review process prior to recruitment plan development (i.e., review classification of the position).

	APP
	15.00
	Ability to provide workflow for a hiring requisition form approval, to include:

	APP
	15.01
	Position control number

	APP
	15.02
	Department number

	APP
	15.03
	Request Date

	APP
	15.04
	Title

	APP
	15.05
	Job Classification

	APP
	15.06
	FTE (to hundredth)

	APP
	15.07
	Budget Department Approval

	APP
	15.08
	Requesting Department(s)

	APP
	15.09
	Responsible Person(s)

	APP
	15.10
	Mayor's Office Approval

	APP
	15.11
	Risk Management Approval

	APP
	15.12
	Date Available for Fill

	APP
	15.13
	Number of Vacancies

	APP
	15.14
	Person replaced

	APP
	15.15
	Justification

	APP
	15.16
	Status: Permanent, Temp, Exempt, Seasonal

	APP
	15.17
	Shift (Days, hours, etc.)

	APP
	15.18
	Schedule

	APP
	15.19
	Text field for additional comments

	APP
	16.00
	Ability to assign an electronic requisition number to personnel request.

	APP
	17.00
	Ability to generate a hire request form and personnel requisition without a position control number (in anticipation of a vacancy in a position or job class).

	APP
	18.00
	Ability to create a standard, job classification-based, or user-defined recruitment plan that includes: 

	APP
	18.01
	Standard Employment Application Form

	APP
	18.02
	Customized Applications (standard and supplemental)

	APP
	18.03
	Type of Recruitment (Open, Existing Eligible List, etc.)

	APP
	18.04
	Review Levels (Written Exam, Oral Exam, Writing Sample, etc.)

	APP
	18.05
	Review Criteria and Rating Scale per Level

	APP
	18.06
	Review Plan (Reviewers, Timeline)

	APP
	18.07
	Examination Schedule

	APP
	18.08
	Advertising Plan

	APP
	18.09
	EEO Utilization and Plan

	APP
	18.10
	Text field for additional comments

	
	
	APPLICANT TRACKING

	APP
	19.00
	Ability to accommodate on-line, self-service applications.

	APP
	20.00
	Ability to enter information received on paper copies of the application into the system.

	APP
	21.00
	Ability to specify the type of recruitment for a position:  

	APP
	21.01
	Departmental

	APP
	21.02
	City-wide

	APP
	21.03
	Open and Competitive

	APP
	21.04
	Use of Existing Lists

	APP
	21.05
	Departmental Promotion

	APP
	21.06
	Interdepartmental Promotion

	APP
	21.07
	Transfers

	APP
	22.00
	Ability to a generate a list by the above types of recruitment for a position.

	APP
	23.00
	Ability to track the number of employees who have applied for open positions

	APP
	24.00
	Ability to accommodate the following information on the application:

	APP
	24.01
	Applicant ID

	APP
	24.02
	Position Applied For

	APP
	24.03
	Recruitment Reference Number

	APP
	24.04
	Name

	APP
	24.05
	Other Names Used

	APP
	24.06
	Social Security Number

	APP
	24.07
	Citizenship

	APP
	24.08
	Over the age of (required years for position) Flag (e.g. for police and fire candidates or youth workers)

	APP
	24.09
	Address

	APP
	24.10
	Home Telephone Number

	APP
	24.11
	Other Telephone Number

	APP
	24.12
	Email Address

	APP
	24.13
	Current/Previous City Employee Flag

	APP
	24.14
	Dates of Previous City Employment

	APP
	24.15
	Previous City Job(s) Held, Department, Amount of time in Position

	APP
	24.16
	Acceptable Working Conditions (FT, PT, Permanent, Temporary, Per-Diem, Days, Nights, Weekends, Stand-By, Swing)

	APP
	24.17
	Acceptable Working Locations

	APP
	24.18
	Relatives Employed Flag

	APP
	24.19
	Relative's Name, Department, Relationship

	APP
	24.20
	Driver's License Information (State, Class, Number, Expiration Date)

	APP
	24.21
	High School Graduate Flag

	APP
	24.22
	GED or High School Equivalency Flag

	APP
	24.23
	Education (Multiple Entries for Schools Attended, Dates Attended, Units Completed, Major, Graduate Flag, Degrees/Certificates Earned)

	APP
	24.24
	Applicable Professional Licenses and Certificates Information (Type, Issuing Agency, State, Number, Date Issued, Expiration Date)

	APP
	24.25
	Felony/Conviction Record Flag

	APP
	24.26
	Text Area for Explanation of Felony/Conviction Record

	APP
	24.27
	Work Experience (Multiple Entries for Employer, Address, Phone, Supervisor, Dates Employed, Job Title, Hours Worked Per Week, Number of Employees Supervised, Reason for Leaving, Description of Duties) 

	APP
	24.28
	Other Language Flag

	APP
	24.29
	Text Area for Entry of Proficiency of Other Languages

	APP
	24.30
	Accommodation Necessary for Testing Flag

	APP
	24.31
	Legal Right to work

	APP
	24.32
	Veteran Status Flag

	APP
	24.33
	Supplemental Questions specific to the Position (with unlimited text field)

	APP
	25.00
	Ability to require documentation triggers during the application process that prompt employee to provide documentation (e.g.- diploma, transcripts, licenses, certificates, etc.).

	APP
	26.00
	Ability to designate required and optional fields on application.

	APP
	27.00
	Ability to reject application if required fields are not populated.

	APP
	28.00
	Ability to design different applications for various purposes or departments throughout the City based on available fields.

	APP
	29.00
	Ability to optionally request candidates to complete the following additional attachments to the application:

	APP
	29.01
	Affirmative Action Questionnaire (Birth Date, Gender, Ethnicity, Ability to show proof of citizenship Flag, Legal Right to Work Flag, Veteran Status, over the age of 40 Flag)

	APP
	29.02
	Recruitment Questionnaire (City bulletin, Internet, Interest Card, Newspaper, etc.)

	APP
	29.03
	Considerations for Disabilities

	APP
	30.00
	Ability to attach documents and files to an online application (i.e., resume).

	APP
	31.00
	Ability to track how a candidate learned about the job opening.

	APP
	32.00
	Ability to define preferred skills vs. mandatory skills and screen by the minimum requirements for mandatory skills.

	APP
	33.00
	Ability to screen applications for minimum qualifications, based on user-defined characteristics.

	APP
	34.00
	Ability to make select, qualified applications available for on-line management review.

	APP
	35.00
	Ability to accommodate workflow and on-line approvals throughout the recruitment process.

	APP
	36.00
	Ability to schedule exams, as well as generate and send form letters and/or emails informing of date and time of exams.

	APP
	37.00
	Ability to automatically generate and send letters/emails informing candidates of results/scores (e.g. pass/fail letters).

	APP
	38.00
	Ability to develop examination steps for each job classification.

	APP
	39.00
	Ability to compute, record and manipulate examination results/scores according to exam plan definition.

	APP
	40.00
	Ability to support pass/fail as well as numerical results/scores.

	APP
	41.00
	Ability to provide online examinations with keyword results screening.

	APP
	42.00
	Ability to generate initial eligibility lists and final eligibility lists by exam, containing:

	APP
	42.01
	Title

	APP
	42.02
	Job code

	APP
	42.03
	Date established

	APP
	42.04
	Date List Expires

	APP
	42.05
	Date amended

	APP
	42.06
	Initial or final list

	APP
	42.07
	Candidate name

	APP
	42.08
	Candidate ethnic demographics

	APP
	42.09
	Candidate gender

	APP
	42.10
	Candidate Address

	APP
	42.11
	Candidate Phone Number

	APP
	42.12
	City Employee Flag

	APP
	42.13
	Candidate Examination Score

	APP
	42.14
	Candidate Eligibility Expiration Date

	APP
	42.15
	Candidate Status and Date

	APP
	42.16
	General candidate availability or restriction

	APP
	42.17
	Bargaining information, if applicable

	APP
	42.18
	Location preference

	APP
	42.19
	Shift preference

	APP
	42.20
	Other user defined fields

	APP
	43.00
	Ability to automatically archive and resurrect eligibility lists upon expiration/renewal.

	APP
	44.00
	Ability to generate eligibility list in user-defined format.

	APP
	45.00
	Ability to generate a separate internal candidate and external candidate list.

	APP
	46.00
	Ability for supervisors to review eligibility list and expiration date based upon job classification.

	APP
	47.00
	Ability to enter applicant on eligibility list for another current or upcoming job opening.

	APP
	48.00
	Ability to score applications and to certify an eligible list of candidates. 

	APP
	49.00
	Ability to support candidates with the same total score, and support a tie breaker based on the earliest applicant.

	APP
	50.00
	Ability to support temporary application pools.

	APP
	51.00
	Ability to track interest even when no vacancy and then notify the interested parties of an opening.

	APP
	52.00
	Ability to provide mailing list function or email notification of exam result announcements.

	APP
	53.00
	Ability to create an online profile that will allow applicants to apply for multiple open jobs.

	APP
	54.00
	Ability to lock or close out incoming applications based on user-defined criteria (such as number of applications received or end date), with the ability to override.

	APP
	55.00
	Ability to provide automated notification when an employee who has been prohibited from working for the City submits an application.

	APP
	56.00
	Ability to archive and delete entire applicant files. 

	APP
	57.00
	Ability to track results of various recruitment efforts, including published ads, internal postings, job fairs, etc.

	APP
	58.00
	Ability to track expenses associated with recruiting trips and recruiters to determine cost and success rate.

	APP
	59.00
	Ability to scan or image resumes and attach to the applicant file.

	APP
	60.00
	Ability to scan application documents.

	APP
	61.00
	Ability to provide for applicant identification sortable by:

	APP
	61.01
	Name (Last, First)

	APP
	61.02
	Applicant ID

	APP
	61.03
	Position

	APP
	61.04
	Certifications/licenses 

	APP
	62.00
	Ability to generate interview invitations by email and/or mail.

	APP
	63.00
	Ability to specify method for written communication to each applicant (e.g., hardcopy letter, email, fax).

	APP
	64.00
	Ability to generate thank you letters to unsuccessful candidates from a menu of templates.

	APP
	65.00
	Ability to generate appointment letters.

	APP
	66.00
	Ability to automatically schedule candidates for test.

	APP
	67.00
	Ability to generate notification to inform candidate of test schedule.

	APP
	68.00
	Ability to track number of invitees to a pre-defined exam session.

	APP
	69.00
	Ability to store written test item banks and oral interview questions, which are grouped by subject matter (e.g., supervision, project management, etc.) or job classification.

	APP
	70.00
	Ability to support EEO and ADA analysis prior to hiring.

	APP
	71.00
	Ability to screen for and prevent duplicate applications to same position.

	APP
	72.00
	Ability to track relocation expense and/or sign-on bonus amount.

	APP
	73.00
	Ability to track negotiated fringe benefits

	APP
	74.00
	Ability to track required length of service to maintain relocation expense or sign-on bonus (e.g., must pay back bonus if leave before one year).

	APP
	75.00
	Ability to accommodate limited applicant self-service capabilities:

	APP
	75.01
	Update name or address information

	APP
	75.02
	Check status in recruitment process

	APP
	75.03
	Schedule interviews

	APP
	75.04
	Scores and rank

	APP
	76.00
	Ability to support an online follow-up survey of both the hiring supervisor and new employee regarding the recruitment/hiring process.

	APP
	77.00
	Ability to inactivate applications after a user-defined period of time (e.g., application is only kept for 6 months from last update).

	APP
	78.00
	Ability to maintain an applicant pool of applications received within a user-defined period of time.

	APP
	79.00
	Ability to track applicants that are currently CCSF employees.

	APP
	80.00
	Ability to track applicants who have previously applied for positions with the City. 

	APP
	81.00
	Ability to flag applicants who have previously applied for City positions where critical issues (as defined by the City) - were identified.

	APP
	82.00
	Ability to track the number of times an applicant refuses offered positions and restrict further consideration after a user-defined number of refusals is reached.

	
	
	HIRING PROCESS

	APP
	83.00
	Ability to provide for a hire/orientation process checklist and store the results, including but not limited to the following, that can be customized for each department and by job classification:

	APP
	83.01
	Medical Examinations

	APP
	83.02
	Psychological Examinations

	APP
	83.03
	Criminal Investigation

	APP
	83.04
	Drug Screening

	APP
	83.05
	Fingerprinting

	APP
	83.06
	Credit Check

	APP
	83.07
	Employment History

	APP
	83.08
	Employee Reference Checks

	APP
	83.09
	Driver's License verification and DMV required background check for commercial drivers

	APP
	83.10
	Work Permits (from school districts for youth workers)

	APP
	83.11
	Additional certifications, by department

	APP
	84.00
	Ability to support workflow to various departments (e.g.-Human Services, Retirement )to process additional information (not apart of the application) such as emergency contacts, date of birth, I-9, drug status, driver's licence etc.

	APP
	85.00
	Ability to support workflow to multiple departments to handle orientation, benefits selection, etc.

	APP
	86.00
	Ability to support background check information, such as DMV, sexual offender, etc.

	APP
	87.00
	Ability to support more comprehensive background checks for specific departments, such as police and fire.

	APP
	88.00
	Ability to change requisition status to the following:

	APP
	88.01
	Pending

	APP
	88.02
	Open until filled

	APP
	88.03
	Certified (and date)

	APP
	88.04
	Bulletin Open (and date)

	APP
	88.05
	Bulletin Closed (and date)

	APP
	88.06
	Pending Written (and date)

	APP
	88.07
	Pending Recruitment

	APP
	88.08
	Pending Selection

	APP
	88.09
	Hired

	APP
	88.10
	Pending Medical

	APP
	88.11
	Pending Background

	APP
	88.12
	Pending Orals (and date)

	APP
	89.00
	Ability to mark eligibility by qualified, not qualified or incomplete.

	APP
	90.00
	Ability to mark reasons for ineligibility such as:

	APP
	90.01
	Missed Deadline

	APP
	90.02
	Education

	APP
	90.03
	Experience

	APP
	90.04
	Others more qualified

	APP
	90.05
	Citizenship

	APP
	90.06
	License/certifications

	APP
	90.07
	User-defined designation

	APP
	91.00
	Ability to support open ended comments for hiring/not hiring reasons and justifications.

	
	
	REPORTING/QUERYING

	APP
	92.00
	Ability to perform ad hoc reporting on any data element listed above.

	APP
	93.00
	Ability to produce statistical reports which report recruiting information, such as gender, race, veteran status, etc. for applicants for a given position.

	APP
	94.00
	Ability to track statistics on applicant flow (e.g., days from receipt of application to interview, application to hire date days, etc.).

	APP
	95.00
	Ability to perform statistical analysis of overall test results as well as individual test questions.

	APP
	96.00
	Ability to automatically generate and distribute list of open positions: 

	APP
	96.01
	By department

	APP
	96.02
	By bargaining unit

	APP
	96.03
	By Job Class

	APP
	97.00
	Ability to perform EEO modeling for projection analysis of demographic trends.

	APP
	98.00
	Ability to report on internal promotions or position upgrades.

	APP
	99.00
	Ability to query applicants by key words and/or skills.

	APP
	100.00
	Ability to track applicant flow (who fell out of the process where).

	APP
	101.00
	Ability to produce reports based on employees required to be of a minimum age.


Personnel

	Reference
	Functional Requirements

	
	
	GENERAL REQUIREMENTS

	PERS
	1.00
	Ability to accommodate workflow approvals of human resources related processes and documents.

	PERS
	2.00
	Abilty to generate unique employee identification number for all employees

	PERS
	3.00
	Ability to attach any electronic data (such as scanned or imaged forms) to an employee's record.

	PERS
	4.00
	Ability to attach employee image to employee file.

	PERS
	5.00
	Ability to accommodate and track status changes, position changes, name changes, salary changes, location changes, payroll changes, benefit changes, supervisor changes and organizational changes.

	PERS
	6.00
	Ability to track paid and unpaid administrative leave

	PERS
	7.00
	Ability to perform HR-related transactions both in real-time and in batch.

	PERS
	8.00
	Ability to handle an unlimited number of employee classifications (e.g., inactive, terminated, etc.).

	PERS
	9.00
	Ability to perform mass change updates to all employee records or a select group of employees based on user-defined characteristics.

	PERS
	10.00
	Ability to generate personnel action transacations online.

	PERS
	11.00
	Ability to preview, transmit and authorize personnel actions online.

	PERS
	12.00
	Ability to automatically generate the appropriate documentation for any personnel action (e.g., upon new hire, all appropriate forms are automatically generated) including the tax deduction and benefit documentation for new employees.

	PERS
	13.00
	Ability to conduct personnel requisition transactions online.

	PERS
	14.00
	Ability to route online personnel action forms throughout the organization based on workflow approval.

