
2012-286 

BOARD OF COUNTY COMMISSIONERS 
SARPY COUNTY, NEBRASKA 

RESOLUTION AWARDING BID FOR TIME & ATTENDANCE SOFTWARE PACKAGE FOR THE 
SHERIFF'S OFFICE AND COMMUNICATION DEPARTMENT 

WHEREAS, pursuant to Neb. Rev. Stat. §23-104(6) (Reissue 2007), the County has the 
power to do all acts in relation to the concerns of the County necessary to the exercise of its 
corporate powers; and, 

WHEREAS, pursuant to Neb. Rev. Stat. §23-103 (Reissue 2007), the powers of the 
County as a body are exercised by the County Board; and, 

WHEREAS, bids for time and attendance software have been solicited, made, opened 
and reviewed pursuant to applicable Nebraska State Statutes; and, 

WHEREAS, based on those proceedings, and after a public hearing, this Board has duly 
deliberated and considered the bids received; and, 

WHEREAS, this Board desires to proceed forthwith in order to expedite and facilitate 
service to the citizens of Sarpy County; and 

WHEREAS, one late bid was received by the Sarpy County Clerk's Office. 

NOW, THEREFORE, be it resolved by this Board of County Commissioners that: 

1. The lowest responsive bid of OSLSo/utions for Time & Attendance Software in the 
amounts listed within the sealed bid and clarifications is accepted, ratified, and 
confirmed. 

2. The late bid of Payroll Maxx received by the Clerk's office is directed to be returned 
unopened to the vendor. 

3. This Board's Chairman, Clerk, and Attorney are hereby authorized and directed to 
execute such ancillary documents as may be required to evidence the contract and take 
any and all steps necessary or required in order to carry out the terms of such contract 
after said documents have been reviewed by the Attorney, Fiscal Administrator, and 
County Administrator. 

The above resolution was approved by a vote of the Sarpy County Board of Commissioners at a 
public meeting duly held in accordance with applicable law on the ~"e:~ 

~ ,2012. 
ATIEST: 

Sarpy County Board Chairman 



(])e61foUIJntafino Sarpy County Cferk. 
Renee Lansman 

Chief Deputy 
1210 Golden Gate Drive· Papillion, Nebraska 68046-2895 

Phone: 402-593-2105 • Fax: 402-593-4471 • Website www.Sarpy.com • Email: Clerk@sarpy.com 

Anthony Madrigal 
Payroll MAXX 
11248 John Galt Boulevard 
Omaha NE 68137 

September 18, 2012 

RE: Time and Attendance Software Package 

Action by the Sarpy County Board of Commissioners, at the meeting of September 11, 
2012, is as follows: 

Public Hearing and Resolution 2012-286: Award bid for time and attendance software package for the 
Sheriff's Office and Communications Department. Beth Garber, Purchaser 

MOTION: After a public hearing, Thompson resolved, seconded by Nekuda, to approve the 
resolution and accept the lowest responsive bid of OSL Solutions in the amounts listed 
within the sealed bid. Further, the County Clerk's office is directed to return the 
unopened late bid of Payroll Maxx to the vendor. Ayes: Hike, Thompson, Richards, 
Nekuda & Warren. Nays: None. 

Your bid, having been received by the County Clerk after the designated deadline for 
submitting bids, was rejected and not considered. Therefore your bid is herewith 
returned. 

Enclosures (3) 
DH/kk 

Sincerely, 

~ct(j 
Deb Houghtaling 
Sarpy County Clerk 
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Sarpy County Purchasing Department 

SARPY COUNTY COURTHOUSE 

1210 GOLDEN GATE DRIVE 
PAPILLION, NE 68046 

Memo 

To: Sarpy County Board of Commissioners 

From: Beth Garber 

Re: Award Bid for Time & Attendance 

Brian Hanson, Purchasing Agent 

(402) 593-2349 

Debby Peoples, Asst. Purchasing Agent 
(402) 593-4164 

Beth Garber, Senior Buyer/Contract Administrator 
(402) 593-4476 

Lois Spethman, Supply Clerk/Purchaser 

(402) 593-2102 

On July 12, 2012 nine (9) bids were received along with one (1) late bid for the Time & 
Attendance Software Package for the Sheriff's Office and Communications Department. 
Along with a direct purchase option, vendors bid three (3) different types of software 
packages including: 

1. Sa as (software as a service) 
Generally, SaaS packages are centrally hosted on a Vendor's server with 
the County accessing the program through a thin client on a web 
browser. Pricing for SaaS is not sold as a perpetual license with up-front 
costs but rather a subscription fee. While the application can be 
configured and customized for the County, it is not a true customization 
and would prohibit the vendor from fully meeting the needs listed within 
the Specifications. 

2. Sarpy hosted options 
With the County hosting the software we would be required to provide 
the server space for the application. Both the software and the data 
would be held by the County, depending on the security infrastructure 
implemented within the County Information Systems structure. While 
this is a secure option it also has the potential to increase costs if the 
software requires dedicated servers. 

3. Vendor hosted options 
Hosted applications are generally internet based, online services where 
the County utilizes a thin client and the vendor's server. The County is 
dependent on the security measures of the vendor. Benefits often 
include reduced costs, quicker deployment and reduced administration 
for the County. 



Re: Time & Attendance Bid Award 
Pg.2 

After reviewing all of the bids, four (4) vendors were selected to participate in product 
demonstrations. The vendor demonstrations showed all of the selected vendors were 
very competent with the time keeping applications; however, the human 
resources/payroll applications set a vendor apart from the rest. OSLSolutions was the 
only vendor who could fully meet the needs listed within the Specifications. The 
software has the ability to handle multiple union contracts, provide adequate 
notifications for accruals, track training and working out of class appropriately. 
Furthermore, the software provides the ADP and Munis interfaces as desired by the 
County. The software can be hosted by either the County or vendor. If hosted by the 
County, no additional servers or costs would be required as the software does not 
require a dedicated server. Furthermore, the software has extensive experience and 
specializes in law enforcement agencies. 

The Sheriff's Office, Communications and Purchasing Departments contacted 
OSLSolutions references and all of the references provided very positive reviews. Two 
(2) of the three (3) references stated the software is listed in their emergency plan right 
under their Computer Aided Dispatch program. 

Therefore, it is recommended that the bid for Time & Attendance Software be awarded 
to OSLSolutions for the total bid of $74,500. This price includes $40,000 for 
implementation, $2,500 for training and maintenance for years 2-6. Should you have 
any questions, please feel free to contact me at bgarber@sarpy.com. 

September 6, 2012 

Cc: Deb Houghtaling 
Mark Wayne 
Scott Sovick 
Brian Hanson 
Capt. Kucer 
Larry Lavelle 

Beth Garber 



Beth Garber 

From: 
Sent: 
To: 
Cc: 
Subject: 

Sharee Jacobs 
Wednesday, September 05, 2012 8:32 AM 
Beth Garber 
John Kucer 
OSL recommendation 

After reviewing NOVAtime, Andrews Technology, and Kronos, and OSL Solutions, the Sheriff's Office feels that OSL 
Solutions by far exceeds what the other vendors provide in functionality. OSL is a software solution for processing 
timekeeping, payroll and HR functions pertinent to the complexities involved with law enforcement. The Sheriff's Office 
feels that OSL can meet the needs ofthe RFP. 

