City of Garden Grove

Functional Requirements Matrix

IT Please mark one selection only
Systems/Information Technology Ratings Response Additional Comments
SUP (1) Response
X General Requirements Section
The system should support real time on- I I I I
IT1 line updates as the primary processing
mode.

The system should provide the ability to
selectively archive system data based on

IT2
a user-defined number of years or other
user-defined criteria.
The system should use common master
T3 files across all functional modules, i.e..

Purchasing and AP should share a single
vendor master file.

The system product database should
IT4 allow access by an SQL-based
language.

The system should contain a date/time
ITS stamp and user information reflecting an
audit trail on every data element.

The system should utilize standard
IT6 Internet connection and TCP/IP protocol
to access all user interfaces

The system's access requirements through
117 firewalls must be clearly identified and
follow standard port designations.

The system's database management

I8 system should be ODBC compliant.

o The system should provide strong field-
level encryption.

10 The system database should run on a
SQL database.

T The system should run virtually on
VMWare.
The system should provide access from

12 outside of the firewall by non-domain

external users in accordance with
generally accepted security standards. | | | | | |

The system should contain toolsets to
accommodate the following:

IT13  [Archiving/purging of data

IT14 Database maintenance

IT15 End-user interface design

System upgrade administration and

IT16
patches

IT17 System security

The proposed solution should offer a full
suite of utility tools required to execute
various system maintenance functions
including:
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IT18 Backup management

IT19 Multiple monitoring sessions

1120 Performance monitoring (application and

system)

IT21 Ability to monitor executing jobs

Sufficient instrumentation to monitor batch
IT22 progress and send alerts about
abnormal batch status.

IT23 Database optimization

The system should not use any
proprietary fundamental components

IT24 , i 5
(e.g.: vendor's proprietary programming
language or DBMS.)

The system should track system uptime

125 and transaction response times in order

to demonstrate operation within
acceptable levels.

The system should provide automated
transaction back-out/roll-back should the
IT26 system fail during transaction processing
and/or a transaction fails to reach
normal processing completion.

The system should enable the client to
enter organization-specific values in
coding fields (i.e., lookup tables). These
27 and other user configurations should be
preserved around software updates (i.e.,
product upgrades/software releases
should not overwrite client-specific coded

data or configurations.)

The system should allow on-line search
IT28 capabilities based on any field or any
combination of fields. | |

X System Help Section

The system's on-line help should be | |
IT29 available at the system, function, screen,
and field level.

The system's on-line help should be

IT30
updated with each new version release.
731 The system's on-line help should provide
an index and search capability
1132 The system's on-line help should be

context sensitive.

The system help information should be
able to be edited and/or augmented by
IT33 the Client for specific additional help
information. This information should be
retained during upgrades.

The vendor's support site should contain a
134 knowledge base where users can access
system related reference material and

documents.

The vendor's support site should contain
complete and up-to-date manuals for all
IT35 system modules and functionalities. The
manuals should be available for all
available versions of the software.

The vendor's support site should contain a
IT36 complete data dictionary for all system
tables and data fields.
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The system should allow override or
IT37 block/no-override ability on specific
error conditions and /or for specific users.

The system's error messages should be
integrated with online help functions,
1138 allowing the data entry person to be
able to click on an error message and
open the online help document to the

appropriate section.

The system should provide the ability to

IT39
establish a standard rounding method. | |

General Integration/Compatibility
Section

The system should provide full integration
with standard desktop applications such
as Word, Access, Excel and Adobe
Acrobat. This includes the ability to
import or export data directly into these

IT40

desktop applications.

The product should provide for
IT41 integration and tools to easily export
data to a data warehouse.

The system should support data-transfer
IT42 via flat files (e.g., ASCII, variable and/or
fixed length, comma-delimited, etc.)

The system should provide the ability to

IT43
interface or integrate with OpenLDAP.

The system should provide Microsoft Add-|

IT44
In capabilities.

The system should provide a Application
1145 Program Interface (API) that allows the
technical staff to enhance and integrate

the system.

X User Interface Section

The system should provide the ability to
1146 AutoFill based on a related field (i.e.
auto completion of one field based on

prior data entry).

The system should provide data
validation by providing error messages
immediately after each field is entered,
rather than waiting until the entire screen,
record or transaction is finished. (account
number, vendor ID, etc.)

IT47

The system should provide a user-
defined executive dashboard (financial
information, key performance indicators,
etc.) based on user profile

IT48

The system should provide the capability
IT49  |for creating "favorites" or shortcuts to
frequently used screens and reports.

The system's controlled values should be
IT50 available in drop-down boxes or popup
windows.

System error messages should appear in
IT51 a consistent format across all system
modules.
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The system should provide the ability to
IT52 create new items by copying existing
items.

The system should provide cut and paste
IT53 capabilities to move data from field to
field.

The system should allow data entry staff
to have a choice of updating the system
IT54 through use of a grid/spreadsheet
interface options, or through GUI-based
features.

The system should have a built in
calendar allowing adjustments in

IT55 . q
processing and transaction dates for
holidays, weekends, etc.
The system should provide the ability to
56 send broadcast message by specified

users at any time, as well as messages
that are displayed at log-in.

The system should provide the capability
fo store, retrieve, display and print
imaged documents. The solution must
IT57 provide the capability to receive
scanned documents from document
scanners having industry-standard
connection protocols (SCI, TCP/IP, etc.)

The system should be able to accept
scanned or electronic documents in
IT58

multiple file formats and link them to a
data record.

The system should provide transaction
logging or journalizing at the data base
IT59 level. The system should be able to be
recover all on-line transactions from the
transaction log.

The system should provide migration
IT60 paths for new fields during software
upgrades.

The system should allow for mass updates

IT61
to certain fields.

The system should provide active
IT62 notifications based on specific events and
conditions.

The system should provide the use of
IT63 digitized signatures in order to print
electronic signatures.

64 The system should allow for the definition
of default printers for each user

Reporting & Related Requirements
Section

The system should provide a robust
report writer to develop customized

IT65 reports. Report writing should be security
enabled so that only users with the
proper access certain data.

166 The system should support the ability to

send report to printer, file and e-mail.
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The system should present data in a | |
167 graphical manner, including bar charts,
line charts, pie charts, Gantt charts, efc. in

reports.

The system should provide a report
IT68 design wizard to guide users through the
report creation process.

The system should provide HTML preview
169 that allows report authors to see how

reports will look when published to the
web.

The system should provide the ability to
170 perform auto saving of a report (during
development) after a user-defined

period of time has passed.

The system should provide intuitive
171 reporting tools such as vertical rulers and
guides, grids - to facilitate report design

and formatting

The system should provide the ability to
IT72 move and resize objects and select
multiple objects.

The system should provide vertical text

IT73 |
rotation.
174 The system should allow hyperlinks to be
embedded into reports.
The system should provide automated
175 alerts and checks that quickly find broken

links, formula errors, and dependency
issues.

The system should provide a formula
IT76 editor to assist in adding formulas to the
report.

The system should provide the ability to
IT77  |export to XML, PDF, HTML, XLS (and
XLSX), DOCX (and DOCX), etc.

The system should provide mail merge

IT78
with MS Word.
The system should provide the ability to
customize report prompts (this includes
1179 the actual verbiage of the question

prompt, the default response (if any),
and the specific rules established in
association with the report prompt)

The system should provide the ability to
setup prompts based on dynamic values.
This means that report designers do not
IT8O  |have to maintain static prompt value lists
within individual reports. Instead, they
can reuse existing prompts stored in the
repository.

The system should enable security setup
for reporting. This may include restricting

IT81
users from running reports on activity that
is unrelated to what they do.
The system should allow for developing
customized reports that can extract

182 i

information from several subsystems and

produce them on the same report. [ [
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The system should allow users to set up | |
folders to organize the various types of
previously created reports (such as by
department or function of the report)

IT83

The system should provide the ability to
drill down, drill up, and/or drill around
T84 (create cross tabs) to supporting
documents and related transactions from
any field within the system.

The system should allow for system
generated reports be copied over to
IT85 user libraries where they can be
modified without altering the original
report.

The system should provide the capability
to use "English" descriptions and/or an
IT86 industry standard vocabulary for data
elements, rather than specifying the
exact data element name.

The system's report writer should come
with a library of canned reports that
have been specifically developed for the
report writer application. These pre-
developed reports should be available
IT87 as a starting point to allow the client to
modify and refine them to their own
needs. Examples of reports may include
account listings, purchase order status
reports, accounts payable detailed
transaction listings, etc.

The system should provide a full set of
reports that are in compliance with
AICPA, GASB, FASB and GAAP
standards.

IT88

The system should provide the capability
IT89 to generate letters and notices to user-
defined groups.

1190 The system should provide the capability

to produce mailing labels.

The system should allow users to add or
remove reports and templates to/from
IT91 menus with proper security. Changes &
updates should be retained during
system updates. | |

X System Security Section

192 The system should track the use of the

system by authorized users.

The system should have the ability to
IT93 report attempts by unauthorized users to
use the system.

194 The system should have the ability to
copy a security profile.

The system should provide e-commerce
IT95 security including customer authentication
and encryption to protect customer data.

The system's e-commerce capabilities

IT96
should be PCl-compliant.
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The system should support standard
Internet security including, but not limited
IT97  |to Secure Socket Layers (SSL). If SSL is
not supported, please describe the
supported Digital Certificates.

The system should have the ability to
define user access based on:

IT98  [Departments/Division

IT99  |Roles/Groups

ITT00 (Individuals

IT101  [Application

IT102 [IP address

IT103 [Report

IT104 ([Screen

The system should have the ability to
define user access based on:

ITT05 ([Databases

IT106 [Tables

ITT07 [Documents

IT108 [Data Elements/Fields

The system should have the ability to
define and lookup a user based on:

ITT09 [User Name

ITT10 (Role

IT111  [Department or Division Name /Number

IT112 |[Date user was created

IT113 [Last login

The system should allow users to review

IT114 . L X
security transaction history in a report.
The system should be able to

T115 automatically sign a dormant user off of

the system after a user-defined time
period. [ [

The system should provide ability to view
or obtain security reports showing:

IT116 [Security breaches or attempts

IT117  [Unauthorized system use

IT118 [Authorized system use

IT119 [Changes to security profiles

IT120 Security snapshot on a specific time
period specified by the user | |

X System Workflow Section

The system should provide for the
electronic management, approval
routing, and reporting of work

IT121 |[generated by individuals such as
requisitions (including capital asset
requisitions & project requests), purchase
orders, journal entries, etc.

The system should come with a library of
canned workflow models that have been
specifically developed for the workflow
IT122 [application. These pre-developed
models should be available as a starting
point to allow the client to modify and
refine them to their own needs.

The system should provide for e-mail
IT123  [notification or on-line notification of

documents or items pending approval.
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The system should allow the flow of work
to be defined based on any data
element or combination of data elements
T124 from initiation of a work queue item
through various in-process, review, and
approval activities (for all system
modules). The work queue will follow a

logical progression.

The system should have the ability to re-
IT125 |direct an approval based on workflow
rules and setup.

The system work queue items should
IT126 [allow for on-line modification based on
user defined parameters.

The system work queue items should be
able to have minor edits without the

IT127
system re-triggering the approval back
to the person who initiated it.

IT128 The system should provide for
notes/comments on the workflow steps

1129 The system should record user id and

date on notes/comments

The system should be able to send a
standardized and/or customized

IT130 [notification to a user explaining why the
document was rejected or unapproved
(with user and date information)

The system should allow the viewing of
workflow items by their status (pending
approval, approved, rejected, etc.) in
real time.

IT131

The system should allow electronic
IT132 [approval to be delegated to another
individual in the event of ones absence
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City of Garden Grove
Functional Requirements Matrix

GL Please mark one selection only

General Ledger Ratings Response Additional Comments

SUP (1) Response

X System Setup Section

The system should allow for the setup of
a heirarchical account structure to allow

GL1 for the grouping or rollup of cost centers
and accounts (chart of accounts) for G/L
reporting and on-line inquiry.

The system should provide the ability to
define the types of accounts that can be
used in conjunction with any given cost
center. For example, a cost center can

GL2 be restricted so that it can only be
paired with revenue and expense
accounts (and not asset/liability
accounts).

The system should provide the ability to
define the subsystems in which a specific
account can be used. For example, the

GlL3 Office Supplies account can be used for
Purchasing, Accounts Payable, and the
General Ledger transactions, but it
cannot be used in connection with
Accounts Receivable transactions.

The system should provide the ability to

GL4 assign a responsible person to each cost

center.

The system should allow for the creation
of shortcut account numbers in order to
GL5 simplify data entry. A short series of
numbers can be entered instead of the
fully qualified account.

The system should allow for the setup of
user defined month-end posting
restrictions to:

Allow each month to be defined as

GL6
open or closed.

Define the number of days in which
users can post back to the prior month.
The system should have the capability
to define this by subsystem. For

GL7 example, after the 10th day of the
month, AP cannot post back to the
prior month and after the 15th day of
the month, no GL transactions can be
booked to the prior month.

Allow administrators the ability to
GL8 override blocks so they can post back
to previous months, if necessary.

The system should provide the ability to
define the number of reporting periods
within a fiscal year.This would allow for
GL9 the separation of unique periods (13th,
14th, etc.) for balance forward entries,
audit required adjustments, and other

special closing entries.
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The system should automatically assign
journal entry numbers. If different
departments wil be preparing journal
entries, then the system should provide
the abiltiy to inquire and report based
on department.