	PERS
	15.00
	Ability to sort personnel action forms by: 

	PERS
	15.01
	Employee ID

	PERS
	15.02
	Type of action

	PERS
	15.03
	Pay period

	PERS
	15.04
	Approving supervisor

	PERS
	15.05
	Date of personnel action request

	PERS
	15.06
	Org

	PERS
	15.07
	Division

	PERS
	15.08
	Location

	PERS
	15.09
	User defined parameters

	PERS
	16.00
	Ability to automatically generate form letters upon specific events (e.g., termination, promotion).

	PERS
	17.00
	Ability to automatically generate and maintain the following standard new employee check lists online by job classification, by bargaining unit or any user-defined parameter.

	PERS
	17.01
	Orientation tasks

	PERS
	17.02
	Assigned materials

	PERS
	17.03
	Required training and certifications

	PERS
	17.04
	Other user-defined information

	PERS
	18.00
	Ability to create standard terminated employee check lists for central HR and user departments (e.g., inventory return, removal from internal promotion lists, etc.) by job classification, by bargaining unit or any user-defined parameter.

	PERS
	19.00
	Ability to track EEO information for all personnel transactions, by:

	PERS
	19.01
	Race

	PERS
	19.02
	Gender

	PERS
	19.03
	Disability

	PERS
	20.00
	Ability to sort EEO information by:

	PERS
	20.01
	Department

	PERS
	20.02
	Division

	PERS
	20.03
	Classification

	PERS
	20.04
	User defined parameters

	PERS
	21.00
	Ability to code for internal EEO and federal EEO-4 tracking purposes

	PERS
	22.00
	Ability to track EEO subgroups in accordance with current and future census data tracking needs.

	PERS
	23.00
	Ability to track employee assignments to projects, grants, and/or programs and report on the percentage of time spent on those activities.

	PERS
	24.00
	Ability to track non-paid employees, including hours worked.

	
	
	JOB CLASSIFICATION

	PERS
	25.00
	Ability to accommodate an unlimited number of job classifications.

	PERS
	26.00
	Ability to track and maintain job classifications by:

	PERS
	26.01
	Description

	PERS
	26.02
	Essential functions of the position

	PERS
	26.03
	Bargaining Unit

	PERS
	26.04
	Job Class

	PERS
	26.05
	Index Code

	PERS
	26.06
	Essential Function Statement

	PERS
	26.07
	Physical Requirement Statement

	PERS
	26.08
	Required certifications/licenses

	PERS
	26.09
	Required training

	PERS
	26.10
	Required medical exams

	PERS
	26.11
	Probation Period

	PERS
	26.12
	Schedule

	PERS
	26.13
	FICA class

	PERS
	26.14
	Pay Grade

	PERS
	26.15
	Pay Cycle/Pay Group

	PERS
	26.16
	Shift Differential

	PERS
	26.17
	Workers Compensation Code

	PERS
	26.18
	FLSA Code

	PERS
	26.19
	EEO Code

	PERS
	26.20
	Supervisor

	PERS
	26.21
	Professional

	PERS
	26.22
	Skilled Craft

	PERS
	26.23
	Service Maintenance

	PERS
	26.24
	Technician

	PERS
	26.25
	Clerical

	PERS
	26.26
	Exempt/Non-exempt

	PERS
	26.27
	Assignment Differential

	PERS
	26.28
	Multiple user-defined fields

	
	
	PERSONNEL DATA

	PERS
	27.00
	Ability to maintain and track the following personnel information:

	PERS
	27.01
	Name

	PERS
	27.02
	Name changes (maiden to married, for example)

	PERS
	27.03
	Prefixes (i.e., Mr., Ms., Dr.)

	PERS
	27.04
	Suffixes (i.e., Jr., III)

	PERS
	27.05
	Multiple  addresses (including international addresses)

	PERS
	27.06
	Multiple Contact locations

	PERS
	27.07
	Employee Work location (drop down table)

	PERS
	27.08
	Social Security Number

	PERS
	27.09
	Marital status

	PERS
	27.10
	Spouse/Domestic Partner and multiple dependent data

	PERS
	27.11
	Spouse/Domestic Partner and Dependent SSN's

	PERS
	27.12
	Employee number (automatically assigned)

	PERS
	27.13
	Birth date

	PERS
	27.14
	Gender

	PERS
	27.15
	Federal and State Required Ethnicity Status

	PERS
	27.16
	Mulitple Ethnicity

	PERS
	27.17
	Home phone

	PERS
	27.18
	Cell phone

	PERS
	27.19
	Pager

	PERS
	27.20
	E-mail addresses (multiple)

	PERS
	27.21
	Emergency contact name

	PERS
	27.22
	Emergency contact relationship

	PERS
	27.23
	Emergency contact phone

	PERS
	27.24
	Veteran status (with branch of service, dates of service, and type of discharge)

	PERS
	27.25
	Reserves status (with branch and dates of service)

	PERS
	27.26
	Work visa information including type, number, and expiration date

	PERS
	27.27
	Supplemental work status

	PERS
	27.28
	Original date of hire

	PERS
	27.29
	Employment date (rehire date for the current position)

	PERS
	27.30
	Anniversary Date

	PERS
	27.31
	Probation Expiration Date

	PERS
	27.32
	Longevity Date (all City service credit)

	PERS
	27.33
	Termination Date

	PERS
	27.34
	Reason for Termination

	PERS
	27.35
	Retirement plan

	PERS
	27.36
	Retirement date and plan

	PERS
	27.37
	Date of death

	PERS
	27.38
	Driver's license information including class of license, expiration date and state

	PERS
	27.39
	Education (type of degree, college, # of years attended, year earned)

	PERS
	27.40
	Multiple certifications and licenses and their expiration dates

	PERS
	27.41
	Multiple memberships in professional organizations or associations

	PERS
	27.42
	Multiple beneficiaries for multiple purposes

	PERS
	27.43
	ADA accommodations with secured access

	PERS
	27.44
	Employee status (FLMA, active, suspended, etc.)

	PERS
	27.45
	Status Date

	PERS
	27.46
	Employee Class (e.g., temporary, volunteer, juror, regular employee, etc.)

	PERS
	27.47
	Bargaining Unit data

	PERS
	27.48
	Job Classification

	PERS
	27.49
	Index Code

	PERS
	27.50
	Assignment

	PERS
	27.51
	Schedule (Daily Hours)

	PERS
	27.52
	Pay Grade / Step

	PERS
	27.53
	Annualized Salary

	PERS
	27.54
	Base Hourly Rate

	PERS
	27.55
	Shift

	PERS
	27.56
	Designated Physician of Choice

	PERS
	27.57
	Multiple user-defined fields

	PERS
	28.00
	Ability to electronically notify departmental contacts (e.g.- HR, Finance, Retirement, etc,) of all terminations

	PERS
	29.00
	Ability to generate the following notifications or ticklers for employees and department administration (e.g.-Human Resources, Risk Management, etc.):

	PERS
	29.01
	Certification and licensing expiration dates

	PERS
	29.02
	Medical Examination dates

	PERS
	29.03
	Conflict of Interest Indicator (flag)

	PERS
	29.04
	Retirement eligibility

	PERS
	29.05
	Milestones (e.g.-employee and dependent birthdates)

	PERS
	29.06
	Confirmation of change in employee profile

	PERS
	29.07
	Other user-defined periods

	PERS
	30.00
	Ability to track all employee master file changes and updates (e.g.- name changes, position changes, etc).

	PERS
	31.00
	Ability to ensure authorized personnel secured access to medical information

	PERS
	32.00
	Ability to track language ability (speaking and writing) other than English, including sign language.

	PERS
	33.00
	Ability to support employee classification by the following:

	PERS
	33.01
	Full-time employee

	PERS
	33.02
	 Hourly employee

	PERS
	33.03
	Elected Officials

	PERS
	33.04
	Board Members

	PERS
	33.05
	Suspended

	PERS
	33.06
	Benefit Qualified

	PERS
	33.07
	Non-Benefit Qualified

	PERS
	33.08
	 Seasonal employee

	PERS
	33.09
	Part-time employee

	PERS
	33.10
	 Limited term employee

	PERS
	33.11
	Contract employee

	PERS
	33.12
	Temporary employee

	PERS
	33.13
	General Represented

	PERS
	33.14
	Management class

	PERS
	33.15
	Administrative

	PERS
	33.16
	Unrepresented Miscellaneous

	PERS
	33.17
	Retired Annuitants

	PERS
	33.18
	User defined parameters

	PERS
	34.00
	Ability to track user-defined skills (such as programming languages, specialization, etc.).

	PERS
	35.00
	Ability to track length of time an employee has filled a position.

	PERS
	36.00
	Ability to track Loan In / Loan Out employees.

	PERS
	37.00
	Ability to track and report on driver's license expirations and provide notice to employee and supervisor of need for updated information.

	PERS
	38.00
	Ability to track and report on driver's license activity (e.g., suspensions, tickets).

	PERS
	39.00
	Ability to record and track the items that have been assigned to an employee (i.e., keys, cell phones, pagers, ID cards, parking passes, key cards, etc.). 

	PERS
	40.00
	Ability to track employee position history, including total length of service.

	PERS
	41.00
	Ability to track employee transfers (position to position, lateral transfers) by employee.

	PERS
	42.00
	Ability to track the following information per employee:

	PERS
	42.01
	Employee cycle

	PERS
	42.02
	Employee step increases

	PERS
	42.03
	Employee evaluations

	PERS
	42.04
	Jury Duty

	PERS
	42.05
	Military Duty

	PERS
	42.06
	Bereavement

	PERS
	42.07
	Emergency leave

	PERS
	42.08
	Leave without pay

	PERS
	42.09
	FMLA

	PERS
	42.10
	Injury on Duty

	PERS
	42.11
	Parental leave

	PERS
	42.12
	California Family Rights Act (CFRA)

	PERS
	42.13
	Pregnancy Disability Leave Law (PDLL)

	PERS
	42.14
	Sick Leave

	PERS
	42.15
	Vacation

	PERS
	42.16
	Compensated time off

	PERS
	42.17
	Personal time

	PERS
	42.18
	Management leave

	PERS
	42.19
	Personal leave

	PERS
	42.20
	Supplemental Accrued Time Off

	PERS
	42.21
	Other User defined parameters

	PERS
	43.00
	Ability to provide a field for generated notes on any personnel-related screen.

	PERS
	44.00
	Ability to attach documents (e.g. - Word Processed documents, Spreadsheets, PDF, etc.)

	PERS
	45.00
	Ability to automatically generate termination correspondence and forms (COBRA documents, exit interview documents, carrier communications, etc.).

	PERS
	46.00
	Ability to require that certain data fields are filled before exiting the personnel record. 

	
	
	POSITION CONTROL

	PERS
	47.00
	Ability to accommodate an on-line personnel requisition for a new position containing the following information:

	PERS
	47.01
	Job title

	PERS
	47.02
	Position control number

	PERS
	47.03
	Resolution Number

	PERS
	47.04
	Job classification number

	PERS
	47.05
	Position start and end date

	PERS
	47.06
	Department

	PERS
	47.07
	Org

	PERS
	47.08
	Division

	PERS
	47.09
	Working Title

	PERS
	47.10
	Location

	PERS
	47.11
	Shift / Work Schedule

	PERS
	47.12
	Employee Classification

	PERS
	47.13
	Date vacancy created

	PERS
	47.14
	Date needed

	PERS
	47.15
	Number of Vacancies

	PERS
	47.16
	Person(s) Being Replaced or Justification

	PERS
	47.17
	Contact name

	PERS
	47.18
	Contact phone

	PERS
	47.19
	Special conditions

	PERS
	47.20
	Other user-defined fields

	PERS
	48.00
	Ability to include justification with requisition, either through an attached document or narrative text on the requisition.

	PERS
	49.00
	Ability to link position number and position information to the budget process.

	PERS
	50.00
	Ability to automatically and electronically move candidate information from applicant tracking application to employee file.

	PERS
	51.00
	Ability to tie position number to the employee identification number

	PERS
	52.00
	Ability to ensure that only budgeted positions can be filled, with override capability.

	PERS
	53.00
	Ability to support electronic workflow position approval by different departments (e.g.- Mayor's Office, Human Resources, etc.) at various stages of the position requisition process (e.g.-recruitment, testing and certification, investigation, etc.).

	PERS
	54.00
	Ability to allow departmental viewing access to their position control information.

	PERS
	55.00
	Ability to have security-controlled online access to HR/Payroll information and employee data.

	PERS
	56.00
	Ability to maintain the following position data:

	PERS
	56.01
	Position created date

	PERS
	56.02
	Position control number (automatically generated)

	PERS
	56.03
	Resolution Number

	PERS
	56.04
	Conflict of Interest Indicator (flag)

	PERS
	56.05
	Position status (open, blocked or filled)

	PERS
	56.06
	Job title

	PERS
	56.07
	Job Classification 

	PERS
	56.08
	Job classification number

	PERS
	56.09
	Supervisor or Manager indicator

	PERS
	56.10
	EEO code

	PERS
	56.11
	Supervisor

	PERS
	56.12
	Professional

	PERS
	56.13
	Skilled Craft

	PERS
	56.14
	Service Maintenance

	PERS
	56.15
	Technician

	PERS
	56.16
	Clerical

	PERS
	56.17
	Exempt/Non-exempt

	PERS
	56.18
	Bargaining unit

	PERS
	56.19
	Exempt/Non-exempt

	PERS
	56.20
	Physical work location

	PERS
	56.21
	FTE (in hundredths)

	PERS
	56.22
	Employee Classification (e.g.- non-career, full-time, etc.)

	PERS
	56.23
	Salary grade

	PERS
	56.24
	Regular/temporary

	PERS
	56.25
	Workers Compensation Code

	PERS
	56.26
	Default Account Distribution 

	PERS
	56.27
	Drug Test Requirements

	PERS
	56.28
	Driver's license requirements

	PERS
	56.29
	Skills Test Requirements

	PERS
	56.30
	Period of Next Step Increase

	PERS
	56.31
	Evaluation Date

	PERS
	56.32
	Work Week

	PERS
	56.33
	Number of Hours for Part Time Employees

	PERS
	56.34
	Sick Leave

	PERS
	56.35
	Vacation

	PERS
	56.36
	Special conditions

	PERS
	56.37
	Other user-defined fields

	PERS
	57.00
	Ability for departments to assign step, schedule, bargaining group, with electronic workflow approval.

	PERS
	58.00
	Ability to track conflict of interest statements

	PERS
	59.00
	Ability for Special Conditions to follow the position.

	PERS
	60.00
	Ability to accommodate split funded positions.

	PERS
	61.00
	Ability to track out of class hours.

	PERS
	62.00
	Ability to track substitute and on-call employees

	PERS
	63.00
	Ability to track part time employees.

	PERS
	64.00
	Ability to associate multiple positions to an employee, including "primary" job and working-out-of-class jobs, which may have different salaries and classes.

	PERS
	65.00
	Ability to associate multiple positions to an employee by percentage or fixed hours.

	PERS
	66.00
	Ability to associate multiple employees to a position (I.e.-job sharing).

	PERS
	67.00
	Ability to automatically figure salary calculations and budget impact statements (i.e., "what if" scenarios, trend analysis) of positions.

	PERS
	68.00
	Ability to maintain the following current salary information:

	PERS
	68.01
	Effective date (including future dates)

	PERS
	68.02
	Probation end date or period for multiple probationary periods of differing lengths including initial, disciplinary, performance, and promotion

	PERS
	68.03
	Base Salary

	PERS
	68.04
	Bargaining Unit

	PERS
	68.05
	Salary grade and range

	PERS
	68.06
	Step

	PERS
	68.06
	Pay change reason code (table driven)

	PERS
	68.07
	Pay change reason notes/memo field

	PERS
	68.08
	Amount of change and percentage of change

	PERS
	68.09
	Previous salary

	PERS
	68.10
	Other user-defined fields

	PERS
	69.00
	Ability to provide for multiple salary schedules.

	PERS
	70.00
	Ability to attach justification for pay changes

	PERS
	71.00
	Ability to accommodate salary table linked to job classification.

	PERS
	72.00
	Ability to maintain multiple job descriptions on-line.

	PERS
	73.00
	Ability to support condition based position changes (e.g., positions marked for attrition or title change).

	PERS
	74.00
	Ability to provide that positions can be budgeted for partial year (e.g.- 3, 6, 9 months).

	PERS
	75.00
	Ability to set default for budgeting vacant positions at user specified grade & step.

	PERS
	76.00
	Ability to establish salary ranges within a job class

	PERS
	77.00
	Ability to establish salary thresholds within a salary range, based upon either a defined amount or salary range percentage, with override approval (e.g.- cannot select a salary that is more than 50% of the salary range). 

