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Presenter
Presentation Notes
Good evening Mayor and City Council.

The agenda item before you is one the staff briefed you on two weeks ago.  The additional information the staff presents tonight will attempt to answer your questions. 
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B<  Time Keeping Project

RECAP

o Hard Copy Form
o Error prone
o0 Centralized checks/balances at Finance
o Time consuming at one level
o0 Lack of tracking critical time categories

o0 Interim Solution — formed a time keeping group from departments
o0 Process improvement for efficiencies

Spreadsheet time keeping at departments

Email/phone verification department approved

Finance review less time consuming

Improved accountability at departments

O 00O

o Time Keeper Project Group
0 Key Performance Parameters

o Extremely User Friendly, Paperless, Automated Process Approval through Directors,
Advanced Scheduling Features, Kelly Days(FD) and Seamless Integration with
SunGard

o Evaluation Criteria

o Integration, Time Capture, Employee Self Service, Notifications, Advanced Scheduling,
FMLA Tracking, Reports and Ease of Use


Presenter
Presentation Notes
This is just a recap of our discussion a few weeks back as to what caused us to start this project.  If you will remember the old way of time keeping was in pencil and on a card with name and SSN.  Lots of hands touched each card, one person input info into SunGard and it was not the employee.

We brought together staff designated as timekeepers and developed an interim solution that was more automated with some basic checks and balances.  It allowed managers some flexibility and control of time off and overtime at section/division level.  There was still paperwork passed around and filed.  Some departments use email to pass paperwork both internally and externally.  Executive Directors still did not have a comfortable level of information until after the fact.

So we formed a more robust time keeping group to look at a fully automated system for recording time.  We first defined the key performance parameters as requirements from each vendor.  We then set the areas we would evaluate and developed questions we would need answered to provide an accurate evaluation.

When we finally finished and began discussing the evaluation we wanted to focus our discussions around some basic needs.  Our question was - why is it important that we change our current process and what are the most basic things we must accomplish with an automated system.  So………….. 
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B Time Keeping Project
NEEDS

o Visibility and accountability of time in the work force
o0 Automated process (savings in time and money)


Presenter
Presentation Notes
………..we came up with two areas of basic needs.  Visibility and accountability at our fingertips at all levels from employee thru finance to the City Manager.  This accountability included reports that could be automatically generated or ad hoc for immediate visibility of employee time status from first line supervisor to CM.  All requests are now generated within the system, no more paper and very timely approval process for vacation, sick, comp time off, overtime and comp time earned.   This automated process from the employee to the City Manager allows us to achieve flexibility, security, and control, which in turn protects the city.  It also has an effect on costs, both direct and indirect.

The next few slides will show you the screen shots of information available to any supervisor up to and including the CM that highlight the first need, visibility and accountability.  

First lets look at visibility, accountability and the question of overtime and how we will be able to view, track and better manage these in a proactive manner.




’ Visibility and Accountability
~ of Time In the Work Force

[Page 1 v]of 2.t [10_v] per page; 13 totalrecords @) Pay Period: [BW |  Viewing Pay Period: 07/11/2016 - 07/24/2016

p;: Violations Employee Supervisor Employee * Employee ID Position Type Regular Comptime Benefits  Deduction Other Total Employee Supervisor
Qv & @& @ soavssALYA S 7200 000 000 @800  (000) 000 8000 sa ia
Qv & 0 0 Aoy 123 AdminStaff H 6800 800 000 000  (000) 000 7600
Q ® ® @ roro,ROBERTE S 7200 000 000 @ 800  (000) 000 8000 ff saf
Qu & & & | onNsHaENL H o 8000 000 000 000  (000) 000 80.00 hj saf
Qv & & @ «ncBENNYA S 800 000 000 000  (000) 000 80.00 bk saf
Q2 0 @ ©  MILLER HENRY AdminStaff H 5980 1528 200 000  (000) 200 77.08 hm
Qv @ @& @ PALANTELENNY S 800 000 000 000  (000) 000 80.00 Ip saf
Qv & & @ SAUNDERS PENNYW S 4800 000 000 @ 3200  (000) 000 8000 ps sa
Qv & ©® © swHMRYL S 800 000 000 000  (000) 000 80.00 ms saf
Q2 & A A\ STEEL BETH H 000 000 000 000  (000) 000 000

