Automated Time and Attendance Collection
Executive Summary

Background

The District currently uses a combination of time recording devices, manual time entry, and management by exception for collecting time and attendance for its employees.  There are 129 time recording devices presently in use.  All of these record times on a preprinted card inserted into the device and are used by most temporary, maintenance, warehouse and transportation employees.  The card information is then manually transcribed to the CHIPS system by the payroll contact or other clerical staff at the schools and departments.  This includes the SACC after care program.  Food Service employees use a hand written “Time Card” that is then reviewed by the cafeteria manager for exceptions, which are entered manually into CHIPS.  For those few temporary employees not using a time recorder, the time is recorded by hand in a ledger or other method for transcription to CHIPS.  Overall the groups mentioned here represent approximately 4800 employees.  Additionally, time for mandatory teacher workshops, teachers working after hours child care, and daily substitutes is recorded by hand and transcribed into CHIPS.  The number of these varies and may approach 4500 per year.  
Currently, time management is accomplished by exception for FLSA Non-Exempt employees who do not use a time recording device.  Corrections and adjustments are made during the pay period that follows the one for which compensation was earned.  About 7700 employees currently fall into this category.  Corrections and adjustments are entered by a payroll contact or department secretary.
It is estimated each payroll contact at the schools spends one day each pay period to input temporary time reports to the CHIPS system.  That is 164 schools and at least 25 departments over 26 pay periods or 39,000 hours annually.  Further, nearly 10% of the effort in Payroll is spent correcting errors introduced during the input of the data by the schools and departments.  This represents an additional 4000 hours annually.
Proposed Action

General

The district proposes to upgrade the time and attendance system to one that collects the time and attendance and automatically sends the data to the payroll system.  The proposed system is programmable and individual collection devices can also be used to display employee information such as hours worked.  In addition the time required for an employee to check in or out is less than one second.  Initial registration of employees should only require 10 to 15 seconds.  This involves replacing the 129 manual devices currently in service and purchasing an additional 321 devices for a total of 450.  These will be installed at each of the schools, the District offices, maintenance compounds, and bus compounds.  Generally there will be two devices at elementary schools, three at middle and four at high.  There will be some variation from this distribution based on specific requirements at some schools.  This eliminates manual entry and error correction noted above, which is a savings of over 43,000 hours annually that can then be put toward supporting education instead of data entry.  Additional savings can be expected in the form of reduced effort on the part of management with regard to monitoring attendance and correcting errors.
Pilot Project

The installation and testing of the new system will include a pilot project.  The pilot will involve 18 schools, and all of Maintenance, and Transportation.  Devices will be installed in these locations first and employees registered.  The pilot will start with the pay period beginning March 25, 2006.  All non-exempt employees involved will use the devices to check in and out from this point forward.  Test scripts developed by the device manufacturer and eVerge consultants will then be followed to confirm proper performance.
Selection Process

The selected vendor was chosen from three initially viable sources based on their leadership in the industry and the best fit to the District’s requirements.  Each vendor’s capabilities and system design was reviewed with regard to its fit into the District’s overall business process automation plan and to the IT infrastructure requirements.  One vendor was eliminated early during the process because they did not have a certified PeopleSoft interface and their infrastructure design involved specialized software installed on manager’s PCs.  This approach is more difficult to manage and maintain because of the number of remote devices with special programs and because these programs require increased network bandwidth.  The remaining vendors, Kronos and TimeLink were asked to respond to a series of questions that further define their capabilities, which included details of their interface to PeopleSoft, database format, and hardware configuration.  On price alone, TimeLink was superior.  In addition, the Kronos model required loading and maintaining the Time and Labor rules and procedures within the time collection system database.  The system would process the collected time and attendance prior to transmission to PeopleSoft.  This represented a duplication of effort with the Time and Labor Module in PeopleSoft.  Further it requires additional IT effort to maintain and support the employee database and extra Time and Labor rules engine.  The TimeLink system did not require this extra processing but instead sent the collected data directly to PeopleSoft Time and Labor.  For these reasons, TimeLink was selected.
Negotiated costs are as follows:
	Software:
	17,000 licenses
	$
	100,985

	Hardware:
	450 Time Clocks w/finger reader
	$
	738,000

	Professional Services:
	20 days
	$
	  19,500

	Maintenance:
	Software (after 90 days from July 1, 2006)
	$
	  15,148

	Maintenance:
	Hardware (after 1 year from July 1, 2006)
	$
	  60,548

	
	Total
	$
	934,181


Prices are firm through December 31, 2008.  Additional software licenses may be purchased at $3.50 each and additional time collection devices may be purchased at $1,505.