GL10

General Operating Requirements
Section

Transactions from subsystems should
GL11 automatically update the General
Ledger in real time.

The system should allow processing in the
GL12 |current period, future periods, and
previous periods.

The system should provide the ability to
associate each transaction with a user
name/user number, job number, entry
date and time.

GL13

The system should be able to maintain a
GL14 history of all changes made to accounts
and cost centers (not only the latest

change).

The system should have the ability to run
a utility to change old accounts to new
GL15 accounts, including the update of all
historical transactions. The ability to
inquire and/or view all historical

transactions should still be available.

The system should provide authorized
users the ability to reverse transactions,
GL16 provided that there is an audit trail. The
system should retain the data within the
batch/journal so it can be reposted with

corrections, if necessary.

The system should provide the ability to
GL17 |copy accounts to facilitate the entry of
similar records.

The system should provide for recurring
journal entry templates which can be
GL18 |used to create a journal entry with the
same accounts and debit and credit

transactions.

The system should have the ability to
automate allocations based upon user
defined rules and calculations for the
following:

GL19 The allocation of indirect costs, fringe

costs, space costs, or other.

Pooled investment interest allocation
GL20 based on average daily cash balance
or other chart of accounts criteria.

The system should automatically generate
accrual reversal entries for posting to the
next accounting period or to a user
defined period.

GL21

The system should provide a free form
text field on journal entries that allows

GL22

for ample space to include a several

sentence description. | |
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The system should provide the ability to | |
calculate and post balance forward
entries to a new year. The balances
should be automatically updated as
additional adjustments are made to the | |

GL23

open (prior) year.

Inquiry and Reporting Requirements
Section

The system should provide the ability to
generate financial reports, including the
CAFR, Single Audit Report and any other
externally required reports.

GL24

They system should provide the ability to
GL25 |report variances between actual and
forecasted cash balances.

The system should provide the ability to
GL26  |run reports/inquiries with the option of
including unposted transactions.

The system should allow for the
GL27 development of customized reports to

meet the client's specific reporting
requirements. | |

X Bank Reconciliation Section

The system should provide for automatic
matching of bank transactions with
GL28 |general ledger transactions based on
configurable matching rules for more
precise automatic reconciliation.

The system should allow manual matching
in order to enable a user to resolve
GL29 |unreconciled transactions for unique
situations and override automatic
reconciliation matching results.

The system should allow the user to re-run
reconciliations from prior months for
GL30 P

corrections or to include auditor
adjustments for prior years.

The system should allow for the entry of
GL31 |notes/comments in association with
unreconciled transactions.

The system should allow for date
sensitive reporting. For example, a check
GL32 issued in January but not cleared until
April should show as outstanding when
running January, February and March

reports, even if the current month is May.

The system should track check activity
GL33 dates, such as issue date, void date,

reversal date, cleared date, stop
payment date, escheat date, etc.

The system should have the capability to
route journal entries to approvers based
Gl34 |upon user configurable rules. The system
should have the ability to require

approval vs. a simple notification that

does not require action.

GL35 The system should have the ability to

attach documents.
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The system should provide the ability to | |
drill down to detail & source documents
GL36 |from general ledger summary balances
and also to drill around to associated

transactions from other subsystems. | |
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City of Garden Grove

Functional Requirements Matrix

BU

Budget Management

Please mark one selection only

Ratings Response Additional Comments

SUP CST

Response

General Operating Requirements
Section

BU1

The system should integrate with Human
Resources (Position Control), Payroll,
General Ledger, Purchasing, Grant
Management, Project Accounting and
other applicable subsystems.

BU2

The system should provide the ability to
keep multiple budget years open at the
same time.

BU3

The system should provide the ability to
make dollar and percentage adjustments
by budget line item or line item group
and sustain audit trails for all changes.

The system should allow for budget
based projections, including:

BU4

The ability to compute "what if"
scenarios using user defined
calculations.

BUS

Allowing forecasts to be calculated in
terms of percentage increases or
decreases (either globally or for
specific departments, funding sources
or other units).

BU6

Allowing salary and benefits
projections based on user defined
parameters

BU7

The system should provide the ability to
create, maintain and compare multiple
budget levels to track each stage of the
budget development cycle. The system
should track changes/comments at each
level.

BU8S

The system should allow for
departmental budgets to be moved to
the next budget level independent of
each other. (as departments submit their
budget, they can be moved to the next
level for Budget review)

BU9

The system should allow unused budgets
to be carried forward to the next year
and tracked as carryover budgets.

BU10O

The system should allow budgets to be
copied forward from the current budget.

Budget Reporting Requirements Section

BUT1

The system should provide reports to
manage budgeted positions to actual
salaries/hours/FTE's.

BU12

The system have the ability to develop
exception reports (e.g. accounts that are
75% expended at mid-year).
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The system should allow for drilling down I I
to budget justification or other detailed
budget development information from
budget reports.

BU13

The system should be able to produce
budget by line item reports that enable
users to drill down on adopted budget
amounts to view the history of
changes/comments during budget

BU14 [development for that account (from
initialization to adoption). In addition,
users should be able to drill down on the
amendment totals by line item to view the
detailed budget transfers that make up
that amount.

The system should allow for reporting on
BU15 [project budgets that cross mutliple fiscal
years. | |

Budget Development & Preparation
Requirements Section

The system should provide on-line budget | |
BUT6 preparation capabilities to all
departments based on security

permissions.

The system should provide a choice of
budget initialization methods (e.g. prior
year actuals x % change, prior year
adopted x % change, prior year
amended x % change, zero balance,
etc.)

BU17

The system should provide the ability to
BUTS develop budgets for future years
(capital improvement projects, contracts,

etc).

The system should allow for a variety of

BU19
methods by which

The system should provide a flexible way
of preparing budget details that is not
BU20 restricted to the attributes of the chart of
accounts. (The ability to budget at lower
or more detailed levels than the chart of

accounts allows for)

The system should provide the ability to
budget by position. It should have the
BU21 ability to handle approved agreements
by bargaining unit and estimated
increases, salary and step pay plans.

The system should provide the ability to
BU22 [accommodate project contingency line
items in budgets.

The system should provide the ability to
maintain narrative information such as
goals and obijectives, justifications, and
performance criteria. Justifications should
be able to be maintained at the lowest
level of budget line item.

BU23

BU24 The system should allow for comments to
be entered on any budget line item.

The system should allow for prior year
detailed information/justifications to be
copied to the current fiscal year for
budget initialization.

BU25
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The system should provide users the
BU26 [ability to enter budget requests

(modifications, transfers,etc.) on-line. | |

The system should provide the ability to
electronically route the following while
maintaining a complete audit trail:

Budgets for approval. The approver | |
BU27 should be able to make changes to the
budget.

Proposed budgetary
transfers/changes. Different approval
requirements should be able to be
established based on the transfer type
(additional funding vs. transfer of
monies within the same package) | |

BU28

Budget Setup and Controls
Requirements Section

The system should provide the ability to
setup and apply budgetary controls at
BU29 [any level of the account structure (by line
item or budget group FGD), as
established in the chart of accounts.

The system should accommodate multi-

BU30
year (inception to date) budget controls.
The system should allow for the
designation of whether a warning or a
block will occur when a user attempts to
enter a transaction that exceeds the
BU31

available funds in the budget. This
should be available for each stage of
budget checking (requisition, purchase
order, invoice, check),

The system should allow authorized users
the ability to establish a tolerance

BU32 [percentage or any other user defined
constraint before the over-budget
condition is blocked or warned.

The system should provide the ability to
summarize budgets based on account
BU33 [attributes (groupings) that are built into
the account structure in the General
Ledger and Project Ledger.

The system should have the ability to
BU34 track and report on budgeted fringe
expenses compared to actual fringe

expenses.

The system should have the ability to
automate the calculation of budget

BU35 [allocations for indirect costs, fringe costs,
space costs, etc. based upon user defined
rules and calculations.

BU36 The system should provide the ability to

generate the Budget Book. | |
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City of Garden Grove
Functional Requirements Matrix

AP Please mark one selection only

Accounts Payable Ratings Response Additional Comments

SUP (1) Response

General Operating Requirements
Section

The system should integrate with the
Purchasing module, General Ledger,
AP1 Encumbrance, Inventory, Project Ledger,
Fixed Assets, Contracts, and possibly the
Grants module.

The system should provide 3 way
AP2 matching of purchase orders, receiving
documents and invoices

The system should have the capability to
AP3 prevent unauthorized users from
modifying invoice data once the invoice

has been approved and released.

The system should have the following
capabilities related to vendor returns:

The system should maintain credit
AP4 memo balances for vendor(s) in order
to offset future invoices.

The system should have the ability to
AP5 apply a credit memo to more than one
vendor invoice

APG The system should prevent payments to
vendors with credit or zero balances

The system should have the following
1099 related capabilities:

The system should have the capability
to generate 1099 IRS reports on

AP7
standard forms and also to transmit

1099 information electronically

AP8 The system should allow for the
manual adjustment of 1099's.

The system should include mandated
AP9 1099 updates with annual
maintenance releases.

The system should provide the ability
to indicate that a vendor is 1099 but
AP10 then allow the user to exclude
individual payments from the 1099
transactions for that vendor.

The system should have the ability to
AP11 designate 1099 type (box #) in
association with object codes.

The system should provide the ability

AP12
to generate amended 1099s.
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The system should allow the user to I I
request separate checks when multiple

AP13
invoices are being processed for the
same vendor.
The system should support multiple
AP14 payment types (e.g., system generated

checks, manual checks, wire transfers,
procurement cards, ACH, etc.)

The system should allow authorized users
AP15 [to withhold payments to a vendor even
though the invoice is due.

The system should have the ability to
AP16 suspend and/or restart payment for
specified vendors based on a user

defined duration.

The system should provide the ability to
AP17 automatically calculate discounts when
the check payment date is the same as,

or prior to, the discount due date.

AP18 The system should provide the ability to
override the defaulted vendor discount.

The system should come with a time and
AP1O  |exPense functionality for the tracking of
travel advances and travel expense

reports.

The system should have an automatic
interface with banking institution(s) to
AP20 [allow for electronic ACH payments and
other digital functions (positive pay, stop
payments, voids, etc).

The system should have the ability to
electronically notify vendors of pending

AP21
ACH payments and/or when payments
have been made to their accounts.
AP22 The system should provide the ability to

create user-defined recurring invoices.

The system should have the ability to
AP23  |automatically re-open an invoice upon
check voiding.

The system should provide multiple
payment selection criteria (i.e.: by due
date, by vendor, invoice

AP24  |category/group, by invoice number, by
account number, by department number,
etc.) in order to allow the user to pay
based on various factors.

The system should provide the option to
AP25 automatically split freight or shipping
charges among split accounts within an

invoice

For telephone, utility or similar bills, the
system should provide the ability for
AP26  |users to set up distribution codes for the
allocation of the invoiced amounts to

various departments. | |

X System Setup Requirements Section
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AP27

The system should automatically calculate
the payment due date based on user-
defined criteria for each vendor (for
example, 30 days from the receipt date
of an invoice). The user should be able
to over-ride the system produced date.

AP28

The system should allow for user-defined
aging criteria for reporting.

AP29

The system should allow for the setup of
an overpayment threshold whereby
invoices that are greater than the
original PO/encumbrance by an
established dollar amount and /or
percentage can be paid without delay.

Reporting Requirements Section

AP30

The system should be able to report on
vendor payment records for the current
period, year-to-date, prior years and
also by date range.

AP31

The system should provide the ability to
create a user-defined AP check format
and check stub.

AP32

The system should provide standard and
customized reports. Standard reports
should, at a minimum, include Cash
Disbursements Journal, Open Payables
Listing, Accounts Payable Aging Report,
Outstanding Invoice Listing, Cash
Requirements Report, Check Register,
Outstanding Checks, Cleared Checks,
Check Reconciliation Report, Vendor List,
Void and Stale Dated Report, ACH/Wire
Report, and Inactive Vendor List.

AP33

The system should have the ability to
interface with HAPPY to import invoice
information.

AP34

The system should have the ability to
import invoice information from a CSV
file.

AP35

The system should have the ability to
prevent duplicate invoices by verifying
that the vendor number + invoice number
combination do not already exist in the
system.
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City of Garden Grove
Functional Requirements Matrix

AR Please mark one selection only

Accounts Receivable Ratings Response Additional Comments

SUP CST Response

x General Operating Requirements Section

The system should provide the ability to I I I I I I
AR1 categorize receivables by
sales/receivable type.

The system should provide the ability to
AR2 generate reminders for follow-up with a
customer, L

Statements/Invoices Requirements
Section

The system should provide electronic
AR3 billing capabilities and the ability to
email invoices/statements to customers.

The system should be able to generate
customer statements showing beginning
AR4 balance, charges during the month,
credits during the month, other
adijustments, aging and ending balance.

The system should be able to bill partial
payment invoices.

AR5

The system should support tear-off
ARG remittance advices that the customer can
return with the payment.

The system should allow users to print
AR7 invoices and/or statements by any sort
order (i.e. by customer number, customer

name, zip code, payment status, etc).

The system should provide the ability to
AR8 include informational messages on
invoices/statements.