[Page-1 V] of 2at 10 V| per page; 13 total records o

Approval Type:

s |
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Presentation Notes
This is a screen shot of a dashboard for a supervisor.  It is sorted on employee, however you can sort on any of these columns.  It depends on how each supervisor chooses.  The left slide shows a stop light view of the employees in a current two week pay period.  The colors of the stop light view are dependent on the rules we set up as a city.  There are standard items that we have within the software based on laws and setting we have (std work day etc).  This pay period has not been approved so changes can be made as shown at the bottom of the screen with the approval button.  Note that there are two employees who have overtime and only one has a violation.  The violations are based on those rules we set up within the system.  For instance Johnny Air’s issue is that both the employee and supervisor have not done some step in the process, but it does not violate any rules that were set up.  In Henry Miller’s case, the violation may be from the value of regular hours that must be completed before going into an overtime status. 
Questions???
In the first briefing staff referenced the different ways an employee could input their time; computer, timeclock/kiosk or mobile phone app.  Within the system the details of an individual can be reviewed by a supervisor at any level within their organizational structure and we can allow different input ways based on location and other factors (geofencing).  Additionally like we do now, each employee has a standard schedule that is put into the system.  Only by exceptions do we change the schedule.  For instance, I am an exempt employee that works a standard 8-5 schedule each day.  In the system (both currently in SunGard and the time keeping system) the standard schedule will be in the system.  To better explain lets look into an employee’s record.  


Visibility and Accountability
— of Time In the Work Force

Transaction Audit

(WIBGI2 Y] PREVIOUS PERIOD HISTORY

Selected Employee: |Arr, Johnny C v|

Pay Period: 07/13/2015 - 07/26/2015

Showing per page
Actions Date ] Out Time Amount Type Status Modified On Modified By Operation  Input Method IP Address
Q © 07132015 06:00 1800 12.00 000 0800 Modified  2015-07-02 00:01:52.29 Istrator, Admin ~ Add Automatic Schedule Publishing Job 127.0.01
@ N7HUNMEDANN 4800 1201 non_nang - Approved  2015-07-15 06:38:04.313 Istrator, Admin ~ Update Browser 0:0:0:0:0:0:0:1

Status: Approved
Type: 0800 (Regular Hours) Changed by: (Istrator, Admin)

Q O 071412015 06:00 18:00 12.00 000 0800 Modified  2015-07-02 00:02:09.667 Istrator, Admin ~ Add Automatic Schedule Publishing Job 127.0.01
Q O 07142015 06:00 1801 1202 0.00 0800 Approved 2015-07-1506:38:07.35 Istrator, Admin ~ Update Browser 0:0:0:0:0:0:0:1
Q © 07152015 06:00 18:00 12.00 0.00 0800 Modified 2015-07-02 00:02:18.977 Istrator, Admin ~ Add Automatic Schedule Publishing Job 127.0.01
Q O 07152015 0600 2243 1672 0.00 0800 Modified  2015-07-1506:38:11.217 Istrator, Admin ~ Update Browser 0:0:0:0:0:0:0:1
Q © 07152015 06:00 2243 16.72 0.00 0800 Modified  2015-07-1508:09:45.493 Istrator, Admin ~ Update Browser 0:0:0:0:0:0:0:1
Q O 07152015 0A:00 2243 1672 000 0800 Pending  2015-07-17 14:44:35723 Istrator, Admin ~ Update Browser 0:0:0:0:0:0:0:1
Q © 07/16/2015 0600 1800 12.00 0.00 0800 Modified  2015-07-02 00:02:30.413 Istrator, Admin ~ Add Automatic Schedule Publishing Job 127.0.01
Q © 0716/2015 06:01 1800 1198 0.00 0800 Approved 2015-07-1506:38:15.05 Istrator, Admin ~ Update Browser 0:0:0:0:0:0:0:1
Q 0 07202015 0600 1800 1200 0.00 0800 Modified 2015-07-06 00:01:44.717 Istrator, Admin ~ Add Automatic Schedule Publishing Job 127.0.01
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Here is Johnny Air’s record in detail to see what he did during a specific week.  This screen shows a specific pay period in detail and how his time was recorded.  Each day shows his standard schedule in yellow. The other lines show the tracking of each day, each modification, the approval process, and especially what has not been approved.  Note he is on a 12 hour work day and he works 4-12 hour days.  Additionally time is input by his supervisor.  In our scenario he could work within our Water & Sewer Division.  The supervisor meets every morning to go over the work schedule for the day.  The supervisor notes all who are present for duty and “clocks them in”.  At the end of the day they meet to update the work schedule and the supervisor notes who is leaving and who has to finish up anything before heading home for the day.  The supervisor then “clocks them out”.  Each modification is captured by an IP Address so we could look at how the record was modified.  This is where we would know the location they are clocking in and out.
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Visibility and Accountability
of Time In the Work Force