Employees can submit leave and overtime requests through an electronic workflow approval. 

The OSL software makes managing employees assigned to supervisors easier by using a role-based model. As an 
example, If 8 A-shift road deputies are assigned to an A-shift supervisor and the A-shift supervisor leaves and another 
comes in, the old A-shift Supervisor is removed and the new A-shift supervisor is added. Other systems we looked at 
were person based, and if an A-shift supervisor left, the 8 A-shift road deputies had to individually be re-assigned to the 
new A-shift supervisor. 

The program allows for a multi-level electronic approval process: supervisor, captain, payroll, etc. 

The program has a quartermaster module that we may be able to keep track of department issued equipment, such as 
shotguns, cameras, cell phones, protective gear, etc. 

The application is server hosted, rather than the client, which does not require a client install. 

Notification of time approvals can be sent through email or SMS cell phone text. 

The software can allow posting of off duty jobs and allow deputies to sign up to work them. 

It has the flexibility in the HR portion to have the employee view their demographic information or allow them to update 
their own information. 

A table is built to hold payroll steps. Some of the other software we reviewed required entering the pay rate for every 
employee separately, rather than having the entries made once in a pay rate table that is then applied to each 
employee. 

The application has a training module where the training sergeant can post training and have employees sign up for 
scheduled training. It will alert when employees are due to be recertified. Training record documents can be attached to 
the training records. 

The software provides a manpower shortage view to assist in scheduling time off. 

Seniority lists can be generated for employees who bid for shifts. 

Can cap maximum accruals. 



Court attendance tracking can allow for keeping track of length of time in court and whether court was cancelled. 

Shift scheduled views allows to see who is on duty. 

Can keep track of FMLA hours. 

Duty roster allows for tracking of cars and radios assigned to employees each shift. 

Allows for work post planner - i.e., deputy working jail housing, jail intake, jail medical, etc., and when they were 
working those posts. 

Allows for part time employees to enter their hours and OSL will compute the total hours and sick and vacation and 
holiday benefits. 

Steps and longevity can be set up to be automated. 

Can provide output for ADP and Munis. 

Can keep track of employee performance evaluations, annual reviews and daily observation reports. 

The feedback from customer references was very positive. They stressed that OSL's customer service was very 
impressive and they absolutely would recommend OSlo 

2 



ADP SumTotal- SaaS 
Sarpy Hosted Per Emp. 

Per Pay Period 
Annual Fee 19560 Annual 
Implementation 18500 
Onsite Tralnlns $1200-$1500 Annual Includes support 

plus travel and maintenance 
or 

'. Virtual Tralnlns o $1.50 per pay period Is 
Maintenance 0$9,750 
Option 1 19560 I 
Option 2 19560 $3 per employee per 
Hardware listed - no costs month Is $9,000 

~Incomplete Costs - Hardware~ , ~Complete~ 

Total Base 39560 
Total w/Optlons 78680 Total 
(Both +travei) Options not bid 

I 
As Bid 

·used green totals when listed 
·If 2nd blue totals· used "as bid" annual 

SumTotal - Perpetual 

3 license fee $110 
1.5 ·1 t ime per employee 

9,000 

Purchase $27,500 

Implementation 

Fixed $2,500 
Seoped $20-60,000 
·scoped Is not defined 

I 

Time and Attenandance Software Packase 

for the 

Sarpy County Sheriffs Office 

SumTotal- Hosted Commeg 

Per Emp. $4 per month Sarpy Hosted 

Pay Period $2 per user 

Annual $12,000 Non-maintenance support 

$180 per hr billed 1/4 hr 

Annual Includes support Increments $45 

and maintenance 

I Software, Install, conRs, 
$2 per pay period Is payroll Interface, reports, 

$13,000 training 

I 
$24,070 

Training I o $4 per employee per TimePro 5000 

Maintenance I 5500 month Is $12,000 Attendance 1250 
· only defined for year 2 Benefits 1500 , TimeSheet 1000 
~Incomplete - Defined Imp~ ~Complete~ VT·WebIiS 495 

Only a 2 year asmt? I VT·Weblic 2500 
9750 , Total 12000 Implementation 10625 

Total 55SQ().95500 Options not bid or $13000 Training 1700 

(Tralnins travel & lodslns billed at cost) 
9DOO 

Optional Software 

VTPC Punch 495 per wstation 

Optional Hardware 

Time Clock 1·9 2295 

Time Clock 10-25 1875 

Flnser Scan 1·9 800 

Finser Scan 10-25 750 

PoE 1-9 195 

PoE 10-25 180 

UPS 1-9 195 

UPS 10-25 180 

Printer 1·9 475 

Printer 10-25 450 

Annual Maintenance Costs 

Software 12% 

total value of Install 

Hardware 14% 

total value of Install 

Year 2 1409.4 

Year 3 1409.4 

Year4 1409.4 

Year 5 1409.4 

Year 6 1409.4 

Ancillary Costs 

S/H oftime clocks $35/ ea 

~Complete Costs~ 

Total 31117 

w/o optional hardware 

I training travel billed at rst 

I 

Andrews Tech 

Per Employee 

Employee 1.9 

2:00 p.m., Thursday 

July 12, 2012 

NovaTIme 

Per Employee 3.67 

Per Pay Period 918 

Supervisor 5 Annual 11016 

Per Pay Period 275 

Annual 6600 Based on employee and pay 

period annual $23868 

Based on 250/15 employee 

$14,300 Implementation 7000 

Tralnins 2500 

Implementation 15120 

Training o All Maintenance Is Included 

In price , 
Year 2 Malnt 1960 , 
Year 3 Malnt 1960 Option 1 • Same as base bid 

Year 4 Maint 1960 Option 2 • Same as base bid 

Year 5 Malnt 1960 I 
Year 6 Malnt 1960 ~Unsure if hosted & hardware 

costs-
Option 1 I 
Same as base bid Base Total 33368 

Total w/optlons 81104 

Option 2 I 
Same as base bid Total as Bid 20516 

Total w/optlons 42548 

Additional Employee $25 

Additional Supervisor $75 

I 
Vendor Hostlns $1.55/ ee month 

Optional Hardware 

MobileApp 1995 

1Q4OO Proximity 1495 

IQ1000 Prox 1995 

IQ1000 Biometric 2195 

Velocity 800 Flng 1195 

Velocity 850 Flng 1495 

Data Connectivity - Optional 

Ethernet Mod 195 

PoE 95 

Hardware Install $295/Device 

Hardware Maint $195/Devlce 

~Complete Costs~ 

Total Base 39220 

Total base hosted 39630.75 

Total with options 67820 

Total options hosted 69052.25 

w/o optional hardware 

I 
Total Base Specified 31520 

Total base hosted 31930.75 

Total with options 44720 

Total options hosted 45952.25 

w/o optional hardware 



Kronos Siemens 

SaaS approach · all Inclusive Per Employee 

software, Implement, malnt, Per Pay Period 

support, hosting, upgrade costs Annual 

Monthly 750 250 em pi per pay period $7500 

Annual 9000 annual then $195,000 

Implementation 3000 Implementation 

Training Included · $0 Training 

Maintenance Included · $0 Malnt yr 2·6 

Option 1 · Same as base bid Option 1 • Same as base bid 

Option 2 · Same as base bid Option 2 • Same as base bid 

I I 
-Complete- I Total 

L Total w/optlons 

Total 12000 I 
Total w/optlons 30000 Total as Bid 

Total w/optlons 

Orion 

30 One TIme Fees 

3461.54 Product license 

90000 Implementation 

Training 

Hardware (Server) 