AR9 The system should allow users to suppress

statements with zero and credit balances.

x Customer Requirements Section

The system should provide the ability to | | | | | | |
AR10 |assign a different class code for each
type of customer.

The system should provide the option to
record a payment from a one-time
customer without needing to set up a new
AR11  |customer record (i.e. the ability to enter
the customer's name /address directly on
the receipt instead of linking the receipt
to a pre-existing customer ID.

The system should provide the ability to
AR12 |assign multiple AR type codes to a
customer.

The system should provide the ability to
maintain customer correspondence and
AR13  [internal notes/comments (for example:
Customer has paid with NSF checks in the
past, etc. ) | | | | | |

x Billing Requirements Section
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AR14 The system must be able to accommodate
internal service billings.

The system should provide the ability to
set up recurring billing based on contract
AR15 |specifications (i.e.: begin date, end date,
insurance information, frequency,
amount).

The system should provide the ability to
AR16 |generate bills by type of charge and/or
type of customer.

The system should provide the ability to
AR17  |suspend billing on items disputed by the
customer.

The system should be able to produce
AR18 customer refund checks by automatically
creating an AP invoice record based on

the AR/CR refund information. | |

X Delinquencies

The system should be able to generate | |
delinquency letters to customers and e-
AR19  [mail them to customers automatically
based upon user defined delinquency
rules.

The system should provide the ability to
AR20 [assess interest, late charges and

penalties.

AR21 The system should be able to waive Late
Fees.

AR22 The system should be able to waive NSF

Fees.

The system should provide the ability to
AR23 [produce a report of accounts to write off
based on user defined criteria.

AR24 The system should provide the ability to
track accounts sent to collection agencies.

The system should have the ability to
import cash receipts detail by customer
AR25  |(in relation to collection efforts) from an
external source (such as from Professional
Collection Services [PCS] or Excel).

The system should provide the ability to
track dollars of delinquent accounts

collected, collection cases and results of
collection efforts. | |

AR26

X Aging:

The system should be able to support
AR27 |extended payment terms and adijust
aging to reflect the new term.

The system should provide the ability to
AR28 |review customer aging and other statistics
(such as last payment date, etc.)

The system should allow users to define
AR29 |aging categories (e.g., current, 30,60,90
days). | |
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City of Garden Grove

Functional Requirements Matrix

PU

Purchasing

General Operating Requirements Section

Please mark one selection only
Ratings Response

SUP MOD

Additional Comments

Response

PU1

The system should integrate with the
General Ledger, Accounts Payable,
Encumbrance, Inventory, Project Ledger,
Fixed Assets, Contracts, Work Order and
possibly the Grants module.

The system should have the ability to
establish the following for blanket
purchase orders:

PU2

A not-to-exceed amount on the entire
blanket purchase order

PU3

A not-to-exceed amount on each
release /requisition against a blanket
order (per occurrence)

PU4

An expiration date

PUS

The system should provide the option to
encumber funds either at the requisition
level (pre-encumbrance) or at the
purchase order level.

PU6

The system should provide the ability to
auvtomatically adjust encumbrance
balances when a change order or other
adjustment affects line item account
coding or amounts.

PU7

The system should provide the ability to
close unused encumbrances and
automatically adjust the budget balances
accordingly.

PU8

The system should provide different
options for carrying over open
encumbrances at year end.

PU9

The system should provide an on-screen
display of the running PR total as line
items are entered.

PU10

The system should be able to generate a
list of preferred vendors based on
commodity codes.

PUT1

The system should provide the ability to
combine several requisitions into one
purchase order

PU12

The system should have the ability to
track buyer workload and be able to
display outstanding requisitions by
buyer.

PU13

The system should provide the ability to
create notes/extended descriptions at
the line item level with word wrap
capabilities.
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The system should allow for the creation
of notes (pertaining to the PO as a
whole) to document any pertinent
conversations between the buyer and the
vendor or any other pertinent
conversations. This note section should be
time stamped and should have security
features. The notes should have the
option of being labeled as internal or

PU14

external (to print on the PO)

The system should allow numerous line
PUTS items to be charged to a single account
and a single line item to be charged to

multiple accounts.

The system should automatically close a
PUTS purchase order and all associated
encumbrances when a final payment is

issued by Accounts Payable.

The system should provide the ability for
a purchase order line item to be closed
PU17 [out during AP invoice processing, even if
there is a balance remaining on the line
item.

The system should provide the ability to
create order request webforms that
PUTS simplify entry for decentralized
departments. The request form should
automatically create a purchase

requisition in the system.

The system should be able to track
PU19 [freight charges and to define freight
routing options.

The system should be able to show the
status of purchase requisitions/purchase
PU20 (orders to reflect whether they have been
approved, printed, received, and/or
paid.

The system should be able to report on
PU21 outstanding requisitions and purchase
orders

The system should have the ability to
PU22 [interface with bar coding inventory
systems.

The system should have the ability to
PU23 import procurement card information

(transaction details) from the procurement
card provider.

The system should provide the ability to
PU24 [electronically transmit purchase orders to
vendors.

The system should provide the ability to
PU25 [maintain multiple addresses for each

vendor.
PU26 The system should allow vendor
"numbers" to be setup as alphanumeric.
The system should have the ability to
PU2Y create a "to be determined" vendor for

purchase requests where the initiator
does not know the vendor to be selected. | |
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The system should have the ability to
record vendor responses to bids and
create a Purchase Order if the quote is
awarded to the vendor.

PU28

The system should provide the ability to
PU29 [track why a vendor was not selected
(high price, inferior quality, etc.)

The system should provide designation
codes to identify characteristics for a
vendor (such as DBE, MBE, WBE, SBE,
DVBE, etc.)

PU30

The system should provide the ability to
automatically merge two vendors and
PU31 [update all related activity and
associated history for the merged vendor
(based on user security).

The system should have the capability to
load the most current United States Postal
PU32 Service zip code table to the database.
The system should automatically fill in the
City Name and State based upon zip

code entry.

X Vendor Self Service Section

The system should provide the following
online vendor self-service capabilities:

PU33 The ability for vendors to

update /maintain contact information.

An easy-to-use way for vendors to
PU34 select and assign their commodity
codes during registration.

PU35 On-line notification of forgotten user

ID's and passwords to vendors.

The ability to attach/submit documents
PU36 online (such as W-9 forms, invoices,
etc.)

The ability for vendors to enter their
PU37 . . X X
banking /ACH information on-line.

PU3S The ability to download City provided

forms over the internet.

The system should allow for the
PU39 customization of on-line vendor
registration screens and help screens.

The system should provide the ability to
PU40 place self-service updates in a holding
file for approval and post updates once

approved.

The system should accommodate a
vendor view of invoice status including:

PU41 Payment status.

PU42 Payment amount.

PU43 Check number and issue date if check
has been issued.

The system should be able to
flag/warn users when actual costs
PU44 against a particular project budget
line item are approaching the budget
limit. The timing of the warning should

be user definable. | |

X Receiving Related Requirements Section
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The system should allow for either
PU45 [centralized or decentralized (end-user)
receiving.

The system should generate an
automated notification to the ordering
PU46 |[department when the receiving
department enters returns or
backordered items into the system.

The system should provide the ability to
maintain historical information of

PU47 [receiving, including receiver name, date
of receipt, and quantities received,
returned, damaged, etc

The system should provide the ability to
block AP from making a payment on an

PU48 | .
invoice if receiving has not taken place
for the invoiced items.
The system should provide real time
PU49 purchasing reports showing original

goods requested versus actual goods
received.

The system should provide a Vendor
Shipping Performance Report that

PU50 ([includes due dates for delivery, actual
dates of delivery, accuracy of shipments,
etc.

X Reporting Requirements Section

The system should track purchase
releases and payments issued against
blanket orders in order to report on the
remaining amount.

PU51

The system should have a standard
PU52 (report to reconcile purchase order totals
to encumbrance totals

The system should allow for the setup of
PU53 [a commodity database that can be
sorted by class or description.

The system should provide the capability
for users to inquire and report on where
PU54 [a requisition is in the approval process
and how long it has been waiting for
approval from that approver.

The system should be able to report on
PU55 [vendor history and provide activity
analysis

The system should provide complete
PUS6 reporting and inquiry of purchase orders

with order, receipt and payment
information.

The system should be able to generate
PU57 [reports on stale dated requisitions and

purchase orders.
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City of Garden Grove
Functional Requirements Matrix

GR Please mark one selection only

Grants Management Ratings Response Additional Comments

SUP CST Response

X General Operating Requirements Section

The system should integrate with Project | | | | | |
Accounting, General Ledger, Budget,
GR1 Accounts Receivable, Purchasing, Billing,
Accounts Payable, Payroll, Fixed Assets
and Cash Receipts.

The system should provide the ability to
GR2 |distribute grant applications
electronically for electronic approval.

The system should provide the ability to
support grant fiscal year closing
independent of the fiscal year of the
organization

GR3

The system should provide the ability to
GR4 bring forward fiscal year end balances
for multi-year grants.

The system should provide the ability to
produce automated notifications for
GR5 expenditures, encumbrances, and
commitments based on user-defined

criteria (e.g., match exhausted, 90%
expended, etc).

The system should provide the ability to
create reminder notices for performance
GR6 reviews, submission of reports, etc.and
flag/report exceptions to events that are
not accomplished on time.

For projects that are funded by multiple
grants, the system should provide user-
defined prioritization for the utilization of
funds.

GR7

The system should provide the ability to
GR8  [transfer expenditure amounts between
phases.

The system should enable multiple
contract types per phase (for example,
professional services, construction,
construction management, etc)

GR9

The system should have the ability to
perform automated allocations including:

The ability to allocate indirect salaries
GR10 and fringe benefits to the applicable
grants.

The system should provide the ability
GR11 to apply more than one indirect cost
allocation per grant.

The system should provide the ability to
maintain and monitor grants that affect
multiple departments/programs and/or
funds.

GR12

The system should allow for multiple
GR13 |grants/funding sources for a single

RICISCE I I I | I I I
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The system should provide the ability to
GR14 |copy existing grants to establish
templates for new grants.

The system should provide the ability to
calculate the timing of draw downs

based on:

GR15 Level of expenditures

GR16 Grant requirements

GR17 The system should provide the ability to
record project performance information.
The system should provide the ability to
allow authorized managers to access,
inquire, report and reconcile the status of
grants and all other funding sources
based on the following information:

GR18 Drawdowns

GR19 Obligations

GR20 Encumbrances

GR21 Expenditures
The system should provide the ability to
track the following information for grants:

GR22 Grant number, CFDA number

GR23 Account code

GR24 Funding agency

GR25 Name of grant program

GR26 Type of funding agency (federal,

state, local, etc.)

GR27 Award amount

GR28 PO number

GR29 Vendor name
GR30 Invoice numbers
GR31 Check numbers

The system should be able to track and
manage the following:

GR32 Grants in progress

GR33 Report due dates

GR34 Grant eligibility

GR35 Grant proposals

GR36 Multiple grant approval phases
GR37 Reimbursements

GR38 Sub recipient contracts

GR39 Grant ending date

GR40 In-kind transactions

GRA41 Application date

GR42 Grants Closing Date

GR43 Encumbrances

GR44 Percent match

GR45 Monetary versus in-kind contributions
GR46 Specific accounts of matching funds

GR47 |Status of matched funds

The system should provide the ability to
GR48 |record grant contracts with sub recipient
requirements.

Communication with Funding Agencies
Requirements Section

The system should provide the ability to
prepare billing statements and other
GR49 associated documents to qn).' funding
agency, regardless of the billing
arrangements and participation

agreements (e.g., project reimbursement)
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The system should provide the ability
to send project billing information
electronically to:

GR50

Federal grantors

GR51

State grantors

System Setup Requirements Section

GR52

The system should provide the ability to
establish and adjust budgets for each
grant or project.

GR53

The system should provide the ability to
set-up grants/projects by phase or other
sublevel to enable tracking by
participating departments, divisions or
any other user defined organization units.

GR54

The system should allow for the
establishment of allowed costs for each
grant based on activity or other user
defined parameter. The system should
then automatically disallow unauthorized
costs.

GR55

The system should provide the ability to
apply reimbursement rules to a grant.

Reporting Requirements Section

GR56

The system should provide the ability to
track and report current performance
against past performance and/or
established goals.

The system should be able to report
the following information over any
user defined reporting period (state
reporting period, federal reporting
period, grant year, fiscal year,
inception to date, breakdowns by
period, etc.):

GR57

Expenditures

GR58

Revenues

GR59

Encumbrances

GR60

Billings

GR61

Payments

GR62

Balances

GR63

The system should be able to generate
standard federal reports.

The system should provide the ability
to generate the following reports for
individual grants, as well as for all
grants:

GR64

Trial balance

GRé65

Year end and interim financial statements

GR66

The system should have the ability to
track required report dates for
subrecipients and to generate automated
reminder notices to subrecipients. The
system should be able to store the dates
that reminders were sent out in order to
enable reporting on the history of
reminder notices to subrecipients.

Proprietary and Confidential - Subject to Restrictions on Disclosure




City of Garden Grove
Functional Requirements Matrix

FA Please mark one selection only

Fixed Assets Ratings Response Additional Comments

SUP CST Response

X General Operating Requirements Section

The system should integrate with the
FA1 General Ledger, Accounts Payable,
Purchasing, and Work Order modules.

The system should have the ability to
FA2 automatically populate the useful life
based on the asset classification.