	PERS
	78.00
	Ability to generate a specific EEO analysis, incorporating:

	PERS
	78.01
	History of appointments by race & gender

	PERS
	78.02
	Current number of positions in job classification

	PERS
	78.03
	Number of positions to be filled by job classification

	PERS
	78.04
	Disability

	PERS
	78.05
	New hires

	PERS
	78.06
	Separations

	PERS
	78.07
	Promotions

	PERS
	78.08
	Salary

	PERS
	78.09
	User defined parameters

	PERS
	79.00
	Ability to electronically track all position actions (e.g., reclassifications, eliminations).

	PERS
	80.00
	Ability to conduct position analysis ("what if scenarios")at the following parameters:

	PERS
	80.01
	Citywide

	PERS
	80.02
	Org

	PERS
	80.03
	Division

	PERS
	80.04
	Job Class

	PERS
	80.05
	User defined parameters

	PERS
	81.00
	Ability to provide position control tracking of filled and vacant positions.

	PERS
	82.00
	Ability to track length of time a position remains vacant.

	PERS
	83.00
	Ability to automatically create organization charts.

	PERS
	84.00
	Ability to view organization charts in graphical formats.

	PERS
	85.00
	Ability to make changes to the organization charts from the department down to the individual position level.

	PERS
	86.00
	Ability to track the history, including organizational history, of each position through a position tracking number.

	PERS
	87.00
	Ability to support online classification of job families (career ladders/bridges) for market comparisons.

	PERS
	88.00
	Ability to track history of changes to job families.

	PERS
	89.00
	Ability to affiliate positions with grants and associate grant effective dates (e.g., one year position).

	PERS
	90.00
	Ability to trigger notification on grant effective dates when position is to expire.

	PERS
	91.00
	Ability to track funding source(s) to the position.

	
	
	COMPENSATION

	PERS
	92.00
	Ability to record base rate using the following methods:

	PERS
	92.01
	Per annum

	PERS
	92.02
	Per month

	PERS
	92.03
	Per day

	PERS
	92.04
	Per hour

	PERS
	92.05
	User defined parameters

	PERS
	93.00
	Ability to calculate additional pay in the following ways:

	PERS
	93.01
	Flat rate

	PERS
	93.02
	Percentage of base

	PERS
	93.03
	Other combinations of base rate and additional pay

	PERS
	93.04
	Per hour

	PERS
	93.05
	User defined parameters

	PERS
	94.00
	Ability to automatically calculate new annual salary for budgeting and pay calculations based upon changes to pay tables, etc.

	PERS
	95.00
	Ability to change or model any cost factor so that comprehensive forecasts can be generated and reported.

	PERS
	96.00
	Ability to specify salary by individual employee, by employee group or by job class.

	PERS
	97.00
	Ability for departments to change employee salary at the department level.

	PERS
	98.00
	Ability to perform mass compensation changes by either flat or percentage amount by user-defined criteria.

	PERS
	99.00
	Ability to define exceptions to the mass changes by exempting employees with certain user-defined characteristics (e.g., below average performance rating, by department, by job class, etc.).

	PERS
	100.00
	Ability to automatically recalculate salary due to personnel actions such as promotions, demotions, etc. based on user-defined criteria.

	PERS
	101.00
	Ability to support workflow approval for all compensation changes (base rate, additional pay, bonuses, etc.).

	PERS
	102.00
	Ability to future date compensation increases.

	PERS
	103.00
	Ability to support step increases based on performance evaluation (e.g.- increases related to positive performance evaluation).

	PERS
	104.00
	Ability to support determination of eligibility for step increases by:

	PERS
	104.01
	Effective date of current step

	PERS
	104.02
	Last overall performance rating, including effective date of rating

	PERS
	105.00
	Ability to view salary ranges and/or wage tables online.

	PERS
	106.00
	Ability to view budget vs. actual personnel expenses in real time.

	
	
	UNEMPLOYMENT

	PERS
	107.00
	Ability to optionally establish an unemployment file for terminated employees.

	PERS
	108.00
	Ability to attach any electronic data (such as scanned or imaged forms) to an employee's unemployment record .

	PERS
	109.00
	Ability to track the period within which the employee can file claim.

	PERS
	110.00
	Ability to generate exit interview notifications.

	PERS
	111.00
	Ability to generate pay and/or work history to determine unemployment pay.

	PERS
	112.00
	Ability to track paid or unpaid unemployment claims

	PERS
	113.00
	Ability to electronically transmit termination data to 3rd party administrator (e.g.- completion of work, failed probation, etc.)

	
	
	EMPLOYEE SELF SERVICE

	PERS
	112.00
	Ability to support Employee Self-Service (ESS), 24-7, based on security.

	PERS
	113.00
	Ability to limit the ESS updates/changes that an employee can make, based on certain criteria, such as open enrollment, life changes, new hires and terminations.

	PERS
	114.00
	Ability to support open enrollment periods for specific benefits.

	PERS
	115.00
	Ability to provide summary of current information/elections to employee, including employee contribution and City contribution.

	PERS
	116.00
	Ability to use Internet as self service tools for updating personal information such as: 

	PERS
	116.01
	Name

	PERS
	116.02
	Address

	PERS
	116.03
	Benefit Enrollment (within restricted dates)

	PERS
	116.04
	Life Changes (e.g., marriage, new child)

	PERS
	116.05
	Beneficiary Designations (Multiple, for different purposes)

	PERS
	116.06
	Emergency contact information

	PERS
	116.07
	Designated Physician of Choice

	PERS
	116.08
	W-4 exemption election

	PERS
	116.09
	Additional withholding amount

	PERS
	116.10
	Direct deposit sign up and other miscellaneous bank changes

	PERS
	116.11
	Other City-defined fields

	PERS
	117.00
	Ability to limit the type of information that can be submitted through ESS (e.g. PO box not acceptable for an address change).

	PERS
	118.00
	Ability to support workflow approval for employee self-service, from employee request to the appropriate departments.

	PERS
	119.00
	Ability to require documentation triggers from employee self-service that prompt employee to provide documentation to support various changes, such as address change, marriage certification, birth certification, etc.

	PERS
	120.00
	Ability to require documentation (e.g. military paperwork, birth certificates, etc.) submitted by employee within City-defined time period.

	PERS
	121.00
	Ability to allow employees to upload supporting documentation and submit electronically with employee self-service changes. 

	PERS
	122.00
	Ability for new hires to fill out post-hire documents online (e.g., W-4, Dependent Information).

	PERS
	123.00
	Ability for employees to request vacation or other leave via the self service tool.

	PERS
	124.00
	Ability for supervisors to approve vacation or other leave time on-line.

	PERS
	125.00
	Ability for employees to check leave balances online through a secure connection.

	PERS
	126.00
	Ability for employee to view pre-defined personnel information online (e.g., pay stub/direct deposit remittance, W-2, training history).

	PERS
	127.00
	Ability to support what if scenarios for benefits changes by employee, including employee and City contribution changes.

	PERS
	128.00
	Ability to validate that the employee is eligible for the plan selected, based upon defined parameters (e.g.- job class, bargaining unit, etc.).

	
	
	REPORTING/QUERYING

	PERS
	129.00
	Ability to perform ad hoc reporting on any data element listed above, based upon security access.

	PERS
	130.00
	Ability to produce a cumulative position report (positions filled, vacancies, etc.).

	PERS
	131.00
	Ability to produce status report, by department, title of vacancy, important dates and status.

	PERS
	132.00
	Ability to produce reports by either employee number or social security number.

	PERS
	133.00
	Ability to report on employee salary or user-defined data elements by budget center and by bargaining unit.

	PERS
	134.00
	Ability to produce effective or "as of" date reporting.

	PERS
	135.00
	Ability to report on all or user-defined personnel actions (e.g.-upgrades, demotions) based upon security access.

	PERS
	136.00
	Ability to query and report from any field within the payroll module and for any time period.

	PERS
	137.00
	Ability to prepare an Annual Salary Report by user-defined characteristics (e.g., by job class, employee group, etc.).

	PERS
	138.00
	Ability to query and report annual workforce report by user-defined parameters (e.g.- race, gender, disability, job class, and department)

	PERS
	139.00
	System generates reports and inquiries for the following:

	PERS
	139.01
	Consolidated employee listing

	PERS
	139.02
	Employee listing by department

	PERS
	139.03
	Employee listing by division

	PERS
	139.04
	Equal Opportunity Employer reports

	PERS
	139.05
	Benefit enrollment  

	PERS
	139.06
	Hours worked

	PERS
	139.07
	New hire

	PERS
	139.08
	Separation report (with reason for separation)

	PERS
	139.09
	Employee count

	PERS
	139.10
	FTE 

	PERS
	139.11
	Leave usage, including FMLA and Parental Leave

	PERS
	139.12
	Succession Planning Reports

	PERS
	139.13
	Domestic Partner Data

	PERS
	139.14
	Seniority

	PERS
	139.15
	Average pay by classification

	PERS
	139.16
	Tuition Reimbursement Analysis

	PERS
	139.17
	Report of exempt new hires and promotions

	PERS
	139.18
	Department of Labor Reports

	PERS
	139.19
	Salary comparison by race/gender

	PERS
	139.20
	User defined parameters

	PERS
	140.00
	System generates employee wage and benefit statements.

	PERS
	140.01
	Ability to generate Federal EEO 4 Report

	PERS
	140.02
	System maintains compensation histories by the following:

	PERS
	140.03
	Entity wide (e.g.- City, School District, CCD., etc)

	PERS
	140.04
	Fund

	PERS
	140.05
	Activity

	PERS
	140.06
	Department

	PERS
	140.07
	Division

	PERS
	140.08
	Title

	PERS
	140.09
	Employee

	PERS
	140.10
	User defined parameters


Benefits

	
	
	Functional Requirements

	
	
	GENERAL DESIGN

	BEN
	1.00
	Ability to establish and manage benefits allocations to employee based on job classification, bargaining unit or employee classification (e.g.-full-time, seasonal, etc.).

	BEN
	2.00
	Ability to establish multiple employee benefit groups based on entity (e.g.- City, School, CCD) ,job classification, bargaining unit and employee classification, with different processing rules.

	BEN
	3.00
	Ability to establish benefit accrual rules based on:.

	BEN
	3.01
	Scheduled hours

	BEN
	3.02
	Bargaining unit

	BEN
	3.03
	Percentage of time

	BEN
	3.04
	Length of employment

	BEN
	3.05
	User-defined parameter

	BEN
	4.00
	System can provide interfaces with third party providers such as the State of California PERS and other third party providers.

	BEN
	5.00
	Ability to do scenario analysis of benefit costs based on vacancies and filled positions.

	BEN
	6.00
	Ability to remove pay class incentives when an employee changes jobs.

	
	
	BENEFITS

	BEN
	7.00
	Ability to maintain premium and deduction amounts on a before/after tax basis for multiple benefit plans, including but not limited to:

	BEN
	7.01
	Health insurance (Medical, Hospital, Surgical)

	BEN
	7.02
	Dental insurance

	BEN
	7.03
	Vision insurance

	BEN
	7.04
	Prescription insurance

	BEN
	7.05
	Fringe Benefits

	BEN
	7.06
	Basic Life

	BEN
	7.07
	Supplemental life

	BEN
	7.08
	Term life (dependents)

	BEN
	7.09
	Other user-defined insurance fields

	BEN
	7.10
	Retirement (Pension) Programs (SCERS & PERS)

	BEN
	7.11
	401A Deferred Compensation Plans

	BEN
	7.12
	457 Deferred Compensation Plans

	BEN
	7.13
	Long term disability

	BEN
	7.14
	Short term disability

	BEN
	7.15
	Long term care

	BEN
	7.16
	Employee assistance program

	BEN
	7.17
	Section 125 Flexible Spending Plan for Out-of Pocket Health related expenses and Dependent care cost

	BEN
	7.18
	Retirement Health Savings Plan

	BEN
	7.19
	529/Education savings plans

	BEN
	7.20
	Education benefits (tuition reimbursement or professional development education)

	BEN
	7.21
	User-defined parameters

	BEN
	8.00
	Ability to maintain benefit eligibility data including:

	BEN
	8.01
	Bargaining Unit affiliation

	BEN
	8.02
	Date of hire

	BEN
	8.03
	Length of service

	BEN
	8.04
	Marital status

	BEN
	8.05
	Domestic Partner Flag (for differing tax status)

	BEN
	8.06
	Dependent information (name, SSN, date of birth, address if different, relationship, other user-defined fields)

	BEN
	8.07
	Employee status (active, retired, leave of absence, suspension, termination, FMLA, etc.)

	BEN
	8.08
	Current Position Assignment

	BEN
	8.09
	Effective Date

	BEN
	8.10
	Date of birth

	BEN
	8.11
	Hours worked 

	BEN
	8.12
	Wage base

	BEN
	8.13
	User-defined parameters

	BEN
	9.00
	Ability to accommodate sets of benefit options linked to bargaining unit.

	BEN
	10.00
	Ability to track current benefit elections for employees, retirees and spouses/dependents.

	BEN
	11.00
	Ability to track employee flexible benefits elections including taxable and non-taxable items.

	BEN
	12.00
	Ability to track employees' other insurance coverage (e.g., through spouse's job).

	BEN
	13.00
	Ability to maintain multiple eligibility dates for different benefit plans based on different rules.

	BEN
	14.00
	Ability to provide tracking of date of death for employees, retirees, and dependents.

	BEN
	15.00
	Ability to track dependent information such as date of birth, social security number, full time student, etc.

	BEN
	16.00
	Ability to track dependent eligibility and automatically notify when dependents are no longer eligible for benefits (e.g.- reach age limit or no longer a student).

	BEN
	17.00
	Ability to provide for mass updates of employee plan designation.

	BEN
	18.00
	Ability to update benefits online on an individual basis and as a group.

	BEN
	19.00
	Ability to complete COBRA administration, including but not limited to, maintenance of COBRA qualifying events and event dates, automatic date calculations, forms, correspondence, reports, notifications, enrollments, billing, etc.

	BEN
	20.00
	Ability to retain data on individuals who are not employees (e.g., former spouse and dependents) to the database who are covered under COBRA provisions.

	BEN
	21.00
	Ability to bill COBRA participants for benefits.

	BEN
	22.00
	Ability to support automated COBRA notifications, with required information such as plan names, contact phone numbers, estimated amounts, etc.

	BEN
	23.00
	Ability to automatically trigger a lapse in coverage if no payment is received.

	BEN
	24.00
	Ability to produce HIPAA benefits certificates including plan, coverage, dependent coverage, and social security number.

	BEN
	25.00
	Ability to generate a summary of all eligible employee benefits by job class, by bargaining unit and by employee classification

	BEN
	25.00
	Ability to notify employees of benefit eligibility dates.

	BEN
	26.00
	Ability to trigger benefits eligibility based on length of service and notify employees of benefits eligibility dates.

	BEN
	27.00
	Ability to track different leave types which accumulate at various rates concurrently for each employee (e.g. Workers Comp., FMLA, leave of absence).

	BEN
	28.00
	Ability to stop accruing leave when contracted maximums are reached.

	BEN
	29.00
	Ability to have multiple accrual rates and maximums for different classes of employees.

	BEN
	30.00
	Ability to track post retirement benefit costs and to track eligible employees.

	BEN
	31.00
	Ability to maintain record of employee plan history.

	BEN
	32.00
	Ability to prevent employee from being enrolled in a plan for which they are not eligible, with override capability for exceptions.

	BEN
	33.00
	Ability to support different enrollment periods based on different plans.

	BEN
	34.00
	Ability to generate ticklers for termination of coverage for non-spouse dependents for either age or educational status.

	BEN
	35.00
	Ability to electronically track proof of continuing dependent coverage (e.g., college transcript).

	BEN
	36.00
	Ability to enter dependent eligibility extensions online and electronically transmit this information to insurance carrier.

	BEN
	37.00
	Ability to provide at least the following methods for calculating employee/employer premium costs:

	BEN
	37.01
	Percentage

	BEN
	37.02
	Flat Amount

	BEN
	37.03
	Annual Caps

	BEN
	37.04
	Bi-weekly Caps

	BEN
	37.05
	Pre- or Post-Taxable Income Calculation

	BEN
	37.06
	Retiree

	BEN
	37.07
	User-defined Parameters

	BEN
	38.00
	Ability to determine the coverage and deduction amounts for the employee using the parameters stored in the benefit plan structure tables.

	BEN
	39.00
	Ability to support cafeteria benefits. 

	BEN
	40.00
	Ability to generate benefits summary statements by employee.

	BEN
	41.00
	Ability to automatically generate confirmation letters indicating the employee’s current participation levels in all benefit plans.

	BEN
	42.00
	Ability to enter new enrollment data for a future date without changing the current elections until the date of the new enrollment period begins.

	BEN
	43.00
	Ability to automatically generate confirmation letters for the next year’s elections in all benefit plans.

	BEN
	44.00
	Ability to produce letters, e-mail and other notifications to employees announcing open enrollment.