TIme and Attenandance Software Package 

for the 

Sarpy County Sheriff's Office 

OSlSolutlons 

Per Employee 

114950 Per Pay Period 

56238 Annual 

10800 

21460 Per employee, pay period $10000 

Annual then $260000 

40 
384.6 

0 

Maintenance (does not Incl. hware) 

o Year 2 25289 Implementation 40000 

2595 Year 3 25289 Training 2500 

Year 4 26047 

o Year 5 26829 Maint Year 2 6000 

Year 6 27633 Malnt Year 3 6000 

MaintYear4 6000 

For seso employees only MalntYear 5 6500 

MaintYear6 7500 

197595 Hardware Pridns 

587595 Hardware 3888 Enterprise license· 1 time fee 

0/5 775 Malnt fees are only recurring costs 

92595 SQL 12598 

272595 Maintenance 1400 I 
Total 18661 Total as Bid 74500 

·does not match above VERIFIED 

Optional Modules 

Supoena Mgt 17500 

Subpoena Config 3500 

Agent Interface 15000 

Agent IF Docket 15000 

Agent IF Insta. 7500 

Remote Subpoena 750 

Business Analyst 2250 

Total 334535 

21460 used for hardware 

2:00 p.m ., Thursday 

July 12, 2012 



200 Isabella Street, Suite 402 
Ottawa, Ontario, Canada 
KIS IV7 

Beth Garber 
Sarpy County Clerk's Office 
1210 Golden Gate Drive 
Papillion, NE 68046 

Subject: OSLSolutions' - Two signed copies of Agreement 

Dear Beth Garber: 

2012-09-05 

OSLSolutions hereby transmits to Sarpy County two signed original copies of the 
agreement. 

Thank you for selecting OSLSolutions as your vendor of choice. OSLSolutions looks 
forward to starting this project with the Sarpy Sherriffs Office and E911 center. 

I look forward to hearing from Sarpy County and discussing next steps upon 
approval by the County board. 

Thank you for your business. 

Regards, 

President& CEO 
OSLSolutions 

OSLSolutions 
200 Isabella Street, Suite 402, Ottawa, Canada KI S-l V7 Tel. (888) 675-8255 Fax. (613) 680-5455 

www.OSLSoiutions.com 



AGREEMENT 

This Agreement is entered into by and between the County of Sarpy, in the State of 
Nebraska, a body politic and corporate, and hereinafter "County", and OSLSolutions, 
hereinafter "Vendor". 

WHEREAS, County is desirous of contracting for Time and Attendance Software Package 
for the Sarpy County Sheriff's Office; and, 

WHEREAS, the Vendor has been awarded this Agreement as a result of the bid made by 
Vendor in response to the Specifications and Request for Proposals prepared by County; 

NOW, THEREFORE, for and in consideration of the declarations and mutual promises 
and covenants contained herein, the County and Vendor agree as follows: 

I. DUTIES OF VENDOR: 

A. Services to be rendered by Vendor under this Agreement shall be all those 
services necessary and proper for the installation and materials for Time and 
Attendance Software Package in conformity with each and every term, 
condition, specification, and requirement of the Bid Specifications and the Bid 
submitted by the Vendor. 

B. All provisions of each document and item referred to in Paragraph A above shall 
be strictly complied with the same as if rewritten herein, and in the event of 
conflict among the provisions of said documents, the provisions most favorable 
to the County shall govern. 

C. Prior to the commencement of any work, Vendor will place on file with the 
Sarpy County Clerk, the required certificates of insurance, if applicable. 

D. The Vendor agrees to comply with the residency verification requirements of 
Neb. Rev. Stat. §4-108 through §4-114. The Vendor is required and hereby 
agrees to use a federal immigration verification system to determine the work 
eligibility status of new employees physically performing services within the 
State of Nebraska. A federal immigration verification system means the 
electronic verification of the work authorization program authorized by the 
Illegal Immigration Reform and immigrant Responsibility Act of 1996, 8 U.S.c. 
1324a, known as the E-Verify Program, or an equivalent federal program 
designated by the United States Department of Homeland Security or other 
federal agency authorized to verify the work eligibility status of a newly hired 
employee. 

If the Vendor is an individual or sole proprietorship, the following applies: 



1. The Vendor must complete the United States Citizenship Attestation 
Form, available on the Department of Administrative Services website at 
www.das.state.ne.us. 

2. If the Vendor indicates on such attestation form that he or she is a 
qualified alien, the Vendor agrees to provide the U.S. Citizenship and 
Immigration Services documentation required to verify the Vendor's 
lawful presence in the United States using the Systematic Alien 
Verification for Entitlements (SAVE) Program. 

3. The Vendor understands and agrees that lawful presence in the United 
States is required and the Vendor may be disqualified or the contract 
terminated if such lawful presence cannot be verified as required by 
Neb. Rev. Stat. Sect. 4-108. 

E. Vendor will submit an invoice to County for work completed based on the 
amounts specified in Vendor's bid. Such invoices shall be submitted to: 

Sarpy County Sheriff's Office 
8335 Platteview Rd. 
Papillion, NE 68046 

F. The County and Vendor hereto specifically acknowledge, stipulate and agree 
that each and every term of the Bid Specifications and the Vendor's bid 
constitutes an essential term of this Agreement, and that, therefore, any 
violation of any term, condition, provision, or requirement constitutes a material 
breach hereunder, for which County shall have every right under the law to 
terminate this Agreement, and obtain any and all relief necessary. 

II. DUTIES OF COUNTY: 

In return for full, faithful and diligent rendering of services set forth above, County 
agrees to pay to Vendor the amount specified in Vendor's bid upon submission of the 
required invoice and satisfactory completion of all required work. 

III. BREACH: 

Should Vendor breach, violate, or abrogate any term, condition, clause or provision of 
this agreement, the County shall notify Vendor in writing that such an action has 
occurred. If satisfactory provision does not occur within ten (10) days from such 
written notice, the County may, at its option, terminate this agreement and obtain an 
alternate provider to provide all required materials. This provision shall not preclude 
the pursuit of other remedies for breach of contract as allowed by law. 



~. 