The system should provide the capability
to assign primary, secondary or tertiary
FA3 classes to assets. For example, a printer
could be a tertiary, that rolls up to office
equipment (secondary) that rolls up to

machinery & equipment (primary).

The system should provide the capablity
FA4 to track the function and activity for
assets.

The system should allow for improvement
adjustments to an asset to increase the
EA5 value and/or extend the useful life, while
maintaining the original asset information
intact. It should track the history of

improvements to an asset.

The system should have the ability to
FAG automatically identify fixed asset

purchases based on account number
and/or dollar threshold.

The system should have the ability to link
FA7 fixed assets to the original purchase

order, invoice /payment and receiving
information.

The system should allow qualifying fixed
asset purchases to remain in a pending
state until they can be reviewed by the
Fixed Asset Accountant. At month end, the
Accountant can identify which pending
assets should be pushed through to the
Fixed Asset module vs. rejected due to
miscoding.

FA8

The system should provide the ability to
FA9 track retired assets, including sales price,
disposal date, method of sale, etc.

The system should provide the ability to
FATO distribute capitalization costs and
depreciation expenses across multiple

accounts, departments and/or funds.

When transferring fixed assets from one
cost center to another, or disposing of
fixed assets, the system should:

Allow for online transfer/disposal

FAT11

forms.
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FA12

Automatically populate data fields on
the form from existing asset
information.

FA13

Allow for electronic approvals of the
transfer /disposal.

FA14

Once the transfer/disposal is
approved, the system should create a
journal to update the General Ledger.

FA15

The system should have the ability to
maintain cost, insurance, and replacement
values for property.

FA16

The system should have the ability to
maintain detailed warranty records.

FA17

The system should provide the ability to
record summary and detail assets. (e.g.
Police car is the summary asset made up
of several detail assets - light bar,
communication equipment, car body, etc.)

FA18

The system should provide the ability to
track information related to the asset
purchase, such as contract number,
purchase order number, funding source,
grant information, bid number, check
number, invoice number, vendor, item
description, GL account, etc.

FA19

The system should provide the ability to
automatically create multiple fixed asset
records based on a single line item
purchase with multiple quantities. (For
example, purchasing multiple vehicles on
the same purchase order/contract)

FA20

The system should provide the ability to
track donated assets.

FA21

The system should provide the ability to
interface to GIS systems.

FA22

The system should provide the ability to
assign an employee (such as a fixed
asset custodian) to a capital asset.

FA23

The system should provide barcode
tracking capabilities.

FA24

The system should have the ability to
copy asset information from another pre-
existing asset.

FA25

The system should provide the ability to
track controlled (non-capital) assets.
These assets generally include ipads,
uniforms, firearm, etc.)

FA26

The system should provide the ability to
track the assignment of assets to
employees.

FA27

The system should provide the ability to
make mass changes. (e.g. capital
threshold is increased so any asset under
$5K needs to be updated to reflect non-
capital)

FA28

The system should allow for CIP to be
closed out to an asset. The asset should
link back to the entire history of project
expenditure and revenue transactions.

The system should provide the ability to
perform the following physical inventory
functions:
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Generate physical inventory reports | I

FA29 by department, custodian, location,
etc.
FA30 Track inventory results (date

inventoried, change in condition, etc.)

Mass updates to retire assets (missing,

FA31
disposed assets)

X Depreciation Section

The system should have the option to
depreciate on a variety of methods
(straight line, sum of years digits, double
declining balance, etc.)

FA32

The system should allow a choice for
capital assets to begin depreciation
based on either the acquisition date or
the in-service date.

FA33

The system should allow depreciation to
FA34 |be calculated on a monthly, quarterly, or
annual basis.

The system should have the ability to
allocate depreciation expense to the
FA35  |functions/programs/activities on the

Statement of Activities consistent with
GASB 34.

x Infrastructure

The system should allow for the tracking
FA36 |of infrastructure assets based on the

standard or modified approach.

The system should have the ability to
track the following in association with the
modified approach:

FA37 Condition assessments

Condition measurement scales (e.g. O
FA38 for failed pavement to 100 for
pavement in perfect condition)

FA39 Minimum required condition levels
FA40 Budgeted maintenance amounts
EA41 Comparison of budgeted maintenance
amounts to actual amounts
The system should be able to generate a
FA42 report of infrastructure assets that have

not had a condition assessment within the
last 3 years.

The system should allow for different
FA43 |capitalization thresholds for infastructure
assets based upon the asset class.

The system should have the ability to
produce the 3 GASB schedules: Schedule
by Source, Schedule by Function and
Activity and Schedule of Changes.

FA44

The system should have the ability to
track the funding source of assets so that
FA45 |when they are disposed of, the
information can be reported back to the
funding agency.
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City of Garden Grove

Functional Requirements Matrix

Please mark one selection only

Ratings Response

SUP MOD

Additional Comments

Response

I\
Inventory
X General Operating Requirements Section
The system should provide the ability to
maintain and look up the following
inventory information:
V1 A primary item description field with
an ample field length
Secondary and tertiary item
V2 description fields with ample field
lengths
V3 Item classification
V4 Unit of measure
V5 Order price
IVé Average price, LIFO, FIFO, etc.
Vendor name/number for at least the
Iv7 last 3 different vendors that were
ordered from.
V8 Serial number
Vo Inventory number /stock number
V10 Commodity type
V11 Location
V12 Supplier model number
V13 Quantity on hand
V14 Quantity on order
V15 Quantity received on orders
V16 Ordered year-to-date
V17 Received year-to-date
V18 Issued current period
V19 Issued last 365 day period
The system should keep track of
inventory items that are on order via
V2o  |oPen purchase orders, including
information regarding on-order
quantities, costs and expected receipt
dates.
The system should provide the ability to
automatically process transactions,
maintain quantities and lookup
information related to (but not limited to):
V21 Markups
V22 Issues of inventory items
V23 Receipts of stock items
V24 Receipts of non-stock items
V25 Quantity Adjustments
V26 Transfers between locations
V27 Returns back to stock
V28 Returns back to vendor
V29 Backorders
V30 Purchase orders
The system should provide the ability to
track order history including, but not
limited to, the following items:
V31 Movement history (turnaround)
V32 Reorder points
V33 Lead-time
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V34 Backorders

V35 Returns

The system should provide the ability to
IV36  |establish standard units of measure (e.g.,
pounds, boxes, barrels, gallons).

The system should provide the ability to
V37 convert different units of measure. (For
example, an item is ordered by the box,

but issued by a unit of each)

The system should provide the ability to
V38 read and track bar codes on packaging

from suppliers for stock receiving, and
physical inventory.

The system should provide integration
V39 with Work Order, Project/Grant,
General Ledger, Accounts Payable,

Utility Billing and Purchasing modules

The system should provide the ability to
account for a negative inventory level.
IV40  |This could occur when an item has been
issued before it is received into the
inventory system.

The system should provide the ability to
perform cycle counts based on a user

V41 . .
defined selection formula or auto-
generated by the system.
The system should have the following
physical inventory capabilities:
Freeze an individual commodity /stock
V42 item or all items in a warehouse for
inventory cycle counts, physical
inventories and adjustments.
V43 Issue and control count tags
V44 Analyze variances
V45 Update on-hand quantities
V46 Post differences to the General
Ledger
X Receiving Requirements Section
V47 The system should provide the ability to

track damaged, backordered items.

The system should provide the ability to
IV48  |track the unshipped units related to a
partial shipment.

X Inventory Costing Requirements Section

V49 The system should maintain vendor and
pricing data for inventory purchases.

Proprietary and Confidential - Subject to Restrictions on Disclosure



The system should have the ability to
take discounts, freight (and other
adjustments that are made during the
receiving process) into account when
calculating the average cost of the
inventory item.

V50

The system should provide the ability to
V51 adjust the average cost paid for an
inventory item.

V52 The system should support Average Cost
valuation method.

x Inventory Orders Section

The system should provide the ability to
select stock items by item description,
IV53  |item number, commodity code,
manufacturer part number and
commodity description.

The system should have the capability to
automate the re-order process:

The system should provide the ability to
automatically generate purchase
requisitions for items that have reached
their re-order point.

1V54

The system should have the capability to
generate automated notifications for
V55 reorder items in order to provide the user
the opportunity to accept or reject the
automatic creation of a requisition.

Users should be able to make
V56 modifications to the auto-created
purchase requisition.

The system should provide the ability to
IV57  |credit stock returns to the dept./office
that originated the issue/order

X Reporting Section

The system should provide the ability to
V58 generate master parts lists and sub lists
for equipment by manufacturer, quantity

and cost.

The system should provide the ability to
print/query the following standard
inventory reports:

Inventory master listing by any user
defined criteria, including but not
limited to, inventory number,
description, location, equipment
number, quantity on hand, unit of
measure, size, description, supplier,
cost, buyer, etc. (A master parts list
represents all the inventory items
associated with a particular
equipment.)

V59

An issues report by any user defined
criteria, including but not limited to,
inventory class/category, item number,
V60 account number, department number,
inventory number, description,
charged account number, date,
quantity, etc.

V61 Backorder Reports.
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Inventory returns reports by any user | |
defined criteria, including but not
V62 limited to: transaction number,
received by, inventory number,
description, quantity, date, charged
account number, and cost extension.
V63 Available stock quantities report
Vo4 Inventory Reorder Recommendation
Report
V65 Inventory Turnover Report
Vendor Shipping Performance Report
V6b that includes due dates for delivery,
actual dates of delivery, accuracy of
shipments, etc.
V67 Inventory Usage Report
V68 Unfilled Issues/Orders Report
V69 Inventory Transaction Report
V70 Inventory Cycle Count Report
Open Purchase Order Report (with
V71 quantities of items on order, received,
cancelled, and paid)

The system should have the capability to
produce the following physical inventory

reports:
V72 Pre-populated cycle count worksheets
V73 Missing tag report

V74 Variance reports for interim and final

counts

The system should have the ability to
generate a report that details the

V75 inventory activity for the month with
inventory item costs, issue costs, mark-up

amounts, net profit, etc. | |
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City of Garden Grove
Functional Requirements Matrix

PR Please mark one selection only

Projects Ratings Response Additional Comments

SUP 'MOD Response

x General Operating Requirements Section

The system should be fully integrated
with the General Ledger, Purchasing,
PR1 Grants, Accounts Payable, Work Order,
Accounts Receivable/Billing and Payroll
modules.

PR2 The system should provide the ability to
define project start and close dates.

The system should allow users to set up
projects in a hierarchical structure which
PR3 includes the definition of different project
sub-levels (i.e.: project, sub-project, work
breakdown structure, etc.)

The system should be able to track and
PR4 report on project related performance
measures, services, and accomplishments.

The system should be able to track and
PRS report on all (multiple) funding sources
and/or contracts.

The system should be able to track and
PR6 report on all (multiple) projects that are
related to a single funding source.

The system should provide the ability to

record and maintain an original budget,
PR7 budget changes, and a revised budget

for each project account at each level in
the project hierarchy structure.

The system should provide the ability to
track staff labor data related to projects
PR8 (e.g. salary, fringe, other direct, premium
time, bill rate, billable time, non- billable
time, multipliers, etc.).

The system should be able to report the
PR9 financial status of projects, including all
direct costs and allocations.

The system should provide a way to
prevent inactivation of a project account

PR10
for which funds are encumbered until the
project is closed out.
The system should provide the ability to
PRI develop forecasts based on the actual

project cost/schedule and generate
progress trend analysis reports.

The system should have the ability to
PR12 |provide a user defined alert if a project

related permit is about to expire. | | | | | |
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The system should be able to flag/warn ’ ’
users when actual costs against a

PR13 |particular project budget line item are
approaching the budget limit. The timing
of the warning should be user definable.

The system should provide the ability to
support backlog analysis (ie: the balance
of the project dollar value against the
remaining work yet to be completed.)

PR14

The system should provide multi-year

PR15
project budget capabilities

The system should provide the ability to
set up default mapping rules (for

PR16 example: the user enters the project
number and the system automatically
defaults to the associated GL account

coding.)

The system should provide the ability to
PR17 |generate balance sheet information at
the project level.

The system should provide the ability to
PR18 |process inception to date
reports/inquiries.

The system should provide the ability to
close projects (CIP) to fixed assets
PR19 |periodically or at the completion of the

complete.

project or when the asset is substantially | |
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City of Garden Grove
Functional Requirements Matrix

CR Please mark one selection only

Cash Receipts Ratings Response Additional Comments

SUP CST Response

x General Operating Requirements Section

The system should allow for the tracking
of receipts by input operator and by

CRI date. Detailed information should be
available for query/reporting.
The system should provide the ability to
track the following tender types:

CR2 Cash

CR3 Check

CR4 ACH

CR5 Credit Cards

CR6 Direct Deposits

CR7 Other (auto-pay, lockbox, online

payment, online banking, etc.)

The system should allow for multiple
CR8 tender types on a single cash receipt
(e.g. partial cash, partial credit card)

During cash receipting, the system should
allow for any of the following to be
entered to pull up the invoice to apply
the payment against: the invoice number,
customer number, customer name or a
portion of the customer name.

CR9

The system should allow the same check
CR10 |to be applied against multiple open
invoices.

The system should allow partial payments
CR11  |to be applied to specific invoice line
items.

The system should allow for totals by
tender type to be entered for the entire
CR12  |cash receipt (at the header level) rather
than requiring the tender type to be
entered for each line item.