	BEN
	45.00
	Ability to compile, process and electronically transfer enrollment information to 3rd party vendors according to their data specifications.

	BEN
	46.00
	Ability to automate payment process to 3rd party vendors and calculate vendor payments for monthly remittance.

	BEN
	47.00
	Ability to process multiple benefit plan years simultaneously with ability to effective date rate changes.

	BEN
	48.00
	Ability to provide formula-driven benefit premiums, that can be established from salary, a set amount, and can be generated with or without coverage limits.

	BEN
	49.00
	Ability to accommodate retroactive changes to benefit premiums and/or contribution amounts.

	BEN
	50.00
	Ability to calculate positive or negative adjustment to employee's contribution based on retroactive change.

	BEN
	51.00
	Ability to support compulsory benefits.

	BEN
	52.00
	Ability to apply and track various bi-weekly allocations of benefits amounts based on bargaining unit.

	BEN
	53.00
	Ability to define benefit allocation based any combination of the following:

	BEN
	53.01
	Lump sum

	BEN
	53.02
	Percentage of pay

	BEN
	53.03
	Years of service

	BEN
	53.04
	User-defined Parameters

	BEN
	54.00
	Ability to automatically adjust benefit allocation upon pay adjustment.

	BEN
	55.00
	Ability to support employer-defined tiered benefit payment structure (i.e., what benefit will be paid for first, second, etc. with benefit allocation).

	BEN
	56.00
	Ability to refund excess benefit allocation, up to a maximum, to employee on bi-weekly paycheck (e.g.- opt out refund).

	BEN
	57.00
	Ability to accommodate payoff of benefits, based on bargaining unit/group.

	BEN
	58.00
	Ability to support pre and post tax payroll deductions.

	BEN
	59.00
	Ability to allow employees to transfer their unused accrued leave to other employees, based upon user-defined criteria and parameters (e.g.- dollar for dollar transfer).

	BEN
	60.00
	Ability for group life insurance amounts and costs to be recalculated for all employees at any time during the year based on changed salary coverage and/or plan cost parameters.

	BEN
	61.00
	Ability to automatically calculate long term and short term disability premiums and deductions based on salary amounts.

	BEN
	62.00
	Ability to place a cap (ceiling) on total deduction amount.

	BEN
	63.00
	Ability for employees on leave without pay to elect continuing level of benefit coverage.

	BEN
	64.00
	Ability to automatically produce payroll deductions based upon benefit plan enrollments.

	
	
	FAMILY MEDICAL LEAVE ACT (FMLA)

	BEN
	65.00
	Ability to (according to the Family Medical Leave Act):

	BEN
	65.01
	Notify employees

	BEN
	65.02
	Identify multiple start dates

	BEN
	65.03
	Identify multiple ending dates

	BEN
	65.04
	Track multiple conditions (e.g., instance 1, instance 2, etc.)

	BEN
	66.00
	Ability for each condition to be able to have multiple leave types.

	BEN
	67.00
	Ability to calculate eligibility (e.g., length of service, hours worked).

	BEN
	68.00
	Ability to track different leave types which accumulate concurrently as defined by user for each employee (e.g. Workers Comp., FMLA, leave of absence).

	BEN
	69.00
	Ability to automatically generate notices to employees regarding FMLA after absences of user-specified amount of days.

	BEN
	70.00
	Ability to generate automatic notification when an employee has become eligible for FMLA. 

	BEN
	71.00
	Ability for employee and users with the appropriate security to see how many hours of FMLA have been used in the past rolling 12-month period.

	BEN
	72.00
	Ability to automatically notify qualifying FMLA employees of all required information.

	BEN
	73.00
	Ability to accommodate multiple FMLA occurrences concurrently.

	BEN
	74.00
	Ability to support California Family Rights Act (CFRA).

	BEN
	75.00
	Ability to support California Pregnancy Disability Leave Law (PDLL).

	BEN
	76.00
	Ability to support two leaves at once (e.g. FMLA and CFRA) at one time depending on the situation and/or incident.

	BEN
	77.00
	Ability to support concurrent dates of leave types, but different start and end dates.

	BEN
	78.00
	Ability to have business rules determine the eligibility by categories (e.g. employee, employee immediate family, adoption, etc.)

	BEN
	79.00
	Ability to support FMLA running concurrently with other internal leave types (sick, vacation, etc.)

	BEN
	80.00
	Ability to support various FMLA codes (e.g. FMLA sick, FMLA vac, etc.)

	BEN
	81.00
	Ability to track and audit FMLA, CFRA and PDLL.

	BEN
	82.00
	Ability to send tickler notification to employee and employer of due dates for required FMLA documentation.

	BEN
	83.00
	Ability to send tickler notification to employer of status of FMLA compliance.

	BEN
	84.00
	Ability to generate electronic or hardcopy correspondence to departments when employee documentation has not been received/certification is not acceptable, and employee is not in FMLA compliance.

	BEN
	85.00
	Ability to track FMLA based on user-defined criteria including length of service, eligibility, previous FMLA use, etc.

	BEN
	86.00
	Ability to track employee work restrictions.

	BEN
	87.00
	Ability to automatically adjust length of service, based upon FMLA time off

	
	
	LEAVE ACCRUALS AND BALANCES

	BEN
	88.00
	Ability to accommodate the following types of leave:

	BEN
	88.01
	Sick

	BEN
	88.02
	Vacation

	BEN
	88.03
	Personal Leave

	BEN
	88.04
	Management/Executive Leave

	BEN
	88.05
	Floating Holidays

	BEN
	88.06
	Compensation Time

	BEN
	88.07
	Supplemental Time Off (ATO)

	BEN
	88.08
	Military

	BEN
	88.09
	Administrative

	BEN
	88.10
	FMLA

	BEN
	88.11
	User-defined parameters

	BEN
	88.12
	Bereavement

	BEN
	89.00
	Ability to accrue leave based on years of experience, bargaining agreement affiliation, job classification, groups, and other user-defined criteria.

	BEN
	90.00
	Ability to pay out percentage of leave if not used within a certain time period (e.g. floating holidays).

	BEN
	90.00
	Ability to automatically calculate leave accruals, adjusting for breaks in service (e.g.- FMLA, other leaves of absence).

	BEN
	91.00
	Ability to track reason for denial of leave requests.

	BEN
	92.00
	Ability to accommodate carry over of leave balances to a new fiscal or calendar year.

	BEN
	93.00
	Ability to maintain the following limits:

	BEN
	93.01
	Percentage limits

	BEN
	93.02
	Amount limits

	BEN
	93.03
	Time limits

	BEN
	93.04
	Expiration dates

	BEN
	94.00
	Ability to track multiple accrual leave banks according to bargaining unit. 

	BEN
	95.00
	Ability to accommodate sick banks (donated leave banks).

	BEN
	96.00
	Ability to automate the Worker's Compensation approval process.

	BEN
	97.00
	Ability to automatically draw-down Worker's Compensation leave balance.

	
	
	RETIREMENT 

	BEN
	98.00
	Ability to track employee and City contributions for PERS activity, as well as activity for other retirement systems (e.g.-SFERS, STRS, PARS) .

	BEN
	99.00
	Ability to track taxable and non-taxable portions of retirement contributions

	BEN
	100.00
	Ability to allocate health and welfare benefits to retirees based upon labor agreement specifications

	BEN
	101.00
	Ability to support administrative tasks related to CalPERS and track benefit and plan information for the California Public Employees Retirement System (CalPERS)

	BEN
	102.00
	Ability to support administrative tasks and track benefit and plan information for the City's retirement systems. 

	BEN
	103.00
	Ability to maintain multiple tax tables specifically for retiree benefit calculations

	BEN
	104.00
	Ability to track retiree benefit plans.

	BEN
	105.00
	Ability to limit retiree eligibility to specific plans.

	BEN
	106.00
	Ability to track partial pension payments

	BEN
	107.00
	Ability to automatically notify if a pension benefit payment is insufficient to deduct insurance premiums

	BEN
	108.00
	Ability to automatically calculate and project anticipated pension annuity, based upon amount and duration of monthly contributions.

	BEN
	109.00
	Ability to calculate monthly pension payments, based on any combination of the following:

	BEN
	109.01
	Percentage calculations

	BEN
	109.02
	Actuarial tables

	BEN
	109.03
	Minimum monthly payment

	BEN
	109.04
	User-defined calculations

	BEN
	110.00
	Ability to calculate and pay out death benefits based upon user defined parameters

	BEN
	111.00
	Ability to generate 1099R form for death benefits to beneficiaries

	BEN
	112.00
	Ability to make cost of living adjustments to payments and deductions based on different retirement tiers.

	BEN
	113.00
	Ability to generate automated notifications based upon milestone dates

	BEN
	114.00
	Ability to process wage assignments and garnishments based upon California law

	BEN
	115.00
	Ability to pay survivor benefits based on a different calculation than City pension employee.

	BEN
	116.00
	Ability to track retiree dependents.

	BEN
	117.00
	Ability to track retiree beneficiaries

	BEN
	118.00
	Ability to identify legal guardian as primary recipient of retiree correspondence

	BEN
	119.00
	Ability to track retiree exit interview.

	BEN
	120.00
	Ability to attach a specific set of deductions for City pension employees.

	
	
	REPORTING/QUERYING

	BEN
	121.00
	Ability to generate reports such as medical, dental, life, STD, LTD, FSA, etc. based on user defined frequency (e.g. monthly reports).

	BEN
	122.00
	Ability to generate forms and reports for 1099R's for SCERS retirees

	BEN
	123.00
	Ability to generate pre and post enrollment reports which list the plan, premiums, and deductions of each employee.

	BEN
	124.00
	Ability to reconcile the amounts collected from employees against the premium amounts paid to the carriers. 

	BEN
	125.00
	Ability to produce a report which lists who is taking COBRA coverage and for what length of time.

	BEN
	126.00
	Ability to generate ad hoc queries and reports utilizing any of the fields above.

	BEN
	127.00
	Ability to generate reports to all third party administrators in the outside agency's template (e.g.- CalPERS reporting).

	BEN
	128.00
	Ability to support email reporting to third party administrators, with appropriate security.

	BEN
	129.00
	Ability to track insurance costs and benefit utilization costs.

	BEN
	130.00
	Ability to track insurance costs vs. benefits paid

	BEN
	131.00
	Ability to track employee fitness information.

	BEN
	132.00
	Ability to generate mailing labels by user-defined criteria.

	BEN
	133.00
	Ability to provide insurance enrollment reports for active employees, retirees and dependents containing type of coverage, co-pays, premiums and carrier.

	BEN
	134.00
	Ability to report on cumulative leave across fiscal years.

	BEN
	135.00
	Ability to generate accumulated leave time reports.

	BEN
	136.00
	Ability to report on bargaining unit fringe groups.

	BEN
	137.00
	Ability to track and report historical changes to benefit enrollments.


Payroll

	Reference
	Functional Requirements

	
	
	GENERAL DESIGN

	PAY
	1.00
	Ability of system to accommodate various attributes such as:

	PAY
	1.01
	Effective and end dates

	PAY
	1.02
	User-defined calculation rules

	PAY
	1.03
	Calculation of special pays (compounding and/or cumulative)

	PAY
	1.04
	Pay increases based upon earnings factor (formulas)

	PAY
	1.05
	Pay increases based upon fixed percentage rate(s)

	PAY
	1.06
	Pay increases based upon fixed dollar amount(s)

	PAY
	1.07
	Base pay as defined by the user (e.g., base salary plus shift differential plus longevity pay, etc.)

	PAY
	1.08
	Exception and Positive Pay reporting

	PAY
	1.09
	Earnings and deduction types (e.g., regular, overtime, etc.)

	PAY
	2.00
	Ability to accommodate multiple pay schedules.  

	PAY
	3.00
	Ability to accommodate various pay codes such as the following: 

	PAY
	3.01
	Regular (Full-Time, Part-Time, Temporary, etc.)

	PAY
	3.02
	User-defined premium pay

	PAY
	3.03
	Overtime 

	PAY
	3.04
	Compensatory time (in lieu of Overtime)

	PAY
	3.05
	Holiday

	PAY
	3.06
	Floating holidays

	PAY
	3.07
	Personal Days

	PAY
	3.08
	Shift differential (multiple types)

	PAY
	3.09
	Assignment differential

	PAY
	3.10
	Bi-lingual pay

	PAY
	3.11
	Vacation

	PAY
	3.12
	Sick Leave

	PAY
	3.13
	Sick leave buyback

	PAY
	3.14
	Sick leave payout

	PAY
	3.15
	Compensatory time (with multiple different calculations)

	PAY
	3.16
	Straight pay

	PAY
	3.17
	Retroactive pay

	PAY
	3.18
	Jury duty

	PAY
	3.19
	Military

	PAY
	3.20
	Witness

	PAY
	3.21
	FLSA

	PAY
	3.22
	FMLA leave

	PAY
	3.23
	Workers Compensation

	PAY
	3.24
	Union Activity

	PAY
	3.25
	Stand-by/On-call

	PAY
	3.26
	Call back

	PAY
	3.27
	Court Attendance (e.g. for police)

	PAY
	3.28
	Travel Time

	PAY
	3.29
	Meal Reimbursement

	PAY
	3.30
	Hazard duty

	PAY
	3.31
	Severance/termination pay

	PAY
	3.32
	Leave Payoff

	PAY
	3.33
	Health and dependent care reimbursement

	PAY
	3.34
	Training

	PAY
	3.35
	Leave without pay

	PAY
	3.36
	Leave of absence

	PAY
	3.37
	Bonus

	PAY
	3.38
	Tuition reimbursement and professional development (taxed and non-taxed)

	PAY
	3.39
	Mileage/Car Allowance

	PAY
	3.40
	Uniform Allowance

	PAY
	3.41
	Administrative leave (paid or unpaid)

	PAY
	3.42
	Merit

	PAY
	3.43
	Longevity

	PAY
	3.44
	Paid Time Off (PTO)

	PAY
	3.45
	Educational Incentive

	PAY
	3.46
	Other user-defined pay codes

	PAY
	4.00
	Ability to make real-time incremental pay adjustments for employees on exception pay

	PAY
	5.00
	Ability to accommodate unlimited payroll/deduction codes and sub-codes (specify any limitations in the comments column).

	PAY
	6.00
	Ability to accommodate unlimited alphanumeric characters in the code field (specify any limitations in the comments column).

	PAY
	7.00
	Ability to setup new payroll codes and deduction types as needed, with the appropriate security.

	PAY
	8.00
	Ability to compute complex overtime calculations that may differ by job classification, bargaining unit, department and employee classification.

	PAY
	9.00
	Ability to accommodate differential pay, tied to a position.

	PAY
	10.00
	Ability to accommodate pay codes, tied to an employee's qualifications (e.g. bi-lingual pay).

	PAY
	11.00
	Ability to accommodate organizational changes and carry history forward.

	PAY
	12.00
	Ability to accommodate payroll for the following types of employees:

	PAY
	12.01
	Full-time

	PAY
	12.02
	Retired Annuitant

	PAY
	12.03
	Elected Officials

	PAY
	12.04
	Temporary Extra Hire

	PAY
	12.05
	Temporary Special Appointment

	PAY
	12.06
	Part-time

	PAY
	12.07
	Exempt

	PAY
	12.08
	Non-exempt

	PAY
	12.09
	Seasonal

	PAY
	12.10
	Contract

	PAY
	12.11
	Various user-defined designations

	PAY
	13.00
	Ability to accommodate working-out-of-class with defined rules.

	PAY
	14.00
	Ability to automatically generate a pay increase process for steps/increments and/or merit steps.

	PAY
	15.00
	Ability to default user-specific payroll attributes (e.g.- social security, medicare, Workers Comp, PERS, etc.) based upon job code and effective dating.

	PAY
	16.00
	Ability to link payroll costs by employee or employee groups to the appropriate budget(s) and/or grant(s).

	PAY
	17.00
	Ability to adjust pay calculations based on mid-pay period hire or termination date.

	
	
	DEDUCTIONS AND SPECIAL PAYS

	PAY
	18.00
	Ability to accommodate the following deductions:

	PAY
	18.01
	Union dues

	PAY
	18.02
	Charitable contributions (e.g., United Way)

	PAY
	18.03
	Medical (multiple)

	PAY
	18.04
	Dental/Vision (multiple)

	PAY
	18.05
	Life insurance (multiple)

	PAY
	18.06
	Additional optional life insurance (e.g.-supplemental life, short-term life)

	PAY
	18.07
	Short-term disability

	PAY
	18.08
	Long term care

	PAY
	18.09
	Garnishments (multiple)

	PAY
	18.10
	Deferred compensation plans (multiple)

	PAY
	18.11
	Medical Reimbursement

	PAY
	18.12
	Dependent Care Reimbursement

	PAY
	18.13
	Retirement plans 

	PAY
	18.14
	Credit Union and other banking institutions

	PAY
	18.15
	Employee Parking

	PAY
	18.16
	Tool/Uniform allowance

	PAY
	18.17
	Car Allowance

	PAY
	18.18
	Hazardous Materials

	PAY
	18.19
	Service Awards (e.g.- longevity pay)

	PAY
	18.20
	Other user defined deductions 

	PAY
	19.00
	Ability to add additional new deductions  as necessary.  