SAVINGS CLAUSE: 

This Agreement shall be interpreted, construed and enforced under the laws of the 
State of Nebraska. It is understood and agreed by the County and Vendor hereto that if 
any part, term, condition, or provision of this Agreement is held to be illegal or in 
conflict with any law of the State of Nebraska or of the United States, the validity of the 
remaining parts, terms, conditions, or provisions shall not be affected, and the rights 
and obligations of the County and Vendor shall be construed and enforced as if the 
Agreement did not contain the particular part, term, condition, or provision held to be 
invalid. 

SCOPE OF AGREEMENT 

This Agreement, along with the Bid Specifications, and Bid by Vendor contains the 
entire Agreement between the County and Vendor, and there are no other written or 
oral promises, contracts or warrants which may affect it. This Agreement cannot be 
amended except by written agreement of both the County and Vendor. Notice to the 
County and Vendor shall be given in writing to the agents for each party named below: 

County: 

Vendor: 

Ms. Debra Houghtaling 
Clerk of Sarpy County 
1210 Golden Gate Drive 
Papillion, NE 68046 

Mr. Jeff Schubert 
OSLSolutions 
200 Isabella, Suite 402 
Ottawa, Ontario 
Canada K1S-IV7 



IN WITNESS WHEREOF, we the contracting parties, by our respective and duly authorized 
agen s, hereto affix our signatures and seals in duplicate this ~day of . 

_~~~~~~, 2012. 

(Seal) 

Approved as to form and content: 

Deputy County Attorney 

Attest: 

Witness 

COUNTY OF SARPY, NEBRASKA, 
A body Politic and Corporate 

~ 
Sarpy County Board of Commissioners 

Vendor: QSlSO /uTho",,s. 

By: ~ 
~ 

Title: Lf!-(S;J{;/\'~ C{ (. 60 



200 Isabella Street, Suite 402 
Ottawa, Ontario, Canada 
KlS IV7 

Deb Houghtaling 
Sarpy County Clerk's Office 
1210 Golden Gate Drive 
Papillion, NE 68046 

2012-06-29 

Subject: OSLSolutions' Response to Time and Attendance Software Package for 
the Sheriff s Office. 

Dear Deb Houghtaling: 

OSLSolutions hereby transmits to Sarpy County our proposal for a Time and 
Attendance Software Package for the Sheriff s Office. This letter is our formal 
submission to the proposal. 

OSLSolutions believe that our product, OSL, is a very close match to the requested 
solution. OSLSolutions have quoted a one-time perpetual enterprise wide software 
license with only a recurring maintenance fee. OSLSolutions would also extend this 
same pricing county wide. 

OSLSolutions did not provide costing for hardware, Server software, or Microsoft 
SQL licenses. MS SQL Express is supported by OSL and is available at no cost. 

I look forward to hearing from Sarpy County and discussing our offer in more detail. 

Regards, 

tL 
Jeff Schubert 
President& CEO 
OSLSolutions 

OSLSolutions 
200 Isabella Street, Suite 402, Ottawa, Canada K1 S-1 V7 Tel. (888) 675-8255 Fax. (613) 680-5455 

www.OSLSolutions.com 



Sarpy County, Nebraska 
Time and Attendance Software Package 

Bid Form 
Recurring Fees 
Per Employee $40.00 

Per Pay Period, based on 250 $384.60 
employees/26 pay periods 

Annually, based on 250 employees/ 26 pay $10,000.00 
periods 

One Time Fees 
Implementation $30,000.00 
Training $2,500.00 

Maintenance Fees 
Year 2 $6,000.00 

Year 3 1$6,000.00 

Year 4 $6,000.00 

YearS $6,500.00 

Year 6 $7,500.00 

Recurring Fees -1st Option Period 
OSL provides an Enterprise wide software licences at product acquisition time. This is a one­
time fee for a perpetual license. Maintenance fees are the only recurring cost. 

Recurring Fees - 2nd Option Period 

OSL provides an Enterprise wide software licences at product acquisition time. This is a one­
time fee for a perpetual license. Maintenance fees are the only recurring cost. 

*Prices are to be F.O.B. - 8335 Platteview Rd., Papillion, NE 68046 



Company Company Name: OSLSolutions 
Information Address: 200 Isabella Street Suite 402 Street 

Ottawa, Ontario, Canada K I S I V7 
Telephone: I 888675 8255 Fax: 613 680 5455 
Principal Contact Person & Title: Jeff Schubert - President & CEO 
Contact Telephone Number: I 888 675 8255 ext.20 
Fax: 613 680 -5455 

E-Mail Address: Jeff(a)OSLSolutions.com 
Years in Business 12 Years 

Number of Employees 3 Full Time Employees 
Contractors as required 

Total sales last 3 years $850,000.00 

lRelfereltllces 
(1) Name of Company: City of Huber Heights 
Address: 6121 Taylorsville Rd. Huber Heights, OH 45424 
Contact Name and Title: Kristi Warden, Accreditation Manager 

Contact Phone: (937)237-3546 
Contact Email: AWarden@hhoh.org 

(2) Name of Company: Hollywood Florida Police 
Address: 3250 Hollywood Boulevard, Hollywood, Florida 33021 
Contact Name and Title: Angie Hein - IT Manager and Application support 
Contact Phone: 954-921-3215 
Contact Email: AHEIN@hollywoodfl.org 

(3) Name of Company: Salt Lake City Police 
Address: Public Safety Building, P.O. Box 145497, SLC, UT, 84114-5497 
Contact Name and Title: Karen Mason - Senior Time Keeper and OSL application administrator 
Contact Phone: 1 801 7993820 
Contact Email: Karen.Mason@slcgov.com 



I certify that this bid is submitted in accordance with the specifications issued by Sarpy County. 

I acknowledge receipt ofthe following addenda (if applicable): 
Addendum #1 _______ _ 
Addendum #2 _______ _ 

Attachments: -/ - Literature 
-/ - Proposed Installation Schedule 
-/ - Training Program 
-/ - Maintenance Program Information 

OSLSolutions 
Company Name Company 

Authorized Signature 

200 Isabella Street Suite 402 
Address 

Jeff Schubert 
Representative (Please print) 

(888) 675-8255 

Telephone Number 

(613) 680-5455 
Fax Number 

Ottawa, Ontario, K1S-1V7 Jeff@oslsolutions.com 
City, State & Zip E-Mail Address 
*NOTE: Sarpy County is tax exempt and will provide the proper form upon 
request. 
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OSLSolutions Proposal Response 

Time and Attendance Software Package 
For Sheriff's Office 

Sarpy County Nebraska 

OSLSolutions Inc. 
200 Isabella Street, Suite 402 
Ottawa, Ontario, Canada 
K1S 1V7 

ORIGINAL 
Proven, 

Powerful 
and 

Highly Effective 
Irnnln'IUIl'" the day to day fUnction. 
of Ofganlzatlonl. .• Saving 
Ume and money 

Jeff Schubert 
President & CEO 
Sales@OSLSolutions.com 
(888) 675 - 8255 Ext. 20 

The information in this document is proprietary and will not be made public without the express written 
consent of OSLSolutions. 