The system should allow a single cash
receipt to be applied against an invoice
and also include a direct cash payment
(e.g. customer is paying for an open
invoice and decides to purchase an item
for sale by the City)

CR13

The system should allow fee codes to be
established to facilitate the entry of cash
receipts. The cash receipts operator
CR14 would choose the fee code to apply the
payment against. This would default the
GL accounts and the dollar amount.
(With the ability to override defaulted

values)

The system should provide the ability to
CR15 |process non-sufficient funds checks with
correct posting to the General Ledger.

CR16 The system should provide the ability to

void unposted receipts.
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CR17 The system should provide the ability to

print and re-print receipts.

The system should provide the option to
balance the total dollars and number of
CR18 |receipts for the day against the system
totals. The system should also allow
balancing for user selected cash receipts.

The system should have the ability to
CR19 |print deposit slips for selected cash
receipts (or all open cash receipts).

The system should allow for the import of
lockbox payment information (or other

CR20 3rd party systems, such as Register and
Pet Data).
The system should allow cash receipts to

CR21 be routed for electronic approval and
processing to a centralized Revenue
division.

X Reporting Section

The system should provide a daily or
monthly edit report showing cash receipts
sorted at a minimum by:

CR22 Receipts By Operator

CR23 General Ledger Distribution

CR24 Date

CR25 Receipt by Location

CR26 Receipts By Type

CR27 Receipts By Fee Code

CR28 Receipts By Bank

CR29 Receipts By Processing Source (ie:

lockbox, PetData, etc.)
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City of Garden Grove

Functional Requirements Matrix

CM Please mark one selection only

Contracts Ratings Response Additional Comments

SUP 'MOD Response

x General Operating Requirements Section

The system should track vendor's
CMI insurance information with insurance
requirements, coverage amounts, types

of coverage, and expiration dates.

The system should have the ability to
CM2 (provide a user defined alert if a
contractor's insurance is about to expire.

The system should allow for electronic
CM3  [insurance renewal notices to be sent to
contractors.

The system should prevent the creation of
M4 PO's and or invoices/checks against a
contract that is expired or that does not

have remaining funds.

The system should provide reason codes
CM5 and/or remarks for missed milestone
dates.

The system should provide the ability to
track and report on contract data,
CM6  |including receiving statistics, warranty
claims and contractor /vendor
correspondence.

The system should be able to create and
generate letters based on user-defined
templates. For example, to create
award letters to successful bidders as
well as letters for contractors/vendors
CMm7
who were not selected. (Other letters
may include "Authorization to Start",
"Insurance Renewal Notices", "Notice to
Proceed", "Contractor's Affidavit", other
legal documents, etc.)

The system should provide multiple
contract approval routes to track all

CM8
stages of the contract approval process

based on contract type. [ [ [ [ [ [
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The system should be able to track a list
of tasks/required documents in relation
to a contract. (ie: insurance, W9, SOW,
etc). The system should have the
capability to check off items as they are
received.

CM9

The system should allow for the definition
CM10 of task dependencies (all pre-tasks must
be completed prior to allowing the task

in question to be marked as complete)

The system should allow for tasks to be
identified as required or optional. The
contract should not be able to be
finalized /pushed out to a PO without alll
required tasks being checked off as

CMIT1

complete.

The system should provide the ability to
track:

CM12 Advertised date

CM13 Bid opening date

CM14 Board/Council date

CM15 Notice of award date

CM16 Notice to proceed date
CM17 Notice of completion date
CM18 Final payment date
CM19 Contract termination date

The system should provide the ability
CM20 to track MBE/WBE/DBE requirements
and related compliances.

The system should provide the ability to
CM21 |verify participation and payments to sub-
contractors by the prime contractor.

The system should provide the ability to
CM22 [track contractor's compliance with
prevailing wage regulations.

CM23 The system should allow users to develop

contract related notes and comments.

The system should provide the ability to
CM24 |[establish retainage based on a
percentage and/or a dollar amount.

The system should allow for a user
defined multi-level retainage structure

CM25
based on percentage completed or total
amount paid to a contractor.
The system should provide the ability for
an authorized user to release retainage
CM26 °

(lump sum release or percentage release)
in a single or multiple transactions.

The system should allow for separate
CM27 |[retainage percentage for change orders
(contract modifications).

The system should provide the ability to

CM28 .
track numerous contract modifications. | |
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The system should provide the ability to I I
identify contract modifications either as a

CM29 .
quantity change, a scope change or a
combination.
The system should provide the ability to
CM30 frqck. differenf types of licenses and
specialties held by
bidder/contractor /vendor.
The system should provide the ability to
close out a contract through user-defined
CM31 criteria (i.e.: upon the issuance of final

payment, etc.) and automatically transfer
the remaining encumbrance to available
funds.

The system should be able to prevent a
CM32 [contract from being closed if all required
closing activities have not been achieved.

The system should provide the ability to
close partially fulfilled contracts with
CM33 |proper authorization. The closing
transaction must automatically update the
encumbrances and budget.

The system should enable users to view
and report on contracts by project
manager, inspector, and other
responsible party.

CM34

The system should have the ability to
CM35 |automatically create a purchase order
from a contract.

The system should allow funds to be
encumbered using a future date. (ie:

CM36
funds related to future years on multi-
year contracts)
The system should allow for an existin
CM37 4 _ 9
contract to be copied to a new contract.
The system should allow for contract
CM38 A

managers to be tracked.

The system should allow for contracts to
CM39 |be identified by user-defined types
(professional services, construction, etc)

The system should be able to route
CM40 [contracts and contract amendments for
approval based on user defined rules.

X Reporting

The system should allow user to report on
the encumbrances and actual

CM41 |expenditures against a contract and to
view the remaining balance on the

contract.
CM42 The sysf.em shou}d allow for reporting on
the retainage history of a contract.
M43 The system should allow for reporting on

insurance certificates nearing expiration.
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The system should have the ability to
create contracts using boiler-plate
templates that pull key information from
CM44 the contract record. The system should
provide the ability to select from a list of
specific terms/conditions to print on the
contract. The system-produced contract
should be editable.

The system-produced contract should
CM45  [have the ability to highlight information
that was pulled from the contract record.

The system should be able to track stop
payments or liens in relation to a

CM46  |contract. This should put all payments on
hold for the contractor in relation to that
contract.

The contract should allow for the
definition of line items with the associated
GL account and description. This
information should push out to the PO.

CM47
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City of Garden Grove
Functional Requirements Matrix
PA Please mark one selection only

Personnel Administration Ratings Response Additional Comments

SUP 'MOD Response

General Operating Requirements
Section

Besides the commonly found employee
information, the system should also
provide the ability to maintain the
following employee data:

I I I I I I I
PA1 Date of rehire.
PA2 Former last name.
PA3 Secondary address.
PA4 FLSA status (Exempt vs. Non-Exempt).
PAS Current job title.
PA6 Current assigned FTE value.
PA7 Current work schedule /shift
PA8 Current Supervisor or Manager.
PA9 Current department.
PA10 Current location
PAT1 Current union/bargaining
unit/employee association affiliation.
PA12 Length of service from date of hire.
PA13 Uniform/Non-uniform designation.
PA14 Sworn/Un-sworn designation.
Licensure /Certifications, ID number,
PA15
and expiration date.
PA16 Languages and proficiency
PA17 Special skills and competencies
PA18 Testing performed and results.
PA19 Training completed and results.
PA20 Out of state residences.
PA21 Performance evaluation schedule.
PA22 Next performance evaluation date.
PA23 Performance e\./uluqﬁon
score /information.
PA24 Special assignments.
PA25 Disciplinary actions.
PA26 History of disciplinary actions within
user defined parameters.
PA27 Reported work related injuries.
PA28 H1B Visa Status.
Driver's License Number and
PA29 expiration date if required by
position.
PA30 User-defined reqsc')n codes for
employee separation.
PA3T Length of .ﬁme in Posiﬁon(s) and
organizational unit(s).
User-defined text or date fields and
PA32 codes for specific employee attributes
as needed.
PA33 Employee badge number (separate
from ID number)
PA34 service recogniﬁorj date (for 10, 20,
30, etc. year service awards
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The system should maintain transactional | |
PA35 [history for all current and former
employees - from hire to separation.

The system should provide the ability to
rehire an employee by accessing the
PA36 deactivated record and uploading
current data without re-entering the
employee's information or creating a new

hire record.

The system should provide the ability to
allow rehired employees to use their
PA37 previo.us e'm|?|oyee. ID bu'sed' on the
organization's defined criteria and
identify the applicant as a former

employee using their former number.

The system should provide for the
organization to implement an employee
PA38 [portal to allow employees to update
information such as addresses, phone
numbers, beneficiary, etc.

The system should provide the ability to
PA39 [create electronic workflows for personnel
transactions and authorizations.

The system should provide the ability to
PA40 create performance evaluation templates
based on a position's current job

description and user defined criteria.

The system should provide the ability to
PA41 flag those employees who have an
approaching performance evaluation.

The system should provide the ability to
escalate past due performance
evaluations to the next level of authority
for review.

PA42

The system should provide the ability to
PA43 [make mass pay changes or compensation
adjustments to an entire job classification.

The system should provide the ability to
initiate noftifications to the appropriate
manager if an employee's required
license or certificate will expire within a
user defined parameter such as 30 days,
90 days, efc.

PA44

The system should provide the ability to
assign multiple positions to an employee
with one position designated as the
primary.

PA45

The system should provide the ability to
manage alternate pay rates in addition
PA4S to the employee's normal pay rate for
extra work being performed by the
employee that is outside of their normal

role.

The system should provide the ability to

PA4T base benefit eligibility on a calculated,
separate FTE value other than the actual

position FTE value. A A
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The system should provide the ability to | |
flag and notify Human Resources if an
PA48 [employee's inactive status (e.g., leave
status) has exceeded a user-determined
amount of time.

The system should provide the ability to
PA49 [indicate a reason code and description
for personnel actions.

The system should support personnel
PAS50 action templates for specific types of

actions, or for specific departmental
needs.

The system should provide the ability to
PA51 [enter multiple personnel actions for each
employee within the same payroll cycle.

The system should provide the ability to
apply a warning to a user who enters a

PA52 . ) )
personnel transactions with an effective
date that is retroactive.

The system should provide the ability to
enerate a warning on a personnel

PAs3 ¢ gonap

action for a salary increase that is
outside of the allowable range.

The system should date and time stamp
each personnel transaction when it is
PA54 [created and each time there is an action
related to the transaction
(approval/rejection/comments, etc.)

The system should provide the ability to
assign assets to an individual employee
PAS55 such as a computer, keys, weapons,
vehicle, etc. and notify the appropriate
manager upon the processing of any

leave or term related actions.

The system should provide the ability to
PA56 [record a photo of the employee in the
employee's online record.

The system should provide automatic
PA57 |assignment of bargaining units based on
job classes or job codes.

PASS The system should provide the ability to
perform salary "what-if" modeling.

The system should allow users to track
multiple user defined breaks in service,
PA59 [for example breaks resulting from a
legal settlement, reduction in hours, lay-
off, or disciplinary action.

The system should provide the ability to
track data attributes specific to a job
code or position number that include, but
are not limited to, the following:

PA60 Salary range.

PAGT Fair Labor Standards Act (FLSA)
status.

PA62 Workers compensation code.

PA63 Diversity information.

PAGA Employee type/bargaining
unif/employee association
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Licenses, certificates and registration

PAGS "

requirements.
PA66 Degree/education requirements.
PA67 Position skills/certificates
PA68 Management and supervisory level.
PA69 Physical parameters.
PAZ0 Americans with Disabilities Act (ADA)

by classification/essential functions.

Status (active, inactive, pending,
PA71 budgeted, approved but not
budgeted, etc.)

Classification (with title) for Pay

PA72
Equity /EEO reporting.

PAT73 !:undlng source for position, i.e. grant,
internal, etc.

PA74 Name of funding source and ID# (ie:
grant number) if applicable.

PA75 Length of time funding is awarded.

The system should provide the capability
PAZ6 to report on work related injuries

including employee name, work location,
job code, department, Supervisor, etc.

The system should provide checklists for
employee hire and termination processes
PA77 [to ensure all steps are completed
(checklist should include policy and
agreement documents).

The system should provide a disciplinary
PA7S action report in a pre-defined and/or

user-defined format with user defined
variables.

The system should provide a vacancies
PA79 [report by class and department within a
user defined date range.

PASO The system should provide a report of

current employees on leave.

The system should provide the ability to
create a labor distribution report which
PA81 identifies labor in hours, overtime,
position, department, date, time of day
or shift, etc.

The system should provide the ability to
PA82 [create a New Hire Report with user
defined data attributes.

The system should provide the ability to
PA83 [create a Termination Report with user
defined data attributes.

The system should provide the ability to

PA84
create a Job Class Report.

The system should provide the ability to
PA85 [create an Average Salary Report by job
class

The system should provide the ability to
PA86 [create a report for tuition reimbursement
usage.

The system shall provide the ability to
create a turnover rate report by gender,
age, appointment to class, date

PA87 'g 'I 'pp ’ R ’
disciplinary release, promotion, race,

classification, probation release, transfer

and /or resignation, etc. | |
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The system should provide a robust user-
configurable security structure --
including attribute-level security -- to
protect sensitive employee data (e.g.,
SSN, medical status, address, discipline
information, etc) at all times.