	PAY
	20.00
	Ability to prioritize deductions.

	PAY
	21.00
	Ability to accumulate earnings and deductions on a weekly, bi-weekly, monthly, quarterly, or annual basis.

	PAY
	22.00
	Ability to calculate deductions based upon the following:

	PAY
	22.01
	Flat amount

	PAY
	22.02
	Percent of gross

	PAY
	22.03
	Percent of net pay

	PAY
	22.04
	Percentage of any combination of pay

	PAY
	22.05
	Pay after combination of deductions

	PAY
	22.06
	User-defined parameters

	PAY
	23.00
	Ability to deduct from employee benefits allocations based on user-defined hierarchies (set priorities for deductions).

	PAY
	24.00
	Ability to handle the following deduction controls:

	PAY
	24.01
	One time only

	PAY
	24.02
	Every pay period

	PAY
	24.03
	Semi-Monthly

	PAY
	24.04
	Monthly

	PAY
	24.05
	Start and stop dates

	PAY
	24.06
	Annual (calendar or fiscal year) dollar limits

	PAY
	24.07
	Pay period dollar limits

	PAY
	24.08
	Maximum deductions per year or pay period based upon dollar amount or percentage of salary (i.e., minimum net pay requirements).

	PAY
	24.09
	User-defined parameters

	PAY
	25.00
	Ability to effective date deductions.

	PAY
	26.00
	Ability to automatically handle arrears and retroactive adjustments.

	PAY
	27.00
	Ability to electronically establish an Accounts Receivable in cases of overpayment

	PAY
	28.00
	Ability to electronically notify employee of payroll overpayment

	PAY
	29.00
	Ability to handle the following types of garnishments:

	PAY
	29.01
	Multiple garnishments on the same check

	PAY
	29.02
	Flat amount or percentage

	PAY
	29.03
	Calculation of total after all deductions

	PAY
	29.04
	Different garnishment rules based on the pay period

	PAY
	29.05
	Different garnishment rules based on the garnishment type

	PAY
	30.00
	Ability to establish unique garnishment codes, which denotes the type of garnishment. 

	PAY
	31.00
	Ability to establish fields to indicate garnishment status (e.g.- active, paid, modified, etc.)

	PAY
	32.00
	Ability to electronically track the number of garnishments (active and inactive) that an employee has

	PAY
	33.00
	Ability automatically generate garnishment payment vouchers

	PAY
	34.00
	Ability to automatically generate multiple garnishment payment vouchers and submit to Accounts Payable for payment.

	PAY
	35.00
	Ability to electronically attach supporting documentation for garnishment payment vouchers and conduct workflow approval.

	PAY
	36.00
	Ability to automatically generate garnishment notification correspondence, based upon level of escalation (e.g.- first notice, second notice, etc.)

	PAY
	37.00
	Ability to support "not-to-exceed" parameters and caps for garnishment deductions.

	PAY
	38.00
	Ability to consolidate and print third-party checks for garnishments and miscellaneous deductions.

	PAY
	39.00
	Ability to maintain garnishment information including date of order, case/court number, collection agency, name, total collection amount. 

	PAY
	40.00
	Ability to compute, on a before or after tax basis, employer and employee portions of deductions for items such as:

	PAY
	40.01
	Taxes (Federal, State and Local, etc.)

	PAY
	40.02
	Life Insurance

	PAY
	40.03
	Medical Insurance

	PAY
	40.04
	Dental/Vision

	PAY
	40.05
	Deferred Compensation plan

	PAY
	40.06
	Long-term disability

	PAY
	40.07
	Social Security and Medicare

	PAY
	40.08
	Retirement (regular and COLA)

	PAY
	40.09
	Other user-defined deductions

	PAY
	41.00
	Ability to define multiple tiered deduction amounts by job classification and date of hire.

	PAY
	42.00
	Ability to print special deduction checks.

	PAY
	43.00
	Ability to wire deduction remittances to various vendors (i.e., insurance carriers).

	PAY
	44.00
	Ability to deduct signing bonus  if employee leaves within a user-specified period of time after start date. 

	PAY
	45.00
	Ability to establish rule-based conversion of sick leave accrual to either service credit or payout compensation

	PAY
	46.00
	Ability to mark pay codes with the following criteria:

	PAY
	46.01
	Frequency of Pay

	PAY
	46.02
	Taxed or Non-Taxed

	PAY
	46.03
	Subject to PERS or Not Subject to PERS

	PAY
	46.04
	Percentage or flat calculation

	PAY
	47.00
	Ability to support working out of class/interim position codes and apply varying policies and parameters based on the working out of class codes.

	PAY
	48.00
	Ability to identify which earnings are included for retirement contributions and which earnings are eligible for the overtime rate.

	PAY
	49.00
	Ability to send alert or notification to employee and supervisor when accrual maximums for leave time(s) is approaching.

	PAY
	50.00
	Ability to send alert or notification to employee and supervisor when vacation or compensation time balance is at a predefined level (min/max).

	PAY
	51.00
	Ability to apply various premium or differential pay for various work schedules.

	PAY
	52.00
	Ability to specify some deductions as voluntary.

	PAY
	53.00
	Ability to prioritize garnishments based on type (e.g., child support, IRS dues, etc.) and/or date.

	PAY
	54.00
	Ability to trigger notification if garnishments are not going to process due to insufficient funds.

	PAY
	55.00
	Ability to override deductions on paycheck.

	PAY
	56.00
	Ability to track pay types and generate reports on any of the pay types by entity (e.g.- City,. School District, CCD, etc.), department, bargaining unit, job classification or user-defined parameters.

	PAY
	57.00
	Ability to define rules for holiday pay usage (e.g., paid status day before and after holiday).

	PAY
	58.00
	Ability for employee to elect whether holidays are taken as pay, accrued or banked, based on bargaining unit.

	PAY
	59.00
	Ability to designate holidays based on work schedule

	PAY
	60.00
	Ability to track tuition reimbursement against an annual cap and prevent exceeding the maximum reimbursable amount.

	PAY
	61.00
	Ability to accommodate employee expense reimbursement.

	
	
	PAYROLL PROCESSING

	PAY
	62.00
	Ability for all fields in the database to be printed on the pay stub as desired (e.g., detailed pay, deductions, leave balance accumulators) with the associated "through" date.

	PAY
	63.00
	Ability to print multiple messages on the pay stubs based upon:

	PAY
	63.01
	Entity-wide (e.g.- City, School District, CCD)

	PAY
	63.02
	Department-specific

	PAY
	63.03
	Job classification

	PAY
	63.04
	Employee Type

	PAY
	63.05
	Benefit status

	PAY
	63.06
	Health plan

	PAY
	63.07
	Bargaining unit

	PAY
	63.08
	By any deduction category

	PAY
	64.00
	Ability to print display the various pay rates earned in the pay period on the pay stub.

	PAY
	65.00
	Ability to accommodate online entry of manual checks including automatic update of all employee and employer accumulators.

	PAY
	66.00
	Ability to conduct payroll related "what-if" scenario analysis (e.g.- impact of project pay increases, impact of withholding allowances, pre-tax vs. post-tax, etc.)

	PAY
	67.00
	Ability to process pre- and post- tax deductions.

	PAY
	68.00
	Ability to accommodate automatic direct deposit of paychecks through electronic fund transfer.

	PAY
	69.00
	Ability to split direct deposit payroll payments into multiple bank accounts, based upon user-defined parameters

	PAY
	70.00
	Ability to require bank account pre-notes (bank account verification) before initiating payroll deposits.

	PAY
	71.00
	Ability to provide totals for reconciliation of:

	PAY
	71.01
	Benefit information for cost to organization

	PAY
	71.02
	Changes to employer deductions and taxes

	PAY
	71.03
	Annual wages and taxes from payroll to W-2s

	PAY
	72.00
	Ability to provide historical records for every financial transaction as a complete audit trail.

	PAY
	73.00
	Ability to provide a payroll proof list of all payroll calculations, gross-to-net, before checks are produced, including:

	PAY
	73.01
	Hours by type

	PAY
	73.02
	Earnings by type

	PAY
	73.03
	Deduction types

	PAY
	73.04
	Employee tax liabilities

	PAY
	73.05
	Employee deduction amount

	PAY
	73.06
	Employer contribution amount

	PAY
	73.07
	Deductions not taken and set-up in arrears

	PAY
	73.08
	Employer portion of all taxes

	PAY
	73.09
	Manual and Void Check Report

	PAY
	74.00
	Ability to print manual checks on laser printers .

	PAY
	75.00
	Ability to specify percentage or flat amount of employee's pay to be distributed to different budget centers, projects, grants and/or programs.

	PAY
	76.00
	Ability to calculate pay, benefits accrual, etc. for multiple positions for an employee.

	PAY
	77.00
	Ability to generate multiple checks for one employee in one pay period (e.g. normal paycheck and an expense reimbursement), recognizing the taxes and deductions to be withheld where appropriate.

	PAY
	78.00
	Ability to change work schedules in the middle of a pay period and have previous time and benefits accruals transfer to new work schedule once the change is made.

	PAY
	79.00
	Ability to accumulate/allocate leave balances at beginning of fiscal or calendar year or as of a certain date (e.g., anniversary date), or allow to accrue at a certain rate by pay period, based on bargaining unit.

	PAY
	80.00
	Ability to process future pay data while current pay period is still open.

	PAY
	81.00
	Ability to accommodate multiple payroll cycle schedules (e.g., semi-monthly, monthly).

	PAY
	82.00
	Ability to generate off-cycle payroll runs, with automatic update of all employee and employer accumulators.

	PAY
	83.00
	Ability to produce supplemental checks and post to the appropriate period.

	PAY
	84.00
	Ability to run payroll calculation multiple times for checks and balances before actually printing checks.

	PAY
	85.00
	Ability to breakdown payroll by all expenditure elements; salary, shift differential benefits, etc.

	PAY
	86.00
	Ability to generate general ledger transactions for all account codes directly from payroll run.

	PAY
	87.00
	Ability to specify taxability on each of the pay codes.

	PAY
	88.00
	Ability to access effective dated tax tables.

	PAY
	89.00
	Ability to replace a check all in one step (void original, reverse transactions, assign new number, etc.).

	PAY
	90.00
	Ability to replace a check that was written in any previous calendar years

	PAY
	91.00
	Ability to calculate year-end accruals of salaries and benefits.

	PAY
	92.00
	Ability to calculate pay and deductions on both calendar and fiscal year schedule.

	PAY
	93.00
	Ability to pay an employee on leave (Future requirement).

	PAY
	94.00
	Ability to handle bank reconciliation (e.g., positive pay)

	
	
	TIME AND ATTENDANCE

	PAY
	95.00
	Ability for time entry to vary by entity, division, department and/or classification (e.g., exempt/non-exempt).

	PAY
	96.00
	Ability to accommodate exception time entry.

	PAY
	97.00
	Ability to accommodate positive time entry.

	PAY
	98.00
	Ability to produce default hours for exception based employees, based on a user-defined profile.

	PAY
	99.00
	Ability to accommodate time entry "smoothing", in which an employee is paid for working a consistent average number of hours that control for pay-period time entry fluctuations (e.g.- firefigher time entry)

	PAY
	100.00
	Ability to support hourly pay and minute pay for certain employees.

	PAY
	101.00
	Ability to support a variety of time input data collection methods and devices, such as time clocks, timecards, PDA's,  timesheets, web (electronic timesheets), bar code scan, etc.

	PAY
	102.00
	Ability to support the concurrent use of different types of devices for data collection.

	PAY
	103.00
	Ability to accommodate remote site online timesheet data entry with on-line account approval.

	PAY
	104.00
	Ability to support the following types of time entry:

	PAY
	104.01
	Employee self-entry

	PAY
	104.02
	Batch entry by data entry personnel

	PAY
	104.03
	Third party time entry system

	PAY
	104.04
	Assignment and reassignment of employee time entry by a different supervisor

	PAY
	105.00
	Ability to enter labor distribution information at the point of time entry.

	PAY
	106.00
	Ability to automatically distribute work hours to the appropriate GL account, project, grant, etc. according to preset work schedules.

	PAY
	107.00
	Ability to allow employees to charge time to a specific grant, program or project and/or task, sub-task or work order specify the type of work performed.

	PAY
	108.00
	Ability to limit employee charging time to closed grants/programs/projects, with override based on security.

	PAY
	109.00
	Ability to charge time to the following areas, with proper approval:

	PAY
	109.01
	Primary Department

	PAY
	109.02
	Activity Code

	PAY
	109.03
	Job number

	PAY
	109.04
	Reporting category

	PAY
	109.05
	CIP project

	PAY
	109.06
	Location

	PAY
	109.07
	User-defined coding

	PAY
	110.00
	Ability to support time entry for an employee for multiple jobs and multiple pay rates.

	PAY
	111.00
	Ability to track billable time for an employee.

	PAY
	112.00
	Ability to populate time based on default hours or pre-defined work schedule with ability to automatically subtract exceptions when exceptions are entered.

	PAY
	113.00
	Ability to establish minimum payment thresholds, based upon job class (e.g.- fire)

	PAY
	114.00
	Ability to create user-defined work schedules, including 24 hour operations.

	PAY
	115.00
	Ability to generate an alert at time entry when leave balance is insufficient

	PAY
	116.00
	Ability to prioritize usage of substituted leave balances (e.g.- Comp Time 1st, Accrued Holiday 2nd, etc.)

	PAY
	117.00
	Ability to automatically convert Compensatory Time to overtime pay when the Compensatory Time ceiling is reached

	PAY
	118.00
	Ability to change pre-defined work schedule at any time, based on security.

	PAY
	119.00
	Ability to override an employee's work schedule for one-time only or other exceptions, based on security.

	PAY
	120.00
	Ability to view, edit, and/or enter hours on an individual or group basis.

	PAY
	121.00
	Ability to verify hours worked based on work schedule and pay codes and present exceptions.

	PAY
	122.00
	Ability to edit time prior to payroll processing, with an audit trail of all changes. 

	PAY
	123.00
	Ability to maintain original and revised time entry of an employee each pay period.

	PAY
	124.00
	Ability to handle mid-period work schedule/shift changes.

	PAY
	125.00
	Ability to prevent the use of accruals over earned amount, with the ability to override with the appropriate security.

	PAY
	126.00
	Ability to provide edit reports after time input that will capture user defined deviations such as excessive overtime or zero hours for active employees.

	PAY
	127.00
	Ability to allow employees and supervisors online access to employee's leave balances.

	PAY
	128.00
	Ability for managers to approve advanced scheduled leave.

	PAY
	129.00
	Ability to future date transactions for processing during the appropriate pay period.

	PAY
	130.00
	Ability to support pre-scheduled leave requested by employee, including pre-scheduled sick and vacation time.

	PAY
	131.00
	Ability to accommodate multi-level approvals and movement of electronic timesheets between remote locations.

	PAY
	132.00
	Ability to automatically post pre-approved leave during effective pay period.

	PAY
	133.00
	Ability to adjust or reverse previous hours (hours worked and accruals) and establish repayment plan where applicable.

	PAY
	134.00
	Ability to keep multiple payroll periods, months, quarters, and years open for adjustments.

	PAY
	135.00
	Ability to automatically update accruals, deductions, tax information, etc. after payroll run.

	PAY
	136.00
	Ability to have leave without pay status automatically affect benefit accruals and deductions.

	PAY
	137.00
	Ability to add comments to time entry screen.

	PAY
	138.00
	Ability to automatically determine overtime hours and apply overtime hours at the appropriate rates.

	PAY
	139.00
	Ability to have flexibility in overtime rules and override hours as overtime with security.

	PAY
	140.00
	Ability to comply with all FLSA rules.

	PAY
	141.00
	Ability to establish cut off periods for time entry per pay period.

	PAY
	142.00
	Ability to maintain information on terminated employees and support retroactive pay for terminated employees (e.g. deactivate employees from live payroll but keep them active for future retroactive pay).

	PAY
	143.00
	Ability to process a long-term absence for an employee.

	
	
	REPORTING / QUERYING

	PAY
	144.00
	Ability to query and report from any field within the payroll module and for any time period.

	PAY
	1.00
	Ability to report listing of beneficiaries to employees at age 65 and 70 (courtesy reminder

	PAY
	145.00
	Ability to report 1099 information for beneficiaries

	PAY
	2.00
	Ability to report cost of living changes

	PAY
	146.00
	Ability to cross-reference general ledger and W-2 data at year-end

	PAY
	147.00
	Ability to provide specific reports for part time employees (e.g. hours worked by part time employees in a fiscal or calendar year)

	PAY
	148.00
	Ability to track indirect labor costs.