HOkAE IMSERT PAGE LAYQUT FORRILAS DATA, REWIEM WE ADD-IME

=] B di- D A = 10 | U - (General -| % $ 8 El 4 v -0 s
a1 - Report Date: 4/23/15

A B E F 3 H

1 |Report Date: 42315 | i
2 Report Time: 2:53 PM 1 Fay Pergd?g\ﬁlgg%gtﬁgﬂjgfﬁﬂﬂﬁ
2 Report Run By: Istrator,

4 Employvee Type Entity Dept Location Overtime
5 ALLMAR, Arie 5 H 0001 (Entityy  General Maintenance (General Maintenance) hAIN (hdain) 2.00
E
7 Anders, Alisan FT 0001 (Entity 4400 (Parks Maint! Culture Rec Parks) 0001 {Location) 24.00
8
a Bailey, Melissa H 0001 (Entity 0800 (Fublic Safety Fire Caontral) 0001 {Location) 48.00
10

11 Braden, Bobhy H 0001 (Entity 0800 (Fublic Safety Fire Cantral) 0001 {Location) 48.00
12

13 Browt, Brad H 0001 (Entity) 0200 (Public Safety Fire Cantral) 0001 (Location) 24.00
14

1% | Cheeseharo, Cory H 0001 (Entity) 0200 (Fublic Safety Fire Cantral) 0001 {Location) 48.00
16

17 Cuphily, Paul H 0001 {Entity) 0300 (Fuhlic Safety Fire Cantral) 0001 {Location) 48.00
18

19 Edwards, Eddy H 0001 (Entity) 0200 (Puhlic Safety Fire Cantral) 0001 {Location) 24.00
20
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Presentation Notes
This last screen shot shows the overtime report that can be generated and displayed in an Excel spreadsheet.  This specific report is done after the end of the time period, however this report can be run at anytime, by any supervisor in the organizational structure.  This specific report was run after the time period and well after the day shift time (9:53 PM).  A supervisor can run a report at say 5:30 PM and have the record of all overtime up to 5:00 that day for an 8-5 schedule.  This allows supervisors to view staff that may abuse overtime by looking at their patterns, schedules, and accumulated overtime for the month/year.  The flexibility of this report depends on the information the supervisor needs for visibility and accountability.

Questions??

SO now lets look at the savings this system brings to the City of Killeen………
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k Time Keeping Project

Automated process (savings in time and money)

A typical 200-employee company has a four million dollar payroll. The potential savings generated by automating
Time & Attendance operations adds as much as $1/4 million to your bottom line! This 6.875% labor savings is
based on a study performed by the American Payroll Association and Robert Half in calculation, lost time and
error factors alone. The additional benefit of better management decisions based on accurate labor information,
and automatic exports to payroll are more difficult to place a value on.

SAVINGS FACTOR § 50 EMPLOYEES § 100 EMPLOYEES § 250 EMPLOYEES § 500 EMPLOYEES | 1000 EMPLOYEES

Calculation 93,900 57,800 §19,500 §39,000 §78,000
Lost Time §52,000 §104,000 §260,000 §520,000 §1,040,000
Human Error §15,600 631,200 678,000 §156,000 §312,000
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Presentation Notes
This is the ROI information of a sales promotional paper from ExecuTime.  These figures needs some explanation……













So when we look at what we can write a check for, the number at the bottom is the one we can say is the actual cost savings.  In the illustration above they are using a 1% figure of the payroll showing a savings of $312,000 
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B Time Keeping Project
summary

o Visibility, accountability, and efficiency needs addressed
o0 Reporting, tracking, and control at all levels
o Direct and indirect cost calculations identified
o Return on investment (initial $176,000) achievable
o Including the annual maintenance costs ($23,000)


Presenter
Presentation Notes
In summary we can achieve visibility, accountability, and efficiency within each department.  We can have flexibility in our scheduling work and provide security and control of our actions to protect the City of Killeen.  And we can recover our costs as we eliminate errors and time consuming processes.

I will be happy to answer any of your questions at this time.
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