PA88

The system should provide a mechanism
PASO to track the reclassifications of job codes
and/or position codes and their history

for a user defined period of time.

The system should provide the ability to
PA9O track employees by occupational

category and job groups according to
user-defined criteria.

The new system should allow new
PA91 [employee information to be imported

from online recruitment sites. | |
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City of Garden Grove

Functional Requirements Matrix

Please mark one selection only
Ratings Response

SUP MOD

Additional Comments

Response

PY
Payroll
. General Operating Requirements

Section
The system should provide the ability to
interface payroll information to and from

PY1 Human Resources, Timekeeping, Leave
Management, Benefits Administration,
General Ledger, Grants/Projects and
other financial modules.
The system should provide the ability to
interface with the Accounts Payable

PY2 module to create payment to specified
vendors or agencies for deductions taken
from employees' payroll checks each pay
cycle or at a user defined frequency.
The system should track an unlimited
number of earnings/pay codes, including
but not limited to:

PY3 Regular

PY4 Overtime

PY5 Double Time

PYé6 Bonuses

PY7 Premium Pay

PY8 Vacation

PY9 Holiday

PY10 Shift Differentials

PY11 Sick Pay

PY12 Personal Days

PY13 Comp Time

PY14 Meals and Lodging Reimbursement

PY15 Auto and Mileage Reimbursement

PY16 Relocation Reimbursement

PY17 Employee Association Dues

PY18 Uniform Allowance

PY19 Longevity

PY20 Garnishments

PY21 Retroactive Adjustment

PY22 Miscellaneous Expense reimbursement

PY23 User Defined Earnings

PY24 Charity Tracking
The system should provide the ability to
create multiple definitions of pay cycles

PY25 |and pay periods including but not limited
to weekly, biweekly, semi-monthly,
monthly, 27-day cycle, etc.
The system should provide the ability to

PY26 |pay an employee at more than one pay
rate within a single pay period.
The system should provide the ability to

PY27 |pay reimbursements through payroll
(e.g., mileage, tuition subsidies, etc.).
The system should provide the ability to

PY28 |calculate Workers Compensation gross
pay and leave.
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The system should provide the ability to
PY29 |make adjustments to W-4 data such as
taxable earnings, deductions, etc.

The system should provide the ability to
allocate an employee's earnings and
benefits to more than one organizational
PY30 |unit, job code, or project code and to
track the labor distribution throughout the
relevant General Ledger accounts based
on percentages or time entries.

The system should provide the ability to
default basic pay and deduction codes

PY31
for new hires based on user defined
employee groups and parameters.
The system should provide the ability to
restrict the use of pay and deductions
PY32 codes based on user defined criteria

linking codes to specific employee
groups, payroll groups, or bargaining
units.

The system should provide the ability to
PY33 |link deduction codes to specific payroll
cycles and frequency cycles.

The system should provide the ability to
locate and display employee data

PY34
based on SSN, employee identifier
and/or name.
The system should provide the ability to
PY35 locate and display employee information

using partial values (e.g., a portion of a
name) or wild card values.

The system should provide the ability to
make mass changes to earnings,

PY36 |deductions, and rate amounts by
bargaining unit, employee group or any
other defined criteria.

The system should provide the ability to
calculate tax withholding based on a
percentage, flat amount, or percentage
PY37 [plus flat amount and/or interface with
tax software to ensure updated tax
tables are used at all times for
employer /employee tax deductions.

The system should provide the ability to
PY38 |perform pay period, month end, quarter
end, and year end accruals.

The system should have the ability to
calculate an amount needed for accruing
PY39 |compensated absences, including but not
limited to, FICA and Medicare in
accordance with GASB requirements.

The system should provide edit and
PY40 |validation codes that are both system
and user defined.

The system should provide the ability to

PY 4T create user defined and/or multiple
formulas for complex earning and

deduction codes. | |
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The system should provide the automated
PY42 |calculation of shift differential based on
rules for employee groups.

The system should provide the ability to
create and track employee deductions
per employee/retiree for benefit
payments deducted from the employee's
paycheck including, but not limited to,
insurance plans, retirement plans,
voluntary plans, non-voluntary plans,

PY43

specialty pays, etc.

The system should calculate all types of
PY44 |current garnishments or garnishments in
arrears.

The system should provide the ability to
store and print information (plaintiff’s
PY45 |address, employee name, SSN, date
paid and amount paid) needed for
answering court orders.

The system should provide the ability to
calculate interest due on garnishments, by
court order, based on a dollar amount
and/or percentage.

PY46

The system should provide the ability to
PY47 |impose user-defined cap for earnings
and deductions.

The system should provide the ability to
PY48 develop user-defined effective dates,
anniversary dates, and expiration dates

for earnings and deductions.

The system should provide the ability to
calculate vacation, sick and holiday
leave accruals on partial pay periods for
both hourly and salaried employees.

PY49

The system should provide the ability to
pys0  |POY employees for authorized hours
from multiple assignments up to a user-

defined limit.

The system should provide the ability to
perform retroactive pay adjustments by
individual, bargaining unit, and any
other user defined criteria.

PY51

The system should provide the ability to
PY52 calculate retroactive pay for a special
alternate pay rate as needed based on

user defined criteria.

The system should provide the ability for
self service calculation of employee
PY53 |paycheck amount through a "what if"
modeler allowing changes to deductions,
pay rates, withholding allowances, etc.

The system should provide the ability to

PY54 establish a final cutoff flag for
terminated employees to prevent further

timesheet processing and check printing. | |
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The system should provide the ability to I I
pay an automobile allowance at
different rates per employee at user-
defined frequencies.

PY55

The system should provide the ability to
void/reverse checks including

PY56 |cancellation of a payroll direct deposit
(with audit trail and accompanying
adjustments to General Ledger)

The system should provide the ability to
take deductions and apply special

PY57
earnings outside of the regular pay cycle
(e.g., special pay).
The system should provide the ability to
PY58 produce and/or allow direct deposit

payments to be made to multiple banks
or payees for each employee.

The system should provide the ability to
auvtomatically adjust liability values in the
PY59 |General Ledger as a result of
adjustments to the accrual balances or
pay rates.

The system should provide the ability to
adjust retirement contributions as a result
PY60 :

of retroactive pay adjustments and /or
changes in retirement systems.

The system should provide the ability to
PY61 select and print payroll checks by user
defined groups.

The system should provide the ability to
eliminate the processing and distribution
of check stubs by allowing payment

PY62
information to be accessible, viewable,
and printable to authorized users and
employees via an on-line portal.
The system should provide the ability to
PY63 void an entire payroll and re-run it if

significant errors are discovered after
the payroll has been run and posted.

The system should provide the ability to
calculate contributions and set maximums
PY64 |on deductions related to benefit plans,
retirement plans and any other user
defined deductions code.

The system should provide the ability to
PY65 |track employee paid benefits for an
employee on a non-paid status.

The system should provide for pro-rated
PY66 |calculations for mid-period hires, rate
changes, and terminations.

The system should provide support for
automatic and manual wage adjustments,
in accordance with federal and/or

state /provincial requirements in regards

to:
PY67 Garnishment
PY68 Child Support
PY69 Federal and local levies
PY70 Bankruptcies
PY71 Other wage assignment computations
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The pay stub provided by the system
should, at a minimum, include the

following:
| |
PY72 Employee Number
PY73 Organizational unit number (dept.,
division, project, etc.)
PY74 Pay period begin/end dates.
PY75 Pay rate per earnings code.
PY76 Message field for general or
employee specific notes.
PY77 Gross earnings.
PY78 Adjusted taxable earnings.
PY79 Medicare earnings.
PY80 Withholding status.
PY81 Current and Year to Date Totals.
PY82 Federal Income tax.
PY83 FICA/Social Security tax.
Employer contribution/employee
PY84 contribution amount for any user
defined deduction code.
PY85 State tax
PY86 Direct deposit (multiple accounts)
PY87 Medicare tax.
PY88 Vacation hours balance
PY89 Sick leave hours balance
PYQ0 Other leave hours balances
PY91 Other deductions and amounts
PY92 Total deductions
PY93 Net pay

The system should provide ability to
PY94 |generate several mandated
governmental reports.

The system should provide the ability to
inquire or run reports on earnings
balances based on a variety of time
PY®5 |periods, including but not limited to pay
period, monthly, quarterly, year-to-date,
fiscal year-to-date, and employee
service-to-date.

The system should have the ability to
provide garnishment reports, including
but not limited to the following:

Garnishment report of employees
PYOO after each payroll run who have

active garnishment on their payroll
record and have been garnished.

Garnishment insufficient fund report
after each payroll run to identify
employees who have active
garnishment on their payroll record
but did not earn enough to be

PYQ7

garnished.

Garnishment warrant report (issued to
PY98 creditors) drawn from garnished
employees.

Garnishment report after each payroll
PY99 run of employees whose garnishment

has been satisfied. | |
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PY100

Garnishment report after each payroll
run to identify employees who have
active garnishment on their payroll
record but the employee has a
termination pending or termination
action processed within that payroll
cycle.

The system should provide the ability to
produce reports including, but not limited
to:

PY101

Payroll register per organizational
unit per standard and/or
supplemental payroll cycle.

PY102

Deduction registers per deduction per
standard and/or supplemental payroll
cycle.

PY103

Labor distribution by General Ledger
code, by organizational unit or any
other user defined parameters per
standard and/or supplemental payroll
cycle.

PY104

Overtime and compensatory time
accruals by period

PY105

FMLA, stand-by hours, extended
leave, safety leave, awarded hours,
excused absence, unexcused absence,
suspension, worker's compensation and
non-pay activities including the reason
and description.

PY106

Planned and actual absentee time and
the related costs, including costs of
associated fringe benefits.

PY107

Employee vacation schedules
reflecting approved requests.

PY108

The system should provide the ability to
create deduction overrides for one time
adjustments or transactions which are
temporary. (For example, the need to
change the direct deposit to savings only
for one check.)

PY109

The system should support the ability to
pay-out employees for their flexible
benefits.

PY110

The system should allow for the creation
of pay tables that are easily
maintainable and can support mass
changes (i.e. 5% increase to group)
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City of Garden Grove
Functional Requirements Matrix
TK Please mark one selection only

Timekeeping Ratings Response Additional Comments

SUP CST Response

General Operating Requirements
Section

The system should provide the ability to I I I I I I |
TK1 define work and leave hours by user

defined criteria.

The system should provide the ability to
enter time at decentralized locations by
the following methods, including but not

limited to:

TK2 By timekeeper/administrator

TK3 By employee

TK4 Intranet

TK5 Internet

TKé Mobile Application

K7 The system should have the ability to
integrate with other timekeeping systems
The system should provide the ability to
establish a default configuration that

TK8 limits the menus available to the
employee for inputting time to only those
items relevant to that employee.
The system should provide ability to set a

K9 default number of hours for hourly
employees and alter the number of hours
worked on an exception basis.
The system should allow multiple units of
time entry and processing, including but
not limited to:

TK10 Hours and minutes

TK11 Hours and decimals

The system should provide the ability to
TK12 [access time by a user-defined date
range.

The system should provide the ability to
charge or allocate labor, i.e. time,
TK13  [against multiple types of fund, job,
department, project, etc. codes as
defined in the chart of accounts.

The system should provide the ability to
TK14 [enter worked time or leave hours in
future pay periods.

The system should provide the ability to
organize a group of employees within
divisions into work areas and/or work
TK15 [teams and select (via pop-up display
etc.) groups or individuals to facilitate
time keeper data entry and/or approval
of multiple time entry.

The system should provide electronic
TK16  [signature features for employees
submitting their time.

The system should have the ability to
TK17  [keep track of work hours when an

employee works several different shifts.
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The system should provide the ability to I I
track, validate and reconcile actual hours
worked by work schedule by position,
classification and employee.

TK18

The system should provide tracking of
compensatory time per rules by
bargaining unit, department, or other
employee grouping.

TK19

The system should provide the ability for
employees to take leave hours in the
K20 period they accrue the hours (e.g., an
employee can take four hours during the
period in which he accrues the four

hours).

The system should automatically check
that an employee is authorized to work
TK21 on a project and that the number of
hours charged is authorized for that
employee on the project.

The system should provide the ability to
K22 limit (assign maximums) the amount of
leave employees can accrue for each

individual leave type.

The system should provide the ability for
users to view online administrative time
TK23 [balances and history at time-entry (e.g.,
pop-up display of leave history and time
bank balances).

The system should validate employee sick
time, leave, and other time bank

TK24 [balances at time entry and generate
warnings and /or prohibitions for time
usage exceeding balances.

The system should provide the ability to
TK25 [vary the number of regular/default hours
by position.

The system should provide the ability to
TK26 [enter time adjustments for prior pay
periods based on user defined security.

The system should display leave balances
on paystubs and reports.

TK27

The system should have the ability to
K28 display real-time balances, including
leave which has been posted but not yet

paid in the payroll system.

The system should provide the ability to
automatically fill in dates in a range for
vacation or leave. For example, the user
would enter a start date and an end
TK29 -
date and the system would fill in the
days in between provided the absence
code is the same and the days are

consecutive.

The system should enable automatic
TK30 [draws from other leave balances when a

balance has been exceeded.

X Approval Section
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The system should flag time entered
TK31 falling outside of normal work schedules
for management review/approval.