	PAY
	149.00
	Ability to produce Federal tax return reports.

	PAY
	150.00
	Ability to generate preliminary and final payroll, deduction, and earnings registers.

	PAY
	151.00
	Ability to generate reports for user-defined date ranges which take into account retroactive adjustments that took place after the end of the date range.

	PAY
	152.00
	Ability to generate a "leave file" which summarizes leave taken, accrual  balances, etc.

	PAY
	153.00
	Ability to produce audit reports by bank and by pay period for direct deposits.

	PAY
	154.00
	Ability to produce reports for CalPERS of earnings and contributions after each payroll run.

	PAY
	155.00
	Ability to generate reports to all third party administrators in the outside agency's template.

	PAY
	156.00
	Ability to support email reporting to third party administrators, with appropriate security.

	PAY
	157.00
	Ability to generate a reconciliation report between payroll and financials.

	PAY
	158.00
	Ability to produce all W-2 information for employees and reporting agencies (i.e., IRS and State, etc.) on laser and standard printer.

	PAY
	159.00
	Ability to reprint a single W-2 from current or prior year or do mass reprints.

	PAY
	160.00
	Ability to generate a report related to FSLA and overtime.

	PAY
	161.00
	Ability to automatically produce direct deposit tapes/files for banks.

	PAY
	162.00
	Ability to transmit W-2 and payroll taxes electronically.

	PAY
	163.00
	Ability to produce all 1099 and 1099R information for vendors for reporting agencies (I.e., IRS and State, etc.).

	PAY
	164.00
	Ability to support state unemployment reporting.

	PAY
	165.00
	Ability to support employee earning reports for Employment Development Department (EDD).

	PAY
	166.00
	Ability to create a report of detail and summarized retirement payments.

	PAY
	167.00
	Ability to display online pay stubs based upon employee self-service enrollment for online pay stubs.

	PAY
	168.00
	Ability to scan and electronically display manual pay warrants 

	PAY
	169.00
	Ability to provide employee a history of paychecks, including all hours worked, regular and other earnings, and deduction types and amounts, in employee self-service.


Risk

	Reference
	Functional Requirements

	
	
	GENERAL DESIGN

	RSK
	1.00
	Ability to perform trend analysis on risk management functions.

	RSK
	2.00
	Ability to support document imaging

	RSK
	3.00
	Ability to report accident types and injuries online and verify in real-time during entry to assure consistent usage and reporting.

	RSK
	4.00
	Ability to capture OSHA information and format data into OSHA 300 log format.

	RSK
	5.00
	Ability to track the following: 

	RSK
	5.01
	Contracts

	RSK
	5.02
	Insurance requirements in contracts

	RSK
	5.03
	Certificates of insurance, related to contracts, including coverages and limits, expiration dates, additional insured endorsements and other requirements as needed. 

	RSK
	6.00
	Ability to track all compliance activities and information, including:

	RSK
	6.01
	Ergonomic compliance

	RSK
	6.02
	Insurance exposure management

	RSK
	6.03
	Liability Claims

	RSK
	6.04
	Loss Prevention

	RSK
	6.05
	Non-industrial medical

	RSK
	6.06
	Management of property and asset insurance

	RSK
	6.07
	OSHA

	RSK
	6.08
	EPA

	RSK
	6.09
	FEHA

	RSK
	6.10
	ADA

	RSK
	6.11
	CALOSHA

	RSK
	6.12
	Department of Transportation/Department of Motor Vehicles Compliance

	RSK
	6.13
	Unemployment Insurance payments to EDD

	RSK
	7.00
	Ability to track random testing for DOT/DMV compliance

	RSK
	8.00
	Ability to track the certification of all classes of DMV license

	RSK
	9.00
	Ability to maintain real time integration of Risk Management functions with Purchasing and contracting functions

	RSK
	10.00
	Ability to establish user-defined workflow approval for purchasing and contract activities

	RSK
	11.00
	Ability to track accidents, injuries and follow-ups on all employees including worker’s compensation.

	RSK
	12.00
	Ability to ensure HIPAA compliance with respect to security and confidentiality of Risk Management data.

	RSK
	13.00
	Ability to accommodate subrogation for damage to property by citizens.

	RSK
	14.00
	Ability to interface with the Accounts Receivable function to generate invoices for damage to City property.

	RSK
	15.00
	Ability to track insurance related to claims against the City.

	RSK
	16.00
	Ability to generate ticklers or notifications based on any dates related to the Risk Management functions.

	RSK
	17.00
	Ability to be flexible enough to track organizational units during reorganizations

	RSK
	18.00
	Ability to flag ergonomic activity or other remediation as workers compensation related or as a loss prevention measure.

	RSK
	19.00
	Ability to support online forms for all Risk Management activity (e.g., injury report, accident involving a vehicle).

	RSK
	20.00
	Ability to create user-defined workflow paths and associated notifications to ensure proper document completion at all points along the process. 

	RSK
	21.00
	Ability to schedule and track non-industrial medical exams, including post-offer, pre-placement exams

	RSK
	22.00
	Ability to report accident types and injuries online and verify in real-time during entry to assure consistent usage and reporting.

	RSK
	23.00
	Ability to allow for unlimited text description to be maintained for each accident or injury, including: 

	RSK
	23.01
	Report filed by

	RSK
	23.02
	Name

	RSK
	23.03
	Title

	RSK
	23.04
	Date  

	RSK
	23.05
	Org

	RSK
	23.06
	Department

	RSK
	23.07
	Division

	RSK
	23.08
	Phone Number

	RSK
	23.09
	Incident Information

	RSK
	23.10
	Date of Incident

	RSK
	23.11
	Time of Incident

	RSK
	23.12
	Type of Occurrence

	RSK
	23.13
	Time Police Notified

	RSK
	23.14
	Police Incident Number

	RSK
	23.15
	Names of Persons Involved in the Incident

	RSK
	23.16
	Title

	RSK
	23.17
	Company

	RSK
	23.18
	Addresses of Involved Parties

	RSK
	23.19
	City Employee (Flag)

	RSK
	23.20
	Supervisor Name

	RSK
	23.21
	Supervisor Number

	RSK
	23.22
	Injured Person Taken to Hospital (Flag)

	RSK
	23.23
	Names of Hospital

	RSK
	23.24
	Name of Attending Physician

	
	
	GENERAL LEDGER SUBROGATION & SELF INSURED/INSURED LOSSES

	RSK
	24.00
	Ability to accommodate subrogation for damage to property by citizens and establish workflow to collect information from departments and track file status.

	RSK
	25.00
	Ability to generate invoices for damage to City property and internal billings to departments for services (e.g.- hazardous waste collection).

	RSK
	26.00
	Ability to track insured or self insured 1st party claims by: 

	RSK
	26.01
	Org

	RSK
	26.02
	Department 

	RSK
	26.03
	Job Class

	RSK
	26.04
	Employee Name

	RSK
	26.05
	Date of Occurrence

	RSK
	26.06
	Recovery or reserve value

	RSK
	26.07
	Any User-defined parameter

	
	
	VEHICLE ACCIDENTS & NON-INJURY EMPLOYEE INCIDENCE

	RSK
	27.00
	Ability to track City vehicle accidents including:

	RSK
	27.01
	Drivers’ names

	RSK
	27.02
	Car make

	RSK
	27.03
	Car Model

	RSK
	27.04
	Description of Damage

	RSK
	27.05
	Road Conditions

	RSK
	27.06
	Dollar amount

	RSK
	27.07
	comments

	RSK
	27.08
	Witnesses

	RSK
	27.09
	Injuries

	RSK
	27.10
	Legal costs

	RSK
	27.11
	Insurance companies

	RSK
	27.12
	Attorneys Involved

	RSK
	28.00
	Ability to maintain a log of all vehicle drivers and all associated accidents and sort by:

	RSK
	28.01
	Department

	RSK
	28.02
	Org

	RSK
	28.03
	Employee

	RSK
	28.04
	User defined parameters

	RSK
	29.00
	Ability to track the following information on vehicle accidents and non-injury incidents on the job:

	RSK
	29.01
	Employee Name

	RSK
	29.02
	Employee ID

	RSK
	29.03
	Position

	RSK
	29.04
	Job Classification

	RSK
	29.05
	Department

	RSK
	29.06
	Vehicle Information

	RSK
	29.07
	Insurance Company Contact Information

	RSK
	29.08
	Insurance Company Policy Number (for private vehicles)

	RSK
	29.09
	Date and Time of Injury or Accident

	RSK
	29.10
	Date and time report form is received

	RSK
	29.11
	Date and Time City was notified of Injury or Accident

	RSK
	29.12
	Parties involved & witnesses contact information

	RSK
	29.13
	Department involved in claim

	RSK
	29.14
	Employee to Whom Notification was made

	RSK
	29.15
	Location of Incident/Accident (if applicable)

	RSK
	29.16
	Description of Incident/Accident

	RSK
	29.17
	Police Report Number

	RSK
	29.18
	Conditions of Day (sunny, dark, weather conditions, etc.)

	RSK
	29.19
	Preventable Issues (e.g. what could have prevented the incident)

	RSK
	29.20
	Nature and location of incident

	RSK
	29.21
	Body Parts involved

	RSK
	29.22
	Machine, tool, substance, or object connected with injury or accident

	RSK
	29.23
	Safety Equipment

	RSK
	29.24
	City equipment information/number

	RSK
	29.25
	Estimated Cost of Replacement

	RSK
	29.26
	Hazardous Condition? Flag

	RSK
	29.27
	Description of hazardous condition (unlimited text)

	RSK
	29.28
	Brief description of accident or circumstances

	RSK
	29.29
	Witnesses (Names and phone numbers)

	RSK
	29.30
	Was First Aid provided on scene? Flag

	RSK
	29.31
	Incident Only? Flag

	RSK
	29.32
	Did employee leave work? Flag

	RSK
	29.33
	Accident during normal course of work? Flag

	RSK
	29.34
	Supervisor Review? Flag

	RSK
	29.35
	Loss Control Review? Flag

	RSK
	29.36
	City Legal Counsel Review? Flag

	RSK
	29.37
	3rd Party Administrator Review? Flag

	RSK
	29.38
	Last Date of Work

	RSK
	29.39
	Day Employee Returns to Work

	RSK
	29.40
	Multiple Injured Parties Flag

	RSK
	29.41
	Names of others involved

	RSK
	29.42
	Transport for medical treatment/Location of Initial Treatment

	RSK
	29.43
	Treating physician name

	RSK
	29.44
	Workers Compensation Claim Filed? Flag

	RSK
	30.00
	Ability to establish workflow review and/or approval based on type of accident/incident

	RSK
	31.00
	Ability to establish workflow based on the Workers Compensation Claim File flag to appropriate workers compensation form.

	RSK
	32.00
	Ability to default employee information onto Accident/Injury Report from employee file.

	RSK
	33.00
	Ability to relate accidents to injuries and injuries to accidents automatically.

	RSK
	34.00
	Ability to track subrogation of third party claims for City employee accidents/injuries.

	RSK
	35.00
	Ability to attach associated documentation to incidents, accidents or injury reports in the system (e.g., police report, interview results).

	RSK
	36.00
	Ability to track incidents/accidents on either employees or non-employees injured or involved in an accident.  Must be capable of capturing additional fields for non-employees (e.g., name and contact information).

	RSK
	37.00
	Ability to provide for the ability to track accidents on either employees or non-employees injured or involved in an accident on City property.

	RSK
	38.00
	Ability to track and report on accidents by department, type of incident, whether or not a claim was filed, and other user-defined accident statistics.

	RSK
	39.00
	Ability to track auto claims including the drivers’ names, make, year, model, description of damage, road conditions, dollar amount, comments, witnesses, injuries,  legal costs, insurance companies, attorneys involved.

	RSK
	40.00
	Ability to securely and confidentially track ongoing doctor evaluations, diagnoses, instructions, restrictions, etc., including associated timelines.

	RSK
	41.00
	Ability to securely and confidentially track doctor’s orders against job description and determine light duty assignment.

	RSK
	42.00
	Ability to track all related events and costs associated with an accident or injury (e.g., exposure testing, inoculations, etc.).

	RSK
	43.00
	Ability to track indirect and direct costs of every accident/incident.

	RSK
	44.00
	Ability to search by any field, including the following:

	RSK
	44.01
	Location of accident

	RSK
	44.02
	Date of Accident

	RSK
	44.03
	Employee’s drivers license

	RSK
	44.04
	Case Name

	RSK
	44.05
	Employee Name

	RSK
	44.06
	Entity (e.g.- City School District, CCD)

	RSK
	44.07
	Department

	RSK
	44.08
	Division

	RSK
	44.09
	Org

	RSK
	44.10
	Vehicle Number

	RSK
	44.11
	Cost of Repair

	RSK
	44.12
	Mileage

	RSK
	44.13
	Preventable accidents

	RSK
	44.14
	Non-preventable accidents

	RSK
	45.00
	Ability to track accident recommendations and preventive measures.

	RSK
	46.00
	Ability to track history of claims, lost time, paid and incurred claims.

	
	
	THIRD PARTY CLAIMS

	RSK
	47.00
	Ability to record an unlimited number of claims on an employee file, so that information is never deleted.

	RSK
	48.00
	Ability to record an unlimited number of liability claims on an employee file, so that information is never deleted.

	RSK
	49.00
	Ability to track the following claim information, at a minimum:

	RSK
	49.01
	Complainant’s name, contact information, SSN

	RSK
	49.02
	Date Claim was received

	RSK
	49.03
	Police Report Number

	RSK
	49.04
	Property loss (flag)

	RSK
	49.05
	Personal Injury (flag)

	RSK
	49.06
	Indemnity (flag)

	RSK
	49.07
	Location of Incident/Accident (if applicable)

	RSK
	49.08
	City Employee Involved (Flag)

	RSK
	49.09
	Employee Information

	RSK
	49.10
	Employee Department

	RSK
	49.11
	Employee Division

	RSK
	49.12
	Adjuster’s Claim Number

	RSK
	49.13
	Injury (e.g., back problem, slip&fall)

	RSK
	49.14
	Date of loss

	RSK
	49.15
	Attorney’s fees

	RSK
	49.16
	Cost of settlement/payout

	RSK
	49.17
	Whether medical aid was required

	RSK
	49.18
	Department responsible for the claim

	RSK
	49.19
	General expenses (e.g., expert fees)

	RSK
	49.20
	Loss reserve by claim

	RSK
	49.21
	Date Correspondence was sent out

	RSK
	49.22
	Type of Correspondence (drop box)

	RSK
	49.23
	Open and closed dates

	RSK
	50.00
	Ability to track escalation of various aspects of the claims (e.g., attorney’s fees, costs, loss reserve).

	RSK
	51.00
	Ability to establish workflow notification paths that vary by department and that direct or prompt the user of the appropriate, necessary actions (e.g., accident asks one set of questions; civil rights suits prompt for different information).

	RSK
	52.00
	Ability to link incidents/accidents to employee discipline records and separate chargeable/non-chargeable accidents.

	
	
	WORKERS COMPENSATION

	RSK
	53.00
	Ability to establish electronic notifications to alert for impending deadlines for completing Workers Comp-related activities (e.g.- claim processing must be completed within 14 days)

	RSK
	54.00
	Ability to track ergonomic activity, including recommendation and equipment issued.

	RSK
	55.00
	Ability to track multiple excess carriers and the applicable excess reporting thresholds by: 

	RSK
	55.01
	Injury type

	RSK
	55.02
	Date of loss

	RSK
	55.03
	Reserve value

	RSK
	55.04
	User defined parameters

	RSK
	56.00
	Ability to establish electronic notifications when claims payment thresholds have been met for reporting claims to excess insurance carriers 

	RSK
	57.00
	Ability to default appropriate information from the accident report to the workers compensation form and, in addition, track:

	RSK
	57.01
	Physician of Choice

	RSK
	57.02
	Date Employee Received Claim Form

	RSK
	57.03
	Date Supervisor Received Claim Form from Employee

	RSK
	57.04
	Date Risk Mgt Received all Claim Forms from Supervisor

	RSK
	57.05
	Date Forms were filed with Workers Comp Unit

	RSK
	58.00
	Ability to track worker’s comp approvals, denials, and appeals.

	RSK
	59.00
	Ability to track light duty assignments and restrictions for either workers’ comp or FMLA.

	RSK
	60.00
	Ability to accommodate a Temporary Work Assignment (TWA).

	RSK
	61.00
	Ability to track temporary alternate duty assignments and restrictions.