OSLSolutions Page 1 
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OSLSoiutions Introduction 

OSLSolutions have gained an expertise in workforce scheduling for Public Safety 
Organizations that is unparalleled in its ability to provide high functionality at a 
reasonable cost. 

OSLSolutions has extensive public safety experience. We have provided business analyses, 
software implementation and end-user training to both union and non-union organizations in 
Canada and the United States. We know the operational issues in 24x7 environments and are 
familiar with staff and administrative duties and functions within these organizations. 

We understand the complexities of collecting, storing and reporting on employee 
information . We also understand that many aspects of emergency service are stressful, 
under-staffed conditions are not permissible and that staff scheduling can be further 
complicated by different process requirements and local regulations and union 
negotiated practices. 

OSLSolutions's unique differentiator is our ability to configure and customize the 
process, rules and look-and-feel of our solution for each client, regardless of the size of 
the organization . We make it possible to automate the specifics of the individual 
operation. 

OSLSolutions will provide you with a single full integrated solution that will address all of 
your Human Resource Information System (HRIS) and Time keeping requirements. Our 
OSL application has evolved, and will continue to evolve based on the needs and 
requirements of our client. 

OSLSoiutions Key Features 

OSLSolutions facilitates organizations to do more with less. 

We automate complicated work schedules so management knows how many people 
are needed, where they're needed and when they're needed daily, weekly, monthly -
even years in advance. 

We provide unlimited user-defined shift rotations and station assignments. Users are 
capable of creating any schedule, providing the schedule has a pattern and is 
repeatable. We also provide unlimited user-defined master schedules that allow multiple 
users' concurrent access agency-wide. 
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In addition, once schedules are set up, users are able to post known absences (i.e. 
annual leave, training days, conferences, etc.) into the application. As these changes 
are made, the system will automatically deduct or add the time to the appropriate time 
bank. This gives a "rea l-time" capability to an organization's time and attendance 
scheduling process. 

We perform complex pay-rate calculations typically found in union agreements so that 
employees are confident that fair and consistent pay policies are being maintained. 

OSLSolutions have worked with our client base to develop the right scheduling and 
resource management tools. 

Employee self-service - OSLSolution incorporates employee self-service 
functionality for employees to "Electronically" submit leave requests, overtime worked 
slips, submit availability, sign-up for extra duties, view their schedules, time bank 
details, register for course, requisition new supplies, and selective pay information. 
Integrating this flexibility into the scheduling process gives employees a better work/life 
balance and directly impacts retention rates. 

Q Lmployee lime Card tnlfY I{ellln&er . Jim I~I I~ 

0_ 0 .... ""'" 

Trne Code. 00 . OWrtime 1.5 

[ Bank Balances II Bank Oetails I 

r_D«fIIIt 

Start Trne(1"ttMM): ~:~ End Time 21'00 

O"'.IM(Ht*):~:B 

I OYertrne We to paperwort 

R8\Pt« Code 0escr1lti0n Ii'. ~ Net" 
OYertine 0IX0llJA0Ir,I ~fItlVe 2 00 Memo 

, 00-.. 

OVertimo T <lUI: ;4 : .. PtoiedTotaI: f;" 

OSLSolutions provides supervisors with the tools they require to effectively 
management their employees allowing them to focus on their primary job functions. 

The Employee Planner - providing management the capability to control all aspects of 
a user-defined group of employees for a given pay period. This accurate pay 
information can then be easily exported to many commercially available payroll 
systems. 
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The Employee Planner graphically depicts two-weeks of scheduled shifts including 
exceptions such as vacation time, sick time and overtime. Supervisors can book-off 
employees by using user-defined time banks and validate that employees have 
sufficient time available in the selected banks. 

Supervisors can also book employees to work overtime and then add the overtime to 
the employee's bank or optionally pay them directly. Called-in replacements, to resolve 
pre-defined staffing minimum issues based on user-defined rules, ensure that 
employees have the right qualifications needed for the assignment. 

Transaction Authorization - allow supervisor to process submitted Leave request and 
Overtime submissions. Supervisors can modify the submitted information, Approve, 
Decline, or send the Request back to the employee for repair. Supervisors can utilize a 
combination of the Employee Planner and Transaction authorization to verify staffing 
levels prior to approving leave requests. Single or multiple levels of approval can be 
configured to confirm to your approval processes. 

I) Tron!;dcllon Aulhorl1'ollOn Rcllmecr . Jim ReltmgN JIm _ I Ix 
~-0 - 0 _ 

0 """""" 0 ..... 
0 _ ..... 0 " 8Irt~I..t'Id.y . T . (OO).27.XI IWcrw. ~ •• Jell ScNcUe.Al. 12:00 - 20:00 o..p.y nne OffTr~OrIyQ 

'-

_ _________ ~;al - ,-I _..J~ - ,-I -....II~ 
1

"_ Codo o..~ ... -""" I 
: I I I II ¥ 

OWoertmeTtIht: ':M Pr-tectT". t: .. 

I !efr ..... OrId I 
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Master Roster - providing supervisors with an inter-active duty roster facilitating the 
assignment of employee's work functions, equipment, and lunch breaks. Supervisors 
enter employee related notes and shift briefing notes for reporting purposes. Generated 
Rosters can be copied to subsequent shifts. Reports can be printed and distributed or a 
find function is available to search of key information . 

Ii) Mdsler Roster Re ttinger . Jim ~I ~ 
filer Sdecl.ion 

~O"e: 12011N1N1 ~~ Fri . Nov. 11 ,2011 \ ® Day 0 Afternoon 0 N/g'f Shift: 08:00 - 19:00 

PIoIOOItIPlATOON1A ~ PIoIoon1 A I Select S1otlor(.) I 
loadOeta 

Hastel Roster Roster Notes 

[)eta Vellldeltioo I Mar'JJaI .&4Jstmeris 

Nome Badge 51-' tNT RADIO TASK RADAR LuncIl SIi1tSleri SIi1tEnd NO • • rrneCode '" 
""""""', l. 11. STAllON 1 CAR 1 R11 NSl'ECT 12:00 09:00 17:00 

Jackman, K 116 STATION 1 CAR 2 R22 SWAT1 15:00 12:00 2000 PlIlroiWe$1 side 

BecJcwtil, A 395 STATION 1 MARtoE R3J MARJlE1 16:00 12:00 2000 TO'NTlelake 

Llndoy , T 108 STATION 2 MARIIE R55 MARtE1 16:00 12:00 2000 To'NOe Lake 

[/,OI'lIO'on, Bryon 118 STATION 2 TRlJCI<1 R99 CD 17:00 12:00 2000 IXlder cover Stream Mal 

Orasswel, A 390 STATION 2 M24 RT6 CD 17:00 0000 0000 I.h:ter cover Ccuiy F_ 
Lowder , S. &138 STATION 2 M25 RWl2 RADAR RA-2 18:00 12:00 2000 ~way56 

Oevls ,C. 88248 STATION 2 M26 R23 TRAfFIC RA·' 17:3) 12:00 2000 Float Team Ii 

-' -, 

1<1 .>J' ';: 
Data Processing 

I Time ~ Leoend II Prroter o"tJon. II Prrot 11_ To Excel I Use Def"", ()njor i1 Report ~ Prrot NO .. " Report ~ 'CWf _ .. RO<ter ~ I kist Ext 

We support multiple levels of role-based security with the ability to adapt to role 
changes quickly. All users require a User 10 and password to log into the OSL system. 
The application can be set-up by specific role and user to restrict what peer information 
or subordinate data can be viewed . 