The system should provide the ability to
TK32 [workflow the approval of time entry to
supervisors.

The system should provide the ability to
assign various approval rights to specific
TK33 [users/management including but not
limited to approval of overtime, working
out of shift, etc.

The system should support multi-level,
real-time updates and approvals for

TK34
automatic calculation and tracking of
overtime and shift differentials payments
The system should display a warning
K35 |message when the user is entering

overtime hours that are restricted or
require additional approvals.

The system should have the ability to
TK36 [revise submitted timecards or delete them
with the appropriate security.

X Scheduling Section

The system should provide the ability to
define and track work schedules at
multiple levels, including but not limited to
the following:

TK37 Employee

TK38 Position

TK39 Other Classification (employee skills,
abilities, language, etc.)

TK40 Work Group

TK41 Division

TK42 Department

TK43 Location

The system should provide the ability to
TK44 define multiple shifts including, but not
limited to, starting and ending times,

breaks and lunch periods, etc.

The system should provide the ability to
assign employees to hours, shifts,
positions, departments, etc. outside of
TK45  [their normal schedule and accumulate
and track all associated time and related
data without affecting the employees
normal schedule.

The system should provide comments
TK46 [fields to provide reason for changes in
schedules.

The system should provide the ability to
TK47 [define and assign employees to multiple
of labor cost codes.

The system should determine staffing
TK48 [shortages based upon current and future
schedules.

The system should accommodate
TK49  |authorized schedules of any number of

hours up to a specified limit.

X Reporting Section
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The system should provide the ability to
produce reports including, but not limited
to:

K50 Overtime and c?mpensufory time
accruals by period

FMLA, stand-by hours, extended
leave, safety leave, awarded hours,
excused dock, dock, suspension,
worker's compensation and non-pay
activities including the reason and
description

TK51

Planned and actual absentee time and
TK52 the related costs, including costs of
associated fringe benefits

Absence by employee, fund,
TK53 department, organization, shift and
reason by pay period and cumulative

K54 Employee vacation schedules
reflecting approved requests

K55 The system should provide time collection
data reporting at any user defined level.

The system should provide the ability to
print the daily detail of time reported for
TK56  [the current pay period both by
employee number and employee name
sequences.

The system should provide the ability to
TK57  [support time reporting of employees to
assist with cost accounting.
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City of Garden Grove

Functional Requirements Matrix
PC Please mark one selection only

Position Control Ratings Response Additional Comments

SUP MOD Response

General Operating Requirements
Section

The system should provide tracking of the
following data attributes related to each
position. At a minimum, the system should

include:
I I I I I I 1
PC1 Location
PC2 Job classification
PC3 History of Job/Position classification
PC4 Current position title
PC5 History of position titles
PC6 Exempt vs. non-exempt
PC7 History of exempt vs. non-exempt
PC8 Multiple employee grouping fields
(Dept., Division, Group, Unit, Sub-unit)
PC9 History of employee groups.
PC10 Current job code
PC11 History of job codes
PC12 Position description
PC13 History of position description
PC14 Position status
PC15 Permanent or Temporary
PC16 Full time equivalent (FTE)
PC17 Hours
PCi8 Headcount (Number employees in

same classification)

PC19 Job skills

PC20 Training requirements

PC21 Educational requirements

PC22 Licen.ses, certificates and registration
requirements

PC23 Testing requirements

PC24 Grade Level

PC25 History of grade level

PC26 Minimum requirements

PC27 Management and supervisory level

PC28 Physical pqrumerers/Physmql
Demands Analysis
American Disabilities Act (ADA) by

PC29 e . .
classification/essential functions

PC30 Clq?sificuﬁon (with 'ﬁﬂe) for Pay
Equity /EEO Reporting

PC31 Workers compensation/WSIB code

PC32 Diversity information

PC33 Employee type/Employee Association

PC34 Union/Collective Bargaining Unit

PC35 FICA Status

PC36 Civil Service Status

PC37 User c?!'nment section for each change
to position structure

PC38 Date created

PC39 Date (ilrjd time stamp of each change
to position structure

PC40 Expiration date
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PC41 Position review dates/ frequency code

PC42 Budgeted beginning/end dates

PC43 Budgeted/un-budgeted status

PCA4 !:undmg source for position, i.e. grant,
internal, etc.

PCA45 Name of funding source and ID# if
applicable

PC46 .Hlsfory of 'fundlng source for position,
i.e. grant, internal, etc.

PC47 History of pay schedules and steps.

PCAS Orgamzqnona.l .ccz:des (such as
department, division, cost center, efc.)

PC49 Pay schedule and step

PC50 Miscellaneous user-defined fields for

unspecified client-specific tracking

The system should provide the ability to
PC51 track position attributes based on a user
defined structure.

The system should provide the ability to
PC52 designate the number of authorized
positions by department and

classification code.

The system should provide the ability to
PC53 [assign multiple employees to a single
position.

The system should provide the ability for
PC54 employees to be assigned to and paid
from multiple positions in different funds,

organizational units, classes, statuses, etc.

The system should provide the ability to
track position history for each position
PC55 |[including date created, date authorized,
funding history, budgeted positions by
year, etc.

The system should provide the ability to
designate a position as "on hold" or
PC56 ["pending" with an explanatory comment,
for example, a position that is pending
full budget approval.

The system should provide job description
templates to standardize the format of
PC57 [job descriptions. (To describe the tasks,
duties, functions and responsibilities of a
position.)

The system should provide the ability to
forecast payroll costs over various "what
if" scenarios for analysis and budgeting
PC58 [purposes by applying user defined
criteria such as percentage change in
earnings, change in FTEs, leaves of
absence, payroll factors, etc.

The system should provide the ability to
PC59 [establish and maintain a unique position
identifier for each position.

The system should provide the ability to
PC60 [track user defined reasons for increased

salaries related to a position.
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The system should provide the ability to | |
change funding sources associated with
PC61 [positions with full integration and update
of related employee records upon
processing of the change.

The system should provide the ability to
PC62 [log and report on progress of position
fulfillment efforts.

The system should provide the ability to
prevent an employee from being
processed without a valid position control
PC63 . T . a
number (with the ability to override this
control feature given the appropriate

authorization).

The system should provide the ability to
use an alternative "fast track” approach
PC64 |[to fulfilling a position, (i.e. an override
transaction, a pending status, etc. with
appropriate authorization).

The system should provide the ability to
value budgeted positions in different
ways (e.g., by dollar amount, by full time

PC65
equivalent (FTE), by Annual Person Unit,
by Hours) and within different periods
(Month, Calendar Year, Fiscal Year.)
The system should provide the ability to
PCO6 track variances between budgeted and

actual costs by position, by business
entity, by department, by FTEs, etc.

The system should provide controls to
PC67 |[prevent actions on a position that is not
authorized and budgeted.

The system should provide the ability to
PC68 (create salary schedules that are tied to
specific positions.

The system should provide the ability to
track and report on filled and vacant
positions by position number, budgeted

PC69
vs. non-budgeted, pending, department,
date range, union affiliation, or other
user defined parameter.
The system should provide the ability to
PC70 prioritize the use of funding for a

position that is funded by multiple
sources.

The system should provide the ability to
perform mass changes by user-defined
criteria, including but not limited to,
PC71 [bargaining unit, class code, etc. and
automatically update the affected
employee records and/or appropriate
databases.

The system should provide the ability to
PC72 [support budgeting in annual, multi-year
or user defined increments.

The system should provide the
functionality to establish a baseline
PC73 [position budget, process changes that
occur during the year and create a new
baseline if needed.
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The system should provide automated
PC74 [workflow tools to facilitate the request
and approval process for positions.

The system should link or integrate with
PC75 [the base financial system's position
budgeting information.

The system should have the ability to
PC76 [designate a Job or Position as critical for
Emergency Management purposes.

x Reporting Requirements Section

The system should allow for reporting on
PC77 |underfilled positions based on their
assigned FTE per budget year.

The system should allow for reporting on
PC78 [the history of FTEs by position per
budget year.

The system should allow for reporting on
PC79 [the number of employees assigned to
each position.

The system should be able to report by
PC80 (location on the history of current FTEs
filled /vacant for each position.
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City of Garden Grove
Functional Requirements Matrix

LM Please mark one selection only

Leave Management Ratings Response Additional Comments

SUP CST Response

General Operating Requirements
Section

The system should provide the ability to | | | | | |
track any type of leave/absence (i.e.,
vacation, sick time (personal & family),
comp time, FMLA, Administrative, Jury
LM1 Duty, Disability, Bereavement, Military,
Workers Compensation, Personal,
Unpaid etc.), by accrued hours, accrual
rate, accrual frequency, hours used, and
balance based on user defined criteria.

The system should provide the ability to
LM2 define parameters, carryover amounts,
ceilings, etc. for leave/absence plans.

The system should provide the ability to
LM3 provide vacation, holiday and sick leave
advances on an as-needed basis.

The system should provide the ability to
LM4  |view employee's leave accrual /usage
information on all leave types.

The system should provide the ability for
an employee to "donate" leave hours to

LM5 X R
another employee in accordance with
organizational policies.

The system should provide the ability to
track any required documentation

LM6 and/or approval forms for a

leave/absence (e.g., FMLA
documentation, Doctor’s Certificate of
Authorization, etc.)

The system should provide the ability to
create user defined leave/absence
LM7 accrual structures based on employee
attributes (e.g., years of service, job
assignment, bargaining unit, etc.).

The system should allow for
LM8  |leave/absence accruals to be earned
during a paid absence based on policy.

The system should provide an editing and
review method prior to the processing of

LMo )
leave transactions through the Payroll
System.
The system should provide the ability to
track historical data per employee on
LM10 each leave plan - such as type of leave,

leave start date, leave ending date,
estimated return to work date and date
paperwork received for approval.
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The system should provide the ability to
establish and track rules surrounding an
employee's return to work to ensure
LM11 requirements such as a physician's
release to work, training, certification,
and safety are addressed and confirmed
prior to the employee's first day at work.

The system should provide the ability to
accommodate vacation & sick buy back
and sell programs (i.e. leave conversion)
based on user defined criteria.

LM12

The system should provide the ability to
move an employee automatically to a
LM13 |new accrual rate due to anniversary
date, eligibility change or policy rule
change.

The system should provide the ability to
stop the use of leave hours not yet

LM14
earned if the organization's policy does
not allow negative leave balances.
The system should provide the ability to
LMI15 bank compensatory time based on

employee eligibility rules similar to a
leave plan.

The system should allow for the tracking
of special leave days (bereavement time,
jury duty) in hours, rather than as a full
LM16 |day off in order to ensure that 10/40
employees do not obtain more benefits
than normal 8 hour shift schedule
employees.

The system should provide the ability to
LM17  |track leave accruals for part-time

employees.

The system should provide the ability to
report attendance data including but not
limited to absence by:

LM18 employee

LM19 department

LM20 work location

LM21 job code

LM22 supervisor

LM23 project code

LM24 date and time of day

LM25 type (illness, vacation, jury duty, etc.)

LM26 frequency

leave /absence status (medical, non-

LM27
medical, disabled, comp time, etc.
The system should provide the ability to
accurately maintain leave information for
LM28 employees moving between employee

eligibility statuses, bargaining units,
uniform and non-uniform classifications,
etc.

The system should provide the ability to
LM29 |calculate cashout value for accrued leave

based on user defined rules.
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The system should provide the ability to | |
calculate the dollar value of accrued
LM30 |leave based on user defined rules, for
purposes of recording leave liabilities in
the General Ledger.

The system should provide a warning
flag when recorded absence hours are
LM31 greater than the normal work hours for a
specific work day, work schedule, or pay
period.

The system should provide the ability to
warn employees, Supervisors, or

LM32 |Managers when the employee attempts
to use more leave hours than are
currently available.

The system should provide the ability to
notify Leave Management, the
employee's Supervisor and/or Manager
and any other personnel deemed
necessary upon the approaching
expiration of a type of leave/absence

LM33

status (e.g., FMLA, expiration of a
temporary position).

The system should provide the ability to
perform fiscal year end updates on
employee records based on defined
LM34  |criteria (i.e., years of service, vacation
earning factor, bargaining unit,
employee group, seniority, zero out
leave, etc.).

The system should provide the following
self-service functionalities:

LM35 View monthly schedule
LM36 View absence balances
LM37 View absence request history

Enter an absence request (full day or
LM38 partial day, one leave code or
multiple codes)

LM39 Modify an existing absence request

LM40 Cancel an existing absence request
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City of Garden Grove
Functional Requirements Matrix

BE Please mark one selection only

Benefits Ratings Response Additional Comments

SUP 'MOD Response

General Operating Requirements
Section

The system should provide the ability to
track the following types of benefit

attributes:

BE1 Fiscal year.

BE2 Calendar Year

BE3 Budget cycle.

BE4 Benefit plans requiring COBRA
management.

BES General ledger accounts related to a
benefit plan.

BEG Payroll frequency specific to each
benefit plan's deduction schedule.
Definition of employee salary for

BE7 benefit calculations (monthly &
annually)

BES Definition of employee groups for
benefit eligibility calculations.

BEO Tax designations for benefit plans

impacting W-2s.

Annual limitations on benefit plan
BE10 deductions (401k, 403b, 457,
spending accounts, etc.)