	RSK
	62.00
	Ability to accommodate a Return to Work Plan:

	RSK
	62.01
	Job Placed

	RSK
	62.02
	Temporary or Permanent

	RSK
	62.03
	Work Environment Assessment

	RSK
	62.04
	Qualified Injured Worker Flag

	RSK
	62.05
	Date of Notification of Permanent Change

	RSK
	62.06
	Permanent Modified or Permanent Alternate Job Flags

	RSK
	62.07
	Number of Days

	RSK
	62.08
	Date to Return to Normal Duty

	RSK
	62.09
	Retraining Required

	RSK
	62.10
	Other User Defined fields

	RSK
	63.00
	Ability to notify Supervisor of Workers Compensation status and dates (e.g., when employee is on workers compensation, return date, etc.)

	RSK
	64.00
	Ability establish multiple compensable pay calculations based on job class, salary history, etc.

	RSK
	65.00
	Ability to calculate the following workers compensation calculation options:

	RSK
	65.01
	Apply experience modification factor by org number

	RSK
	65.02
	Maximum annual wage 
imit

	RSK
	65.03
	Percentage of net earnings up to a user-defined ceiling

	RSK
	65.04
	 Include selected pay types

	RSK
	65.05
	Exclude selected pay types

	RSK
	65.06
	Include selected benefits

	RSK
	65.07
	Exclude selected benefits

	RSK
	65.08
	Percentage of gross earnings

	RSK
	65.09
	Rate per hour

	RSK
	65.10
	Fixed amount per day

	RSK
	66.00
	Ability to deactivate employees from regular payroll and track payments by Workers Comp Unit

	RSK
	67.00
	Ability to make pay and benefit adjustments during pending period, once claim has been approved, during the claim period, and after benefits have been depleted.

	RSK
	68.00
	Ability to define leave balances first to be used (when claim is pending) and first to be restored (upon approval of claim).

	RSK
	69.00
	Ability to record physical restrictions (lifting, confined space entry, etc.)

	RSK
	70.00
	Ability to effective date restrictions with an end date and generate a notification to the employee, supervisor and risk management.

	RSK
	71.00
	Ability to track the following information on occupational diseases:

	RSK
	71.01
	Department involved in claim

	RSK
	71.02
	Nature and location of occupational disease

	RSK
	71.03
	Brief description of accident or circumstances of occupational disease

	RSK
	71.04
	Did employee leave work? Flag

	RSK
	71.05
	Last Date of Work

	RSK
	71.06
	Day Employee Returns to Work

	RSK
	71.07
	Workers Compensation Claim Filed? Flag

	RSK
	72.00
	Ability to establish electronic intra/interdepartmental workflow submittal and approval on the Workers Compensation Claim activities

	RSK
	73.00
	Ability to track subrogation, including insurance provider, comment field, date subrogation was requested, date information received, and a settlement date.

	RSK
	74.00
	Ability to analyze reserve and net pay calculations when in a workers compensation pay status and prevent negative reserve amounts.

	RSK
	75.00
	Ability to automatically check employee medical bill amounts submitted against allowable reimbursements and flag unallowable costs

	RSK
	76.00
	Ability to electronically submit provider notice information to bill  for evaluation

	RSK
	77.00
	Ability to track lost time and statistics related to lost time (e.g. number of lost time hours in a month).

	
	
	REPORTING/QUERYING

	RSK
	78.00
	Ability to generate ad hoc queries and reports using any of the related data fields for user-specified date ranges.

	RSK
	79.00
	Ability to electronically track, extract and submit  Workers Comp claims data (e.g.- FROI, SROI, and Medical billing)  to the State of California, pursant to current and future legal requirements.

	RSK
	80.00
	Ability to sort accident information by: 

	RSK
	80.01
	Third Party injury

	RSK
	80.02
	City property damage report

	RSK
	80.03
	City Vehicle accident report

	RSK
	80.04
	Liability Claim

	RSK
	81.00
	Ability for departments and/or supervisors to see allowable information on their employees (e.g., restrictions, dates, claim accepted date, etc.), with the appropriate security.

	RSK
	82.00
	Ability to accommodate OSHA reporting for all work-related accidents.

	RSK
	83.00
	Ability to accommodate CALOSHA reporting for all work-related accidents.

	RSK
	84.00
	Ability to present pertinent rights and benefits to the employee upon entry of accident information (could change as incident escalates).

	RSK
	85.00
	Ability to create user-defined workflow paths and associated notifications to ensure proper document completion at all points along the process.

	RSK
	86.00
	Ability to report on battery pay.  

	RSK
	87.00
	Ability to generate required state and federal reports, including EDI, OSHA, and Workers Comp. Summary reports

	RSK
	88.00
	Ability to report on disability status including type of disability, length of time on disability, etc.


Training

	Reference
	Functional Requirements

	
	
	TRAINING

	TR
	1.00
	Ability to develop individual training plans electronically for employees based on:

	TR
	1.01
	Individual skills self assessment

	TR
	1.02
	Training needs analysis

	TR
	1.03
	Job class requirements

	TR
	1.04
	Citywide policies (e.g.- sexual harrassment, diversity)

	TR
	1.05
	Other user-defined parameters

	TR
	2.00
	Ability to create online orientation checklists based on job class, department, job requirements, etc.

	TR
	3.00
	Ability to track all employee training and certification activities (City-led and non-City led).

	TR
	4.00
	Ability to support external bids for training (e.g. American Red Cross for First Aid/CPR training) and input external training information, such as provider, cost, etc.

	TR
	5.00
	Ability to access training history, training plan, and/or performance improvement plan (linked to training) based upon role-based access.

	TR
	6.00
	Ability to track against individually-developed career development plans, which include skill sets needed to be advanced to the next level.

	TR
	7.00
	Ability to search by employee ID,  name, or user-defined search parameter for a list of required training to be completed with a specific time period and flag when there is non-compliance with required training.

	TR
	8.00
	Ability for department staff to update training records and access/print transcripts

	TR
	9.00
	Ability for participants to register for training courses on-line.

	TR
	10.00
	Ability to default employee information into the course registration.

	TR
	11.00
	Ability to support training registration by non-City employees.

	TR
	12.00
	Ability to support workflow for a training request approval form.

	TR
	13.00
	Ability to notify employees, supervisors and training administrator of an employee's successful enrollment.

	TR
	14.00
	Ability to limit enrollment based on class size, with override based on security.

	TR
	15.00
	Ability to create wait lists for existing classes.

	TR
	16.00
	Ability to electronically notify those on wait list when the class is scheduled/offered.

	TR
	17.00
	Ability to send notification to the wait list when a registered person has cancelled enrollment.

	TR
	18.00
	Ability to track and analyze cancellation activity

	TR
	19.00
	Ability to send notification, by job classification, of pre-defined training courses when they are offered. 

	TR
	20.00
	Ability to create a comprehensive online course catalog of all training courses offered across CCSF departments.

	TR
	21.00
	Ability to create and track an internal and external online course calendar of all training courses offered across CCSF departments..

	TR
	22.00
	Ability to maintain the following course information:

	TR
	22.01
	Name of Course

	TR
	22.02
	Course Number

	TR
	22.03
	Session Number

	TR
	22.04
	Type of course (e.g., webcast)

	TR
	22.05
	Date of signup and training date (ability to accommodate multiple dates for a course)

	TR
	22.06
	Time

	TR
	22.07
	Place of offering (location)

	TR
	22.08
	Instructor(s)

	TR
	22.09
	Costs

	TR
	22.10
	Internal or external provider

	TR
	22.11
	Type of training

	TR
	22.12
	Course description (text description)

	TR
	22.13
	Course prerequisites

	TR
	22.14
	Course evaluations

	TR
	22.15
	Minimum and maximum attendees

	TR
	22.16
	Employees that attended the course

	TR
	22.17
	User-defined fields

	TR
	22.18
	Field for additional text

	TR
	23.00
	Ability to electronically post course material for training courses.

	TR
	24.00
	Ability to capture the following course registration information:

	TR
	24.01
	Name  

	TR
	24.02
	Employee Number

	TR
	24.03
	Department

	TR
	24.04
	Email 

	TR
	24.05
	Course Number

	TR
	24.06
	Session Number

	TR
	24.07
	Special Accommodations

	TR
	24.08
	User-defined fields

	TR
	25.00
	Ability for employees to search online course catalog for training courses.

	TR
	26.00
	Ability to support training course registration online.

	TR
	27.00
	Ability to accept on-line payments for training courses

	TR
	28.00
	Ability to check employee training record for course prerequisites.

	TR
	29.00
	Ability to develop on-line courses, materials, and tests and automatically post scores or attendance to the employee training record.

	TR
	30.00
	Ability to track tuition reimbursement eligibility, costs, and payment status.

	TR
	31.00
	Ability to assign mandatory, optional and recommended training to employees based upon job classification and assignment.

	TR
	32.00
	Ability to limit specific training (e.g. lead, asbestos, respiratory, etc.) to employees in certain job classes and/or departments.

	TR
	33.00
	Ability to notify employees and supervisors of specialized mandatory training based on job classification.

	TR
	34.00
	Ability to track mandatory courses (e.g., Fire Safety, Patient Safety, etc.) and flag in cases of non-compiance.

	TR
	35.00
	Ability to track employee verification of completion of training courses.

	TR
	36.00
	Ability to automatically generate and send notification that an employee has completed a training course (e.g.- risk management, HR)

	TR
	37.00
	Ability to interface training data with data from other business modules (e.g.- HR, Risk Management, etc.)

	TR
	38.00
	Ability to scan documents (e.g., certificates of completion) and attach to the employee's record.

	TR
	39.00
	Ability to utilize online training courses (e.g., webcast).

	TR
	40.00
	Ability to establish flags for mandatory training/certification renewal based on employee's previous completion date.

	TR
	41.00
	Ability of departments to request courses or training requirements in a central database for central training collection and review.

	TR
	42.00
	Ability to automatically generate class rosters/registration.

	TR
	43.00
	Ability to accommodate an attendance list and update the course registration information based on actual attendance.

	TR
	44.00
	Ability to maintain and track training requirements and progress by employees.

	TR
	45.00
	Ability to scan and maintain course evaluations and attach to the course record.

	TR
	46.00
	Ability to perform quantitative and qualitative analysis based upon course evaluations.

	TR
	47.00
	Ability to electronically notify employees and supervisors of upcoming courses.

	TR
	48.00
	Ability to notify employees and supervisors of certification expiration dates (e.g. CPR, sexual harassment, etc.).

	TR
	49.00
	Ability to track all costs associated with a course, per course, per employee and in total (including, but not limited to, overhead costs, travel and incidental costs)

	TR
	50.00
	Ability to track employee training costs separately from non-city employees

	TR
	51.00
	Ability to establish a charge-back structure to departments to reinburse for training costs

	TR
	52.00
	Ability to link training costs to the training budget.

	TR
	53.00
	Ability to schedule courses and send letters and/or emails informing of date and time of course.

	TR
	54.00
	Ability to track instructors and assign them to courses and subject areas.

	TR
	55.00
	Ability to track training results and pass/fail results.

	TR
	56.00
	Ability to track OSHA requirements for training polices and procedures.

	TR
	57.00
	Ability to accommodate scheduling of rooms, facilities, etc. for training courses.

	TR
	58.00
	Ability to store facility seating and notify when a training facility is being over booked

	
	
	EDUCATION/CERTIFICATION/TESTING

	TR
	59.00
	Ability to record required exams by position (professional education, etc.) and associate these with the employee in that position.

	TR
	60.00
	Ability to track an unlimited number of examinations and raw or standard scores per employee.

	TR
	61.00
	Ability to track continuing education credits per employee.

	TR
	62.00
	Ability to enter, change and view state certifications and endorsement for employees and contractors..

	
	
	REPORTING/QUERYING

	TR
	63.00
	Ability of employees to query the system to determine available courses.

	TR
	64.00
	Ability to query and report on employees who are due for mandatory training or are overdue for mandatory training.

	TR
	65.00
	Ability to query aggregate results of individual skills self-assessments to plan training activities, by user-defined parameters

	TR
	66.00
	Ability to perform ad hoc reporting on any data elements of the system.

	TR
	67.00
	Ability to track trainings that employees have attended, and generate reports by employee, by supervisor, by unit, by Division, by Department.

	TR
	68.00
	Ability to perform succession planning and competency inventory/modeling.

	TR
	69.00
	Ability to query and report summary of all training provided, employee attendance, for user-defined periods.


Performance

	
	
	Functional Requirements

	
	
	GENERAL DESIGN

	PERF
	1.00
	Ability to support workflow for performance management approval.

	PERF
	2.00
	Ability to support development plans, goal setting, job progression and performance review analysis.

	PERF
	3.00
	Ability to support document imaging.

	
	
	PERFORMANCE EVALUATIONS

	PERF
	4.00
	Ability to accommodate different performance evaluation versions by department, job classification, bargaining unit, employee classification, etc.

	PERF
	5.00
	Ability to perform performance evaluations online.

	PERF
	6.00
	Ability to provide for user-defined employee goals, objectives and quality standards.

	PERF
	7.00
	Ability to document performance criteria and ratings factors by job classification.

	PERF
	8.00
	Ability to capture performance ratings and metrics within the performance evaluation form.

	PERF
	9.00
	Ability to create common review dates for certain employee groups and create individual review dates for other employee groups.

	PERF
	10.00
	Ability to stagger performance review dates.

	PERF
	11.00
	Ability to track and display a performance review calendar by department.

	PERF
	12.00
	Ability to capture extemporaneous notes/documents on employee performance throughout the year.

	PERF
	13.00
	Ability to support standard and user-defined rating scales and employee commentary on each goal and competency.

	PERF
	14.00
	Ability to attach unlimited text to a performance review file.

	PERF
	15.00
	Ability to attach unlimited performance evaluations to the employee record.

	PERF
	16.00
	Ability to accommodate various performance evaluation schedules (i.e., every 6 months, annual, etc.) based on job classification. 

	PERF
	17.00
	Ability to support different performance evaluation schedules and rules for new hires.

	PERF
	18.00
	Ability to calculate performance review due date by regular hours worked, defined by job classification.

	PERF
	19.00
	Ability to adjust performance review due dates based on a promotion or job change.

	PERF
	20.00
	Ability to track the following minimal information on a Performance Evaluation Summary screen for each employee:

	PERF
	20.01
	Type of Performance Evaluation (Regular, Probationary)

	PERF
	20.02
	Reviewing Supervisor

	PERF
	20.03
	Performance rating

	PERF
	20.04
	Last Review Date

	PERF
	20.05
	Last Review Performance rating

	PERF
	20.06
	Last Step Increase Date

	PERF
	20.07
	Increase Percentage

	PERF
	20.08
	Increase Amount

	PERF
	20.09
	Next Review Date 

	PERF
	20.10
	Next Review Type

	PERF
	20.11
	Next Step Increase Date

	PERF
	20.12
	Other user defined fields

	PERF
	21.00
	Ability to accommodate performance evaluation schedules through workflow and notify employees and supervisors of evaluation due dates.

	PERF
	22.00
	Ability to incorporate peer review into the performance management process

	PERF
	23.00
	Ability to approve performance evaluation findings online by employee and supervisor, and other user-defined parameters.

	PERF
	24.00
	Ability for employee to agree or disagree with the performance evaluation and add comments or attach a rebuttal document.

	PERF
	25.00
	Ability to track evaluation completions and overdue status.

	PERF
	26.00
	Ability for the employee to view online evaluation history.

	PERF
	27.00
	Ability to set up performance improvement plans (PIPs) for disciplinary process.

	PERF
	28.00
	Ability to track PIP information, including initiation, review, and closing or escalation for each employee.

	PERF
	29.00
	Ability to send ticklers/notifications to supervisors and employees of PIP due dates.

	PERF
	30.00
	Ability to track and perform probationary performance evaluations online.

	PERF
	31.00
	Ability to track the following minimal information on a Probationary screen for each employee:

	PERF
	31.01
	Probation Type

	PERF
	31.02
	Probation Begin Date

	PERF
	31.03
	Probation End Date

	PERF
	32.00
	Ability to calculate probationary periods by regular hours worked, defined by job classification.

	PERF
	33.00
	Ability to link performance rating to fixed and variable increases in a table format, with the ability to override.

	PERF
	34.00
	Ability to electronically implement performance-based payroll adjustments based upon performance review and workflow approval

	PERF
	35.00
	Ability to automatically generate a pay/step increase process based on approved performance review/evaluation.

	PERF
	36.00
	Ability to support merit awards (not related to performance evaluation increase), which can be dependent on a certain score in the performance evaluation.

	PERF
	37.00
	Ability to have the performance improvement plan review recommendations routed to payroll, if reduction in salary recommended.

	PERF
	38.00
	Ability to capture documentation for step/pay increase override (e.g., attainment of certification).

	PERF
	39.00
	Ability to develop and define specific employee Individual Development Plans (such as training, remedial training, etc.) based on evaluation results.

	PERF
	40.00
	Ability to notify employees, supervisors and/or mentors of employee Individual Development Plans and important dates.