With each defined role, the application can be enabled , disabled , or configured for "read 
only" mode. Data filtering or partitioning is based on defined roles. When a role is 
defined, data filtering rules determine what hierarchical information the role can view or 
manage. And Data specific security is also available for key fields such as Social 
Security Numbers and can be suppressed from all displays and reports. 

We manage an unlimited number of user-configurable and user-specified event or 
activity codes for tracking project and event resource hours and payroll-based costs. 
This tracking ability, coupled with OSL's detailed reporting capability, assures accuracy 
in calculating overtime and ancillary costs associated with special needs scheduling to 
maintain extra staff. 
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We provide a Personnel Module that makes it easy to record , track and extract 
information about the people who work in the organization . Quickly create 
comprehensive, user-definable employee profiles; track training , languages, 
reclassifications, special qualifications, seniority lists, telephone lists; record detailed 
notes on each transaction record . 

'" Employee Table Rettinger . Jim Filter: 1 of 141 G::I 
Sick Top Up 

E~yee , : 10000000108 I 
first Name: 1 Jarice I 
~~~ 

Middle Name: 1 Diane I 
~~~ 

Lest Name: 'wIU'_'od8Y ____ .. 1 

SN. 1000-000-000 

68dge , : 1108 
~~ 

Mr~s: IMrS . '-__ ...... iiI 

Gender: IFemaie '--_ ........ 
E~e Mar~el Slotus: 1 CorMlon L.w ~I 

Notes: $1. headache 
S2 - knee 
S3- elbow 
S4 - ear 

Union I Awards I Settings 

We provide a comprehensive Quarter Master system that will allow control of all of 
your inventory items including costs, expirations, serial numbers, and assignments. 
Detailed reports are available for costing , forecasting , expiration management, and low 
inventory items. Employees are able to requisition new inventory items while ensuring 
that they have not exceeded their yearly maximums. Purchase Orders can be 
generated and issued to vendors and then the order can be process when it has been 
received . 

We provide a full integrated training sub-system that is used to manage employee 
training and qualifications. Training departments can design training programs around 
certification requirements and announce courses, manage classes and automatically 
submit attendance. Employees can pro-actively electronically register for upcoming 
courses. 

Although OSLSolutions does not provide a payroll module we do integrate our product 
with many of the commercially available payroll systems (Great Plains, SAP, 
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OSLSolutions provides an Interactive Employee evaluation system which allows 
Supervisor and Employees to track daily performance and competencies that contribute 
towards the annual review process. This feature would prove extremely useful duration 
the probation period to track and monitor an employee progress within your 
organization . 

We deliver exceptional reporting capability that allows users to quickly access and 
display pertinent information. All reports are displayed on screen and users have the 
option to send to printer, export to Excel , or other supported file formats. Users can 
also produce reports job functions, monthly, annually or for a selected date ranges. 

Time Capture devices such as the OSLSolutions Web Punch or the full integrated 
HP4000 Biometric hander readers can be used to capture employee actual arrival and 
departure times. These "Punch Times" represent employee actual employee attendance 
information. Punches can be used to automatically generate pay transactions, overtime 
hours, and potential garnish employee time for late arrivals or early departures. 

OSLSolutions Benefits 

Reduce Overtime: 

Schedule creation and management draws from a pool of personnel each with pre­
defined skills and preferences. Schedules detail coverage requirements - how many 
people, what roles, what qualifications. Migrating from a paper-based scheduling 
system to the OSL solution allows administrators to stop shuffling paper and optimize 
schedules to reduce overtime and improve coverage. Even a 1 % reduction in overtime 
costs can realize thousands of dollars of savings per year. 

Eliminate Time Management and Validation : 

According to studies conducted by Robert Half Agencies, the average lost productivity 
per day is 49 minutes. HR Technology estimates that in-complete or in-accurate data 
accounts for 3 - 7% of payroll. OSLSolutions' Employee Time Card submission and 
approval process in association with the seamless integration with payroll systems 
provides undisputed confirmation of employee time worked within the facility and when, 
resulting in fewer pay cheque corrections. Our ability to configure specific process and 
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rules , generate reports and forms for management improves data quality that helps an 
organization control their biggest manageable expense - payroll. 

Save Time: 

Studies have shown that manual totalling of time cards takes approximately 6 minutes 
per card per day and that paperwork transfer takes 2 to 3 minutes per employee per 
pay. The OSL solution automates this timekeeping function by storing and calculating 
multiple pay and benefit rule sets by labour group and interfacing with HR and payroll 
systems. Organizations realize a dramatic reduction in time spent calculating time cards 
and coupled with a direct decrease in paper costs - printing, paper and distribution -
they also realize an indirect decrease in time spent handling paperwork. 

Eliminate Errors: 

One of the most obvious disadvantages of using manual time card calculations and data 
collection is human error. Studies have shown the human error factor to be from 1 to 
8%. Automating the timekeeping and scheduling process virtually eliminates error in 
payroll. The results are reductions in accidental overpayments and underpayments. 
Employees are also confident that the organization can maintain and enforce fair and 
consistent pay policies. 

Improve Productivity: 

The OSL solution automatically shares information between Payroll , Human Resources 
and Scheduling, eliminating the necessity of entering the same data many times over. 
This substantially reduces the paperwork required to create and administrator 
schedules, resulting in more time to deal with other personnel requirements and issues. 

And because the OSL system allows employees to remotely input their availability, 
vacation requests, view schedules, time bank details and selective pay information, this 
results in fewer inquiries to the HR department as useful information is on-line and 
available to all employees. HR specialists are now free to address other areas requiring 
attention. 

Enhance Decision-Making: 

The OSL application provides a system search and reporting capability in various 
combinations to generate detailed reports and forms required by external parties. 
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Other useful information includes 'Manpower Availability', a peer-to-peer comparison of 
time-off as well as comparison by Department, Division or the organization as a whole; 
lost 'Person Years'; ratios of time-worked to time-off for any employee, any period, any 
time bank. 
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#4 OSL Security Model 
OSL provides a comprehensive security model. 

• OSL provides form level security through security role definitions. 

• A security role can be defined and assigned to 1 or more employees. 

• Security roles can restrict data at the employee level, supervisor level, or 
administration level. 

0 Employee Level: View their own banks, schedules, and perform Employee 
Time Card Entry submissions. 

0 Supervisors level: Employee Level + manage their resources with Employee 
Planner, Master Roster, reports and approve leave requests and Overtime 
submissions .. 