Vendor identification for each benefit

BE11
plan.
BE12 Budgeted expense per benefit type
per budget year.
BE13 Budgeted expense per benefit type
per benefit plan year.
The system should provide the ability to
track the following attributes associated
with benefit plans:
BE14 Plan type.
BE15 Plan name.
BE16 Plan vendor.
BE17 Vendor policy identification.
BE18 Plan beginning date.
BE19 Plan ending date.
BE20 Coverage type (options, salary based,
default, etc.)
BE21 Contribution type (flat, table driven,
salary based, age graded, etc.)
BE22 Employee eligibility rules.
BE23 Employee waiting period rules.
BE24 Dependent eligibility rules.
BE25 Dependent waiting period rules.
BE26 Evidence of insurability rules for
life/STD/LTD plans.
BE27 Premium waiver rules for life/STD/LTD
plans.
BE28 Employee contribution schedule.
Covered participants (employees,
BE29 dependents, retirees, former

employees, beneficiaries, efc.)
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BE30 Retirement Tier(s)

BE31 Coverage termination rules.

BE32 Deduction codes.

BE33 Initial enrollment options.

BE34 Effective date of initial enrollment

BE35 Re-.enrollmenf/relnstqtemenf rules and
options.

BE36 Effective date of re-enrollment

BE37 Coverage options.

BE3S Premiums per eligible employee
group.

BE39 Premium cost sharing between

employer/employee.

Personnel actions impacting benefit
BE40 plan coverage (hire, transfer, change
of status, etc.)

The system should provide the ability to
BE41 assign benefit plan codes, deduction
codes, and related premiums based on

employee groups and employee status.

The system should provide mass change
BE42 [updates for current and retroactive
benefit adjustments.

The system should provide the ability to
BE43 [prorate benefits for part-time employees
based on user defined criteria.

The system should provide the ability to
calculate benefit deduction and
employer contribution amounts using
various methods, including:

BE44 flat amount

BE45 percentage of wages

BE46 age graded

BE47 user-defined table of rates

BE48 user-defined formulas

BE49 user-defined limits and maximums.

The system should have the ability to
BE50 [track vesting and breaks in service as
defined by each benefit plan.

The system should provide the ability to
project, report, and facilitate the analysis
of the cost impact to changes in benefits,

BE51
accruals, allowances, etc. for current
employees, retirees, and all covered
participants.
The system should provide the ability to
BE52 v > v

establish multiple vendors per plan.

The system should provide the ability to
maintain dependent and/or beneficiary
BE53 [information including but not limited to
relationship, date of birth, address, and
phone.

The system should provide the ability to

BE54 .
track survivor coverage.
The system should automatically generate
notices to the HR & Payroll Departments
BES5 when an employee is terminating or has

been on leave with monies due to the
organization for loans, tuition
reimbursement, or benefits.
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The system should provide the ability to I I
BE56  |Process grandfathered eligibility and
participation in pension plan or other
benefit.
BE57 The system should provide the ability to
refund benefits premiums to employees.
The system should provide the ability to
make current cost of living adjustments
(COLA) based on user defined criteria,
BE58 | . . s
including but not limited to, individual,
group or all retirement plan accounts if
payments are administered internally.
The system should provide the ability to
generate electronic files to benefit
vendors to include the following:
BE59 Employee name.
BE6O Employee social security number
BE61 Employee date of birth..
BE62 Employee address.
BE63 Employee coverage election.
BE64 Effective date of employee coverage.
BEGS Cover'ed dependents, if applicable for
benefit plan.
BE66 Covered dependents' names.
BE67 Relationship of covered dependents.
BE68 Covered dependents dates of birth.
BEGO Covered dependents social security
numbers.
BE70 Eligibility status of dependent(s).
BE71 Effective date of each covered
dependent's coverage.
BE72 Covered dependents' address if
different from employee.
BE73 Covered dependents other coverage.
BE74 Covered dependents primary and
secondary coverage.
BE75 Covered Retirees participants
BE76 Covered COBRA participants
The system should provide self-service
BE77 enrollment for organization-approved
benefit plans.
The system should support all aspects of
employee open enrollment through an
online portal, including:
BE78 Current benefit selections
BE7O New benefit choices based on
eligibility
BESO Cost analysis to the employee for
changes to benefit enrollments
BES] Employee electronic signature
confirming new benefits selections
BES?2 HR Department review and
confirmation of choices
Reports form the online portal,
including employees who have
accessed their files, employees who
BE83 have not accessed files, employees
that have confirmed new benefits, and
employees that have not confirmed
new benefits.
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The system should provide the ability to
view information online including, but not
limited to, the following:

BES4 Emp!oyee. benefits communication &
confirmation.

BE85 Employee benefits elections.

Employee benefits summary plan

BE86 o
descriptions.

BE87 Employee benefits enrollment history.

BE88 Employee benefit providers' link.

Employee gross pay, deduction and
BE89 net pay information for each pay
period.

The system should track employee

BEQO o . )
contributions for various retirement plans.

The system should provide the ability to
BEOT track periods of non-paid service, based
on user defined criteria, for purposes of

subtracting from pension service.

The system should provide the ability to
BEO?2 enter pension plan enrollment information
and set rates by individual enrollee as

well as globally by plan.

The system should have the ability to
BE?3 [track deferred retirement benefit plans
through the benefit plan set up.

The system should provide the ability to
configure and re-configure employee
pension information (e.g., pension plan
BE94 [code and deduction amount) for new
hires, re-hires, and transfer between
retirement plans as needed based on
plan rules.

The system should provide the ability
to track and maintain benefit
information and changes in status for
retired employees, surviving spouse
and dependents that includes, but is
not limited to, the following:

BE95 Retirement date

BEOG T?'pe 'o'f retirement (e.g. service, early,
disability)
Name, social security number, address,
telephone number, and date of birth

BE97 .. .
of beneficiaries both primary and
contingent

BE9S Dep.end.enf coverage eligibility and
expiration dates

BE9O Last day paid updated from payroll
system

BE100 Last day worked tied to leave status

BE101 Retire/ rehire status

BE102 Remarks

The system should provide the ability to
process, maintain, bill and collect
premiums for COBRA benefits including,
but not limited to, the following:

BE103 Qualifying event.

BE104 Length of COBRA eligibility.

BE105 Expiration dates.
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BE106 Covered participants.

BE107 Elected coverage.

BE108 Premium cost.

BE109 Notification and response dates.
BE110 Payment history.

The system should provide automated
BE111 |noftification to COBRA enrollees when
coverage is going fo expire.

The system should provide the ability to
BE112 |[generate a "Newly Enrolled/Change
Report."

The system should provide participant
reports, including but not limited to,
enrollment, dependent names and
BE113 |relationships, department name, pay
group, social security number, etc. that
can be generated by individual or
group.

The system should provide the ability to
generate insurance billing reports
including, but not limited to, the following:

BE114 type of coverage,

BE115 class code,

BE116 employee name
BE117 amount
BE118 number of insured,

The system should provide the ability to
calculate the premium for life and
BE119 [disability insurance each month based on
age, coverage level, salary and waiting
period.
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City of Garden Grove
Functional Requirements Matrix
TR Please mark one selection only

Training Ratings Response Additional Comments

SUP CST Response

General Operating Requirements
Section

The system should provide the ability to
interface with training systems from other
organizations such as Orange County's
Target Solutions.

TR1

The system should provide the ability to
TR2 interface with the State wide Commission
on Peace Officers Standards and

Training (POST).

The system should provide the ability to
track all required and optional training,
TR3 licenses, certifications, skills, etc., per
employee, by topic and job title,
department.

The system should provide the ability to
TR4 track the history of all training/licensing
related activity by department.

The system should provide the ability to
R5 track the last activity date and next
required action date per employee and

per training and licensing requirement.

The system should track training activities
for all types of workforce, including full
TR6 time employees, part time employees,
seasonal workers, interns, temporary
workers, contractors and volunteers.

The system should provide the ability to
track an employee's progress toward
completion of certifications, degrees or
development (career) path.

TR7

The system should provide the ability to
RS track multiple types of tests, along with a
pass/fail status and a test score for

employees.

The system should provide the ability to
maintain an education plan, including
recommended course and curriculum by
position and/or employee.

TR9

The system should provide the ability to
TR10  |track internally sponsored and vendor
sponsored training all in one system.

The system should be able to track

TR11 X R L
multiple or split day training classes.

The system should provide the ability to
TR12  |cap or limit the number of people who
can take a class.

The system should provide the ability to
R13 track classroom activity for employees
who have completed a class, no shows,

cancellations, etc.
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The system should enable user defined | |
security in order to allow limited access
TR14  |to decentralized departments so they can
only read, write and update to their own
employee records.

The system should provide an interface
TR15 |with position requirements in order to
match requirements to employee profiles.

The system should provide the ability to
monitor training effectiveness by
obtaining feedback from class
participants and supervisors. The system
TR16 .
should be able to automatically send a
follow up form a certain amount of days
(as defined by the supervisor) after

completion of the designated training

The system should provide the ability to
define a training schedule based upon
the employee's professional development
path.

TR17

The system should provide the ability to
TR18 |schedule training by job title and
employee.

The system should provide a consolidated
organization-wide training schedule with
TR19 different view capabilities, including a
calendar, list format. The schedule
should be able to be viewed by topic,

time frame, etc.

The system should provide the ability for
TR20 |users to reserve available training
facilities.

The system should provide the ability to
TR21 survey employees to assess the interest
level in a particular course.

The system should provide the ability to
TR22 |track training costs by participant,
department, program, class, etc.

The system should allow the HR
department to charge departments,

TR23
cancel fees, split charges or charge other
agencies for training when appropriate.
The system should provide the ability to
TR24 track the certificates and training that an

individual has received prior to becoming
an employee.

The system should provide a variety of
multi-media training, such as webinar,
TR25 |video training, PowerPoint slides, etc.
and allow employees to access the
training from their work station.

The system should provide the ability to
TR26 attach scanned certificates, transcripts
and other documents to employee

training records.

The system should provide user defined
TR27  |fields for tracking client specific training
information.

The system should provide the ability for

TR28 X . i
electronic registration.
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The system should provide for the
TR29 |automated integration of registration
information to the desktop calendar.

For external courses (offered by a third
party), the system should provide web

TR30 | N
links to pre-approved training sites for
registration.
If an employee registers for a training
TR31 class provided by an outside vendor, the

system should electronically send class
registration costs and other details to AP.

If an employee uses the self enrollment
TR32 |feature, the system should provide a
confirmation notification.

Once registration information is entered
into the system, the data should

TR33 |automatically flow into the Training
module without the need for duplicate
entry.

The system should provide the ability for
TR34 users with appropriate security access to
view enrollment data by employee and

by course.

The system should provide the ability to
generate reports for individuals,

TR35 |departments, and divisions with
individual training history for employees
and user defined group statistics.

The system should provide the ability to
TR36 issue and print in-house certificates for
those employees who are in (or who

successfully completed) a course.

The system should provide the ability to
TR37 |inquire and report on the employees that
have not taken a required class.

The system should provide the following
reporting capabilities:

Easy to use standard and ad-hoc report

TR38 o L
writing capabilities.
TR39 The system should provide for a
Compliance Year End Review Report.
TR40 All reports should have the ability to be
run by a user defined date range.
Reporting should be decentralized based
TR41 on security profiles allowing each
decentralized group to only view their
own data.
The system should be able to track the
TR42 degrees or certificates an employee has

completed through the Tuition
Reimbursement program

The system should enable the integration
TR43  |of training reimbursement payment
requests with Accounts Payable

The system should enable the tracking of
TR44  |individual use of Tuition Reimbursement in

a fiscal year.

For tuition reimbursements, the system
should provide the ability to track the
employee's:
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TR45 Participation level

TR46 Amount of money budgeted
TR47 Amount of money spent
TR48 School attended

TR49 Goals achieved

TR50 Degree(s) earned

If an employee terminates prior to
finishing up courses taken through the
Tuition Reimbursement Program, the
system should trigger a notification to
HR for partial recoupment of the
reimbursement.

TR51

The system should provide the ability to
TR52 |provide automated reminder notices of
internally scheduled training courses.

The system should have the ability to
generate an automatic noftification when
a class reaches maximum capacity and
has a wait list of a user defined number.

TR53

The system should provide electronic
TR54  |training approval routing based on user
defined routing paths.

The electronic workflow tools should also
include an auto-escalation process. For
example, if an employee has a required
training or does not show up for a class,
TR55 |the system should automatically alert
his/her immediate supervisor. If the
supervisor does not deal with the issue,
then the process should escalate up to the
next level.

The system should provide for automated
TR56 |notification when certifications, contracts
and licenses, etc. are about to expire.

The system should provide employee self
service access to allow employees to

RS7 review their individual training and
licensing information on file.
The system should provide the ability to

TR58 notify a supervisor when training for one
of their employees is due within a user
defined period of time.
The system should provide the ability to
develop and maintain comprehensive
course development data (i.e.: course
catalogue), including, but not limited to:

TR59 Course Title

TR60 Course Dates and Times

TR61 Course ID number/code number

TR62 Course description

TR63 Course capacity

TR64 Course category

TR65 Course learning objective

TR66 Course duration

TR67 Course prerequisite

TR68 Facility requirements

TR69 Equipment requirements

TR70 Training material requirements
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The system should provide the ability to
create transcripts of employee
development activity for use by the
employee and the supervisor. The
transcripts should be accessible
electronically.

TR71
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