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1. Can this system be used for employees who are on a 28 day cycle as our law enforcement staff are?
No, not with our current Phase I we do not accommodate the 28 day FLSA Calculation.  We are setting up a meeting with the following Agencies to go over the basic to ensure we are covering everything in Phase II.
Agency 131 –Dept of Corrections

Agency 308 – OSBI

Agency 477 – Bureau of Narcotics

Agency 585 – Department of Public Safety
2. We also have some employees who accumulate time and a half for hours worked over time but only at the end of their 160 day cycle.  This has to do with our federal grant.  If we choose not to implement the projects part of the new leave system, is this possible for the system to calculate automatically or will HR need to manually keep track of this data?
No, with our current Phase I we do not accommodate the 28 day FLSA Calculation.  We are setting up a meeting with the following Agencies to go over the basic to ensure we are covering everything in Phase II.
Agency 131 –Dept of Corrections

Agency 308 – OSBI

Agency 477 – Bureau of Narcotics

Agency 585 – Department of Public Safety

3. Our current system allows us to make an approval when we receive an email through our blackberries.   We don’t actually have to go to a website, but can just hit approve in the email and the function goes through.  Will we be able to do that with the core time and leave system or will we have to log onto the EES and approve?

This functionality is not available at this time.

4. I understand that both positive and exception time can be entered.  Can an agency choose to just enter exception time?

A time reporter (employee) is either positive pay or exception pay.  A positive pay time reporter must report all leave and work hours.  An exception time reporter only has to report the exception hours (leave hours).
5.  Can we implement this system exclusive to implementing projects?

Yes, Employee and Manger Self Service can be implemented without projects.  Please submit a Helpdesk case to set up a time for the implementation.
6. Can Positive pay only be utilized?

Positive pay can be utilized for Bi-Weekly payrolls since they are paid in arrears.  This will not work for monthly payrolls since payrolls are processed before the pay period ends.

7. Can third party interfaces be utilized?

Yes.  To interface into PeopleSoft Time and Labor, the PeopleSoft Time and Labor file layout must be used.

8. When does Comp time become available for usage?

To stay in compliance with the Federal and State laws, comp time is earned only after an employee has worked 40 hours (without any paid leave or holidays taken).  

Once the time has been posted into the system and Time Administration has been processed, the time is available for the employee to use.  Agencies can run Time Admin at any time.

9. How many work schedules can be set up?
Current we have several schedules that have been set up and used in Phase II Time and Labor with projects.

10.  Is Manager Self Service Mandatory for the Agencies to implement?

The Manager Self Service application is NOT mandatory at this time.
11. Can Managers enter time for employees?

Yes.  The Manager can enter time for employees. Also, the Time Keepers can enter time for employees.

Can an Agency interface exceptions?

Yes, exception time reporting can be interfaced into the PeopleSoft system as long as the agency uses the Time and Labor Interface file layout CORE provides.  Agencies must use the state standard file format and Time Reporting Codes.

12. Will FMLA be available from previous times, before implementing Manager Self Service?

If your Agency is currently using the PeopleSoft Time and Leave System, and you posted your leave using the correct FMLA codes provided in the system the information will be available.

13. How is FMLA tracked in Manager Self Service and will it accommodate a rolling year accountability?

FMLA is not tracked at this time; however, there is an accumulator within the current system that provides the total FMLA hours between ranges of dates and has been available since the 9.0 upgrade.

14. Can the agency add additional security access over time for Managers or roll out division by division.

Yes, it is possible to roll out Manager Self Service in phases, however it is not recommended.

15. For the Time Keepers, how is security set up?

Time Keepers will have access to many more time reporting codes than employees and managers.  Also, time keepers normally have access to the entire population of employees in the agency.

16. How is enforced leave reflected?

We have enforced leave set up as a comp time plan that will allow the employee to take up to 80 hours per year and this time will be deducted from their sick leave.  The CORE team resets the balance to zero at the beginning of each year.

17. How is training accomplished?

The Manager Self Service Team will provide Train the Trainer training for the Agency, and then the Agency will train the employees.

18. Can the Agency have both Bi-weekly and Monthly payrolls and be on Manager Self Service?

Yes we can accommodate both bi-weekly and monthly payrolls.
19. Can employees enter future time off and it is approved by Manger can it still be changed?

Yes, the time can be changed, updated and the Manager will have to approve the change.

20. How is unauthorized leave addressed and who is responsible?

The Mangers and the employees have the responsibility for entering the correct Time Reporting codes for unauthorized leave.

21. Are Time Reporting Codes (TRC) limited to the employee?

Yes, at the time of implementation, the agency decides which TRC’s should be available to the employees and Managers.

22. Any consideration to using time clocks that interfaces with the System?

Current we only interface in time using our Time and Labor Interface program.

23. Can Alternative work weeks be accommodated?

Alternative work weeks work better for exempt employees.  Non exempt employees can utilize an alternative work week; however, time entry is more complex.

24. How should Non-Exempt employees enter time?

Currently, non exempt employees enter exception hours.  In Phase II, system calculates the excess hours (comp/overtime) automatically via a Time and Labor rule.
25. Who will approve the Executive Director’s Time?
The Agency determines who will be responsible to approve the Directors time.

26. Can a Manager put daily or weekly time in for an employee?

Yes, and it is recommended that time be entered on a daily basis vs weekly basis.

27. With exception reporting, can 40 hours be entered at the end of the week?

Yes, however it is recommended that time be entered on a daily basis vs weekly basis.

28. How should non-exempt employees enter time?

Time should be entered on a daily basis.

29. Can the agency still utilized TCD Downloads from own Time and Leave System?

Yes, as long as the agency is using the CORE TCD Interface File layout.

30. How often should the Manager approve leave?

The suggested standard would be the employee enter all their time by Friday of each week and then the Manager can approve the time the following Monday.

31. Does Time Administration run automatically?

It can be scheduled to run automatically.

32. What are the benefits of Manager Self Service?

Manager Self Service will take the work load off of Time Keepers.

It will empower the employee with the ability to enter their own time from anywhere with internet access.

Leave balances and historical data can be viewed online.
Manager knows what type of leave the employee has taken, and with the approval process there should be fewer adjustments.

33. How is Holiday reporting accomplished?

Holidays are automatic unless the agency is using positive pay reporting.
34. How Is LWOP Recorded?

The type of LWOP is determined by the TRC codes the users are putting into the system.

35. Should the Manager correct employee’s time?

CORE suggests that the manager ask the employee to make the corrections and then the Manager approves the time.

36. What is the Timeline for Implementation?

Submit a help desk case and we will work with you to schedule the implementation based on the workload.

37. How are work week adjustments made?

For employees that work more than their scheduled work hours (additional hours) and need to take off a day during the week, the employee can reduce the number of leave hours or LWOP hours that need to be posted, to have the employee work week reflect 40 hours.
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