0 Administrative level: Employee + supervisor and all administrative 
functions. 

• OSL's Modification log captures all employee actives in the product. Every added, 
changed, or delete events are tracked to the Employee, Employee #, time performed, 
at work station performed from. 

#6a Project Manager Nanci Forgeron-Green 
OSL Project Manager will take the complete lead on the project and provide a single focal 
point for communication. Project Managers also perform the business analysis, prime the 
application configuration phase, as well as perform the end user training. 

Nanci has successfully deployed the following projects. 
Peterborough and Lakefield Police Service - Karen Howran (705) 876-1122 
Halton Regional Police Service - Karen Bettsworth - (905) 825-4777 
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I 
#6b Project Schedule - Installation time line. I 

Here is the initial schedule and time line. The schedule will be a living document that will 
continue to evolve throughout the project. I 
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Requirement Sheets 
# Requirement Status 
On-Duty - Functions 
1 Program can support multi-levels of usage including employees and 

supervisor clients 
A 

OSL supports an un-limited number of employee security roles which define the types of clients. 
OSL uses security roles to define the behaviour of each employee. Security roles are built and 
then assigned to one or more employees. Each security role defines what functions can be 
performed, what privileges for the function (read/execute), and what employees can be managed. 

All security roles are defined at application provisioning time and new security roles can be 
defined at anytime by the application administrator. 

2 Holds time bank hours for sick, vacation, comp and other leave types. Adds 
and subtracts hours. Hours for sick and vacation are automatically adds 
based upon contract benefit rules. Subtractions occur when employee 
requests time off or the department makes deductions. Show current 
balances and activity history. 

A 

OSL supports an unlimited number of Time Banks. 

3 

• Time Banks can be loaded with time on an annual basis or can automatically accrue time 
based on contract rules. 

• Time Banks can also be defined that will accumulate time, such as training hours. 
• Maximum limits can be set for each Time Banks. 
• Time Banks can be allowed to go negative or can be prevented from going negative. 
• Time Bank Balances are always displayed to the employee at submission time in 

Employee Time Card Entry and to the supervisor at approval time. 
• Time Banks are automatically updated as employees booked-off. 
• Year end rules define whether time banks roll over into the next year, zero out, or transfer 

time into another bank. 
• All Time Banks will be configured during the provisioning phase of the project. New 

Time Banks can be created at any time by the application administrator. 
• Current balances are always displayed to the employee in the Bank Inquiry. Employees 

and supervisors can review any captured historical balances and transactions. 
• OSL also supports future year entries. 
• Detailed reports are available to report on current balances and corporate liabilities. 

Absence and pattern reports are also available. 

Allows employees to view their time balances. A 

OSL provides employee with a number of tools to view their time bank balances. Time banks 
can be made public so employees can view them or suppressed from employee view if they are 
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I 
for administrative purposes 

• Bank Balances S - ummary WI 11 b nk a ISPJaya ·h s WIt tt curren Ime bank va lues. I 
l \lJ ____ ......... ' --.-- ~ lOt 

Son Order-: I TIme Code E] [0 A."""., OOHeendhg J 
TIm. Code I Desa1pdon I Fa_dor i~_1 0 Y~ar E!,d Sa!an T~d!~Y's Balance IPendtng Values,Pendlng BalanQF A 

~ 
Acc:ruedTIme 1.00 70.00 102.00 0.00 7000 0 
Regular wortt Hours 1.00 0.00 ------0.00 d ... 0.00 0 I 

SK SId< 1 00 0.00 0 .00 0 .00 0.00 ~ > ST Statutory Holiday '00 B.OO 56.00 0 .00 8.00 
SW statutory H oUday Wortc:ed 1,00 0.00 0.00 0 ,00 0.00 0 
US 8 anked TIme - Uniform 1.00 39.00 39.00 0 .00 3900 0 
UC Court - Uniform · o rr 0 1.50 0.00 0 .00 0 ,00 0.00 0 
UO overtime - Uniform 150 000 000 000 000 0 

~ I 
I The Factoring has been applied to Sank Balance. I 

Record Notes Record Log 

I JI J 
I Pnn. I I F"," I ~ ,'.,,"aE'~ I IiJUt I 

• Bank Balances - Detail will display a single bank with the ability to mine each specific 

I 
I 

Time off or Overtime submission. 

AwimlIIlWt WningJ WlIl1 
~il:t Eu~m tlaols IimLQfI E.ll.!millIm ~ I 

January 000 000 000 000 104 00 
000 000 000 000 104 00 

February 104 00 000 000 000 000 
000 000 200 000 10200 

March 10200 000 000 000 000 
0.00 000 000 000 10200 I 

April 10200 000 000 000 000 
000 000 000 000 10200 

May 10200 000 000 000 000 
0 00 000 0.00 000 10200 

June 10200 000 000 000 000 
000 000 000 000 ' 0200 

July 10200 000 000 0.00 000 
000 000 800 000 94 00 

I 
August 94 00 000 000 000 000 

000 000 16 00 000 7800 
September 7800 000 000 000 000 

000 000 000 000 7800 
October 7800 000 000 000 000 

0.00 000 0.00 000 7800 I 
November 7800 000 000 000 000 

0 00 000 000 000 7800 
December 7800 000 000 000 000 

000 000 8.00 000 7000 

I Pending EnlrlP5 000 Pending Balance 7000 

Future Entnf''5 0 00 Theoretical Balance 70 00 

Double Clck On Any Number To List the Transaction Details 

I 
'of' Ye ar ~ Facto nl) ~ 

• Annual Pattern Dis la 

I 
I 
I 
I 
I 
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Lei ut< I Time Codes II Display C,lendar I I EldI 

• Time Balance - Provides a textual of time bank details. 
4 Allows employees to electronically submit leave requests to eliminate paper A 

and increase workflow efficiency. After submission, the supervisor processes 
and the employee receive an email that the supervisor approved or denied 
the request. If approved, the request is forwarded to the division commander 
and then to the administrative review and confirmation 

OSL Employee Time Card Entry supports leave request submission. 
• Single day or multiple day leave requests can be submitted. 
• OSL will auto-populate the start time and duration of each shift for the employee. 
• Submissions can be to a named supervisor, group of supervisors, or a specific position. 
• Employees can add notes to submission. 
• Employees can select what type of leave time will be used, holiday, vacation, banked 

overtime, as examples. 
• When the leave type selected, available time bank balance value will be displayed to 

employee. 
• OSL provides both OSL note and email notification of all approved, declined, pending or 

repair state changes made by the supervisor back to the employee. 
• Supervisors receive once daily e-mail notifications of any new employee submissions. 
• Levels of approval are defmed for each type of leave. Leave requests can be defined with 

single or multiple levels of approval. 
• Reports document the complete life cycle of each submission for auditing purposes. 
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~1iI"'d0el. 