	PERF
	41.00
	Ability to maintain employee promotion lists by position.

	PERF
	42.00
	Ability to track probation period extensions and monitor status.

	
	
	GRIEVANCES AND DISCIPLINES

	PERF
	43.00
	Ability to automatically generate a unique case number for all labor relations cases (e.g.- greivance, disciplanary, miscellaneous, etc.)

	PERF
	44.00
	Ability to track contact/communication activity by case number and case designation (e.g.- greivance, disciplinadry, miscellaneous, etc.)

	PERF
	45.00
	Electronically track investigation findings, with a drop down findings designation

	PERF
	46.00
	Ability to electronically track disciplinary appeals process

	PERF
	47.00
	Ability to provide electronic notification of greivance response timelines

	PERF
	48.00
	Ability to track history of disciplinary action of an employee (including related documentation and evidence in scanned or electronic form).

	PERF
	49.00
	Ability to have departments prepare their own disciplines including templates, work flow processing.

	PERF
	50.00
	Ability to support electronic workflow of disciplinary reporting.

	PERF
	51.00
	Ability to support various types of disciplinary actions (e.g. written, verbal, etc.).

	PERF
	52.00
	Ability to track corrective actions from proposal through completion.

	PERF
	53.00
	Ability to track grievances from inception through resolution (type, bargaining unit, classification, etc.).

	
	
	REPORTING/QUERYING

	PERF
	54.00
	Ability to perform ad hoc reporting on any data element listed above.

	PERF
	55.00
	Ability to create a report of notifications generated for audit purposes before releasing the notifications. 

	PERF
	56.00
	Ability to produce a report of all performance evaluations due in a user-specified period of time, by type of performance evaluation, taking into consideration any leave statuses (e.g., FMLA, disability, etc.).

	PERF
	57.00
	Ability to query performance evaluation status by supervisor or manager and produce comparable statistics (e.g., % evaluations late, etc.).

	PERF
	58.00
	Ability to create a report of outstanding overdue performance evaluations, taking into consideration any leave status (e.g., FMLA, disability, etc.).

	PERF
	59.00
	Ability to calculate and report on average length of time between employee evaluations.

	PERF
	60.00
	Ability to perform "what if" and modeling scenarios for projecting future evaluation scores and merit increase (financial) impact.

	PERF
	61.00
	Ability to design a comprehensive report of employee performance specific to classification, department, or any user-defined characteristic (e.g., average performance rating in Departments A, B, and C).

	PERF
	62.00
	Ability to generate through workflow a change in salary notice for budget impact review.

	PERF
	63.00
	Ability to generate EEO reports based on performance reviews and associated compensation.

	PERF
	64.00
	Ability to report on salary classes and step attainment by bargaining unit and department.

	PERF
	65.00
	Ability to generate comparison reports on supervisor evaluation ratings.


Technology

	Reference
	Functional Requirements

	
	
	GENERAL REQUIREMENTS

	TECH
	1.00
	Ability for all suites/modules/applications of all human resource/payroll functions to be fully integrated.  Specifically, updating of any data element occurs only once, and is then reflected throughout all applications.

	TECH
	2.00
	Ability to interface into Time Entry System (TES).

	TECH
	3.00
	Ability to interface with Hospital Scheduling System

	TECH
	4.00
	Ability to interface with current finance/accounting system (FAMOUS)

	TECH
	5.00
	System supports a web (thin) client as its primary interface.  It must be extendable (i.e., all suites/modules/applications).

	TECH
	6.00
	Ability to support a web client for specialized data entry, such as employee or vendor self-service (i.e., e-government applications).

	TECH
	7.00
	System is SOA compliant.

	TECH
	8.00
	Ability to support Internet Explorer v.6 and higher, Netscape and Mozilla.

	TECH
	9.00
	Ability to use the following network connection and protocol including:

	TECH
	9.01
	TCP/IP

	TECH
	9.02
	Ethernet

	TECH
	10.00
	Ability to utilize the following as the database platforms.  (NOTE: please identify the required minimum version):

	TECH
	10.01
	Oracle

	TECH
	10.02
	Microsoft SQL

	TECH
	11.00
	Ability to support the following network platforms.  (NOTE: please identify the required minimum version):

	TECH
	11.01
	Microsoft Windows 

	TECH
	11.02
	Unix

	TECH
	11.03
	Linux

	TECH
	12.00
	Ability to support the following operating systems.  (NOTE: please identify the required minimum version):

	TECH
	12.01
	Microsoft Windows Server

	TECH
	12.02
	Microsoft Windows NT

	TECH
	12.03
	Unix

	TECH
	12.04
	Linux

	TECH
	13.00
	Ability to support the latest version of the following Microsoft applications (NOTE: if alternative tools are used, please identify the product manufacturer and name in the comments field):

	TECH
	13.01
	SQL Server database

	TECH
	13.02
	IIS web server

	TECH
	13.03
	Internet Explorer browser

	TECH
	13.04
	MS Office application suite

	TECH
	13.05
	Exchange Server email server

	TECH
	13.06
	Windows client operating system

	TECH
	13.07
	Windows Server operating system (NOTE: Please identify in comments field if high-end versions, such as Data Center, are required)

	TECH
	13.08
	Visual Studio (.NET) development tools and technologies

	TECH
	13.09
	Active Directory (LDAP directory service)

	TECH
	14.00
	Ability to use standard imaging and bar-coding, RFID, hardware/software.  (Please identify models or standards supported in comments field)

	TECH
	15.00
	Ability to use Messaging Application Programming Interface (MAPI) compliant e-mail systems, such as Microsoft Outlook.

	TECH
	16.00
	Ability to support standard SMTP mail protocol.

	TECH
	17.00
	Ability to support DHCP, i.e., not being required to use static IP addresses.

	TECH
	18.00
	Ability to support Backup Exec (Veritas/Symantec) backup utility or equivalent.  Note: if equivalent utility supported, please note the name of the manufacturer and product in comment field.

	TECH
	19.00
	Application should not require local administrator or power user rights on individual PCs. 

	TECH
	20.00
	Ability to support a test and training environment, within which the data may be periodically refreshed from the production environment

	
	
	USER INTERFACE

	TECH
	21.00
	Ability to provide a user-friendly system as defined by the following:

	TECH
	21.01
	Consistent GUI interface across subsystems

	TECH
	21.02
	Search functionality which supports wildcards and which includes SOUNDEX or similar phonetic search capabilities and full text search where logically appropriate

	TECH
	21.03
	Allow use of Active Directory network ID and password for access to the system.

	TECH
	21.04
	Terminology that applies to local governments and utilities.

	TECH
	21.05
	Ability to navigate between screens and modules without backing out of menus or menu paths.

	TECH
	21.06
	Ability to concurrently open multiple screens/windows.

	TECH
	21.07
	Ability to define what data carries over from screen to screen

	TECH
	21.08
	Ability to define default values for fields

	TECH
	21.09
	Ability to use on-line drop-down lists of all valid values for each validated field.

	TECH
	22.00
	System provides larger size (greater than 15 character-length) monetary fields. (NOTE: Please identify any character length limitation in the comments field)

	TECH
	23.00
	System provides larger size (greater than 100 character-length) description fields. (NOTE: Please identify any character length limitation in the comments field)

	TECH
	24.00
	Ability to copy one line of field values to the next line and change one or more field value elements when using input screens.

	TECH
	25.00
	Ability to use effective dates (past and future) for all transactions, except as limited by business rules.

	TECH
	26.00
	Ability to create macros to perform common sequence of keystrokes/tasks, (e.g., command to automatically produce specified reports.) 

	TECH
	27.00
	Ability to provide keystrokes for rapid data entry and movement from screen to screen ("hot keys").

	TECH
	28.00
	Provide the ability to direct printed reports to screen (for viewing) or "spool" file on disk, and not print to hard copy.

	TECH
	29.00
	Ability to define validation ranges

	TECH
	30.00
	Ability to store photographs in the database and view them in screens

	TECH
	31.00
	Ability to allow mass changes or deletes by table-driven data with proper security, approvals and audit trails.

	TECH
	32.00
	Ability to support 10-key data entry

	TECH
	33.00
	Ability to tailor user interface using the following facilities: 

	TECH
	33.01
	Hiding fields

	TECH
	33.02
	Customizing field names

	TECH
	33.03
	Defining names

	TECH
	33.04
	Defining data types of user defined fields

	TECH
	33.05
	Specifying custom menu items (e.g., pull down lists)

	TECH
	33.06
	Other facilities (NOTE: Please identify in the comments field)

	TECH
	34.00
	Ability to allow users to attach documents from other applications (e.g., images, drawings, videos, sound clips) to specific documents/records within application. NOTE: Please identify any limitations in the comments field.

	TECH
	35.00
	Ability for all modules to be image-enabled (e.g., ability to attach any electronic documents to any module).

	TECH
	36.00
	Ability to highlight required fields upon transaction entry.

	TECH
	37.00
	Ability for users to have access to the system 24 hours/day, 7 days/week.

	TECH
	38.00
	Ability to accommodate multiple designs or templates for all CCSF documents, including checks and forms.

	TECH
	39.00
	Ability to archive data according to user defined parameters.

	TECH
	40.00
	Ability to modify color schemes based on personal user preference.

	TECH
	41.00
	Ability to modify font characteristics (size, bold, italic, etc.) to emphasize screen content.

	
	
	HELP FUNCTIONS

	TECH
	42.00
	Contains a customizable on-line tutorial for each module.

	TECH
	43.00
	Ability to capture screens, create interactive tutorials, documentation, end-user tests, and online help customized for CCSF's business processes.

	TECH
	44.00
	Ability to provide descriptive error messages which are understandable to non-technical users.

	TECH
	45.00
	Ability to support user extensible help screens, where CCSF can add or modify the existing help function to include CCSF related process and policy information.

	TECH
	46.00
	Ability to provide context sensitive, field level help.

	TECH
	47.00
	Ability to use on-line error message help screens, which can be accessed directly from the error message.

	
	
	WORKFLOW

	TECH
	48.00
	Ability to provide workflow throughout all suites/modules/applications.  (NOTE: Please identify any exceptions or limitations in the comments field.)

	TECH
	49.00
	Workflow rules can be based upon the following:

	TECH
	49.01
	Tolerances

	TECH
	49.02
	Events or "triggers"

	TECH
	49.03
	Business rules

	TECH
	49.04
	Human resource rules

	TECH
	49.05
	User-defined parameters

	TECH
	49.06
	Appropriate roles, rules and routing

	TECH
	50.00
	Ability to provide a flexible, hierarchical approval process.

	TECH
	51.00
	Ability to assign secondary approval (e.g., vacation or duplicate approval capabilities).

	TECH
	52.00
	Provides ability for bi-directional approval, e.g. to start with the supervisor and be routed to the employees.

	TECH
	53.00
	Ability to set number of approvals required by type of transaction or threshold such as dollar value.

	TECH
	54.00
	Ability to automatically re-route transactions if an individual does not act within a specified timeframe.

	TECH
	55.00
	Ability to provide notifications to parties involved in workflow chain when escalation is needed.

	TECH
	56.00
	Ability to capture performance statistics based on workflow activity (or inactivity).

	TECH
	57.00
	Ability to allow individuals with higher levels of authority to approve transactions that have not been approved by individuals with lower levels of authority.

	TECH
	58.00
	Tracks and reports every aspect of the electronic approvals (e.g., supervisor did not approve but department head approved).

	TECH
	59.00
	Supports the following approval assignments:

	TECH
	59.01
	Ability to approve workflowed requests based upon ranges, such as "Approve Department" or "Approve Current Month"

	TECH
	59.02
	Approvals may be made by anyone in an organizational role.

	TECH
	59.03
	Individual approvals

	TECH
	60.00
	Ability to send out broadcast messages to notify of certain events (e.g., pay period when accruing a floating holiday).

	TECH
	61.00
	Ability to define workflow process via a graphical workflow design tool.

	TECH
	62.00
	Ability to specify the receivers of broadcast messages (e.g., by bargaining unit, by position, etc.). 

	TECH
	63.00
	Ability to display broadcast messages upon entry into the system.

	TECH
	64.00
	Ability to use portal/dashboard as primary notification system, supplemented by e-mail after user specified period of inactivity.

	TECH
	65.00
	Ability to accept imported XML files into the system's workflow application, (e.g., data entered via a webform is routed through workflow for review/approval/processing.)

	TECH
	66.00
	Ability to use existing email network to send workflow notifications.

	TECH
	67.00
	Ability for workflow to route documents to archival storage system, with metadata specifying retention period

	TECH
	68.00
	Ability for necessary forms or documents to be routed to users and/or supervisors for completion upon user-defined events.

	
	
	AUDIT 

	TECH
	69.00
	Ability to provide an automated audit trail of system transactions.

	TECH
	70.00
	Ability to record the following minimum data on all transactions:

	TECH
	70.01
	Type of change

	TECH
	70.02
	Log On ID

	TECH
	70.03
	Terminal ID

	TECH
	70.04
	IP Address

	TECH
	70.05
	Effective Date of Change

	TECH
	70.06
	Date

	TECH
	70.07
	Time

	TECH
	70.08
	Old value/New value

	TECH
	70.09
	Transaction Type

	TECH
	70.10
	Transaction ID

	TECH
	71.00
	Ability to provide an option for audit logs through a method of self-truncating and/or archiving by time and/or size, as defined by the system administrator. 

	TECH
	72.00
	Ability to query transactions from an internal or external audit perspective for unusual activity (e.g., duplicate payments, high dollar or unusual transactions).

	TECH
	73.00
	Ability to ensure that specified data is archived before being purged.

	TECH
	74.00
	Ability to selectively enable or disable the audit trail by user and by application module.

	
	
	SECURITY

	TECH
	75.00
	Ability to restrict access to data fields and windows to users with proper security.

	TECH
	76.00
	Ability to use public/private key for digital signatures.

	TECH
	77.00
	Ability to determine which employees are using the system at any point in time, see what processes they are running, and terminate their access.

	TECH
	78.00
	Ability to limit the types of transactions that a user can process.

	TECH
	79.00
	Ability to support a minimum of 128 bit data encryption, for data being sent or received via the Intranet or Internet.

	TECH
	80.00
	Ability to support centralized or decentralized security administration.

	TECH
	81.00
	Ability to support set-up of security by groups or classes and attach user profiles.

	TECH
	82.00
	Ability to report on unused or inactive user ids.

	TECH
	83.00
	Ability to integrate security (log on ID's and passwords) to the existing Operating System (OS) security and accommodate single user sign on.

	TECH
	84.00
	Ability to support required password changes on a user-defined basis.

	TECH
	85.00
	Ability to support alpha/numeric/special character passwords.

	TECH
	86.00
	Ability for the system to automatically establish passwords and manage forgotten passwords, within CCSF-defined protocols.

	TECH
	87.00
	Data import/export is subject to application security.

	TECH
	88.00
	Ability to specify modules that can be accessed through an intranet connection.

	TECH
	89.00
	Ad Hoc/Query/Reporting is subject to application security.

	TECH
	90.00
	Ability to support suspension of user ID after user-defined number of failed login attempts (i.e., requires system administrator to reset or unlock password).

	TECH
	91.00
	Ability to prevent users from using old password as the new password at time of forced change.

	TECH
	92.00
	Ability to support automatic logoff (timeout) when system is left unused for a user-defined period of time.

	TECH
	93.00
	Ability to provide report of failed login attempts and unauthorized attempts.

	
	
	QUERYING AND REPORTING

	TECH
	94.00
	Ability to send reports directly to e-mail distribution lists.

	TECH
	95.00
	Ability to drill down, drill up, and/or drill around (create cross tabs) to supporting documents and related transactions from any field within the system.

	TECH
	96.00
	Ability to save a query and/or report or put the query or report out on a network for  individual use . 

	TECH
	97.00
	Ability to share individual query and/or report City-wide with approval from central authority.

	TECH
	98.00
	Ability to generate ad hoc queries and reports based on user-defined parameters.

	TECH
	99.00
	Ad-hoc queries can access any fields within the system per security authorization.

	TECH
	100.00
	Ability to export to and import from popular desktop word processing, spreadsheet, report writer (e.g.. Microsoft Office, Crystal reports) and business intelligence applications within individual data access rights and security privileges.

	TECH
	101.00
	Availability of integrated graphing/charting/reporting tool tied to portal/dashboard.

	TECH
	102.00
	Ability to notify requestor or other specified user if a query/report is going to run longer than a user-defined period of time and give requestor/user the ability to cancel the job.

	TECH
	103.00
	Ability to prioritize queries running on the system.

	TECH
	104.00
	Ability to sort mailing labels based upon different fields

	TECH
	105.00
	Ability to send reports directly to e-mail distribution lists, interactively or on a scheduled basis.

	TECH
	106.00
	Ability to generate reports for prior periods in all modules
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