"'-' '-11XXXXIOO1=""=----,""'" T....., 
startOele: j2012106J25 ~ Mcn. JI.n. 25, 201 2 

EndOetr.12012Cl6f29 _ Fri ,u,. 29, 201 2 

~SHn.. I7; ";" - 1 1'" 

SenclForAIAnortZition 

Sti1IlntDfl'll8tlo1 

.",... r.::!VA"""'v,,--::atio-n --:=~ I Display Defauns I 

Tina Code. 03 · Vacation 

ProcesU1gCode: 13 Time 011". Deduct From Ban .. 

TirnI!ICodeBelence.: 1u:nleank Billances I 
I BankOetaiis I 

_ Dot ... 
g.n Tme (l+thW): I_ih l: B Duratlon 12:00 

End nne (t'tt1lN): [::::::J: B 
...... (Itt- ~:B 

I 
Ass;pr.en:DeiIliS 

- 11XmXlOO25 

Owertirne Tollt . : " Profed Tatlll: .! II 

Employee able to cancel a request for leave before or after supervisor 
approval. If requested after approval, email confirmation should be sent to 
the supervisor for approval or denial of the request. If cancel request is 
granted, the request is placed in a queue for administrative review and 
confirmation. 

A 

Employees can cancel any leave request prior to final approval by simply deleting the 
submission in Employee Time Card Entry. OSL does not allow employees to cancel vacation. 
This is a . task transaction authorization or the 
6 Program can detect possible duplication if an employee submits for both A 

com and overtime for the same hours worked . 

OSL provides warnings for all possible duplicates and conflicts. 

7 

• If there are duplicates or overlapping time off transactions, OSL will generate a warning 
to the employee and the supervisors doing the approval of the transactions. 

• OSL compares the book-offs or overtime submissions against the employees schedule 
and will warn of any potential conflicts or mis-matches. 

There are groups that are applied to the Time Bank approval functions: the 
employee, supervisor, division commander, administrative commander and 
administrative review and confirmation. Approval, review and confirmation 
mi be multi Ie at the same level. 

A 

OSL allows for one more levels of approval for leave request or time off type. 
• Employees can submit directly to a named supervisor, a group of approvers or a specific 

position. This is defined during the application provision phase. 
• Upon approval requests can be steered towards any peer or supervisor. 
• Final approval results in the creation of the transactions and time either being deducted or 

added to an employee' s bank. 
• Exact work flow will be defined at time. 
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8 Employees can submit comp overtime A 

Employees use the Employee Time Card Entry to submit comp time requests. 
• Employee can verify time remaining in comp bank at submission time. 
• Comp bank can be prevented from going negative. 
• Comp time could also be cashed out by employee request. Cash out requests can 

automatically be approved without going through the work flow. 
• Upon approval the comp time balances is adjusted. 

9 Training and certification history is recorded, along with viewable scanned A 
documents pertaining to training and certification. Certification renewals can 
be tracked by running reports that forecast when recertification training is 
needed. 

OSL supports a complete training management subsystem. 
• OSL records employee training 

o All training records have date course taken, duration, grade and expiration date. 
o Training certificates can be scanned and attached to employee record, where they 

can be viewed in the future. 
o Reports can be executed to show employee training history and when re­

certification is required. 
• Additional functionality. 

o All upcoming training can be entered into and publish to candidates. 
o Candidates can . ster in OSL for course. 

Course Registration ----------:::==::::::: 
!&OQisterod Courses I 

Select the troiinc;l you woUd ike to siQn up for 

Select CowseName Comm. Oate CGndusIon Date DIoryO"'e Tatal5eatJ: A 

sttIf sat 201~ 2012/10/12 2012107)01 8 

] II_Troiinc;l 12011104/16 12011104/16 2012/07/01 1 5 

2012 Fn Arms 201~ 201~ 2012/!l1/1l1 10 

t- + t + .v 1 1 I I 

Select the date you woUd ike to .. gist ... for which is pertainil) to the [staff 5C)t] Troiinc;l 

Select stort OMe EndOate stort Time End Time ",voil. Se.... EmpI. RegIotered- tA 

] 2012/08/09 2012/08112 09:00 15:00 3 Lis1~HS 

J. 201?J1~ 2012/19/12 09:00 15:00 5 1 list~l!!! I 
I t ---r- - -+ -~ ~-

T---r- .~ -- Ii: 
!l«scrlpt1on/Topics I 

I NoROQist.,- II ROQist.,- II """ 
o Calls lists can be printed for sign-in purposes. 
o Attendance can be automatically submitted. 

• Employee training can be viewed at scheduling time or when hiring for overtime. 
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10 Vacation for full time employees is earned in a lump sum annually. The 
amounts of vacation earned annually vary according to the tenure of the 
employee. Sick leave is earned 10 hours monthly for full time employees. 
These amounts would be automatically deposited into the employees' time 
bank. 

OSL supports the bulk loading of vacation time based on tenure. 

A 

• Annual vacation award allows for the definition of vacation hours to be awarded based on 
years of service. 

• The loading process is manual and allows vacation awards to be reviewed prior to 
posting. 

OSL Solutions supports the monthly automatic loading of sick time. 
• Date sensitive accrual process allows for the definition oftime bank (sick), number of 

hours (10) to be loaded by union (full time), and date of award. 
• This process also enforces any maximum bank balances. 

Awards------------------------------------------
Union Code: IIJOO(J()OO'BA Ithaca PeA, nco 

Notes: Aw ard 80 hcu's of vacation time to employees w ho 
have between 1 and 5 years of servk::e. 

Time Code: I 03 '------=-IvA1. ru.tl 
Symbot ~ Vee.ion ~ 

RIJie: 
Award I 8O.QC()() I hours vacetion to ~ees who have erttai1ed ~ veers of Ser.1ce blA 

who have less than ~ years of ser'wice. 

11 Part time employees earn 1 hour of sick and 1 hour of vacation for every 26 B 
hours worked. These amounts should be computed automatically based off 
of the number of work hours the employee entered into the program. The 
employee enters their time in and out each day the work. The supervisor 
signs off on hours being submitted for pay. After approval, computations are 
made by the program and added to the time bank for sick and vacation 
hours. 

OSL Supports a Part time employee time card entry form 
• Employees would enter the start and end time of their shift. 
• This would be routed to their supervisor for approval. 
• Upon approval the appropriate pay transaction would be generated. 

OSLSolutions can modify the date sensitive process (customization). 
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----- ------------------------------ - - ------------ -

OS[ ,Sollltion, 

• The process can be modified to the awarding of 1 hour sick and 1 vacation to part time 
employees when the 26th hour is earned or the award could be done monthly. 

• OSLSolutions will create a detailed specification for sign-off prior to implementation. 

12 Changes in benefit accrual rates can be modified when employee contract 
changes occur. 

OSLSolutions supports both a manual and automated rate of pay change. 
• Rates of pay changes can be future dated or retro-active. 
• Retro-active change report is available to calculate retro-active pay. 
• Historical transactions can be re-aligned to the retro-active pay increase. 
• There can be many future dated rates of pay for the same classification. 
• Historical time can be used at the historical rate or at the current rate. 

A 

Automated process allows selected classifications to be increased/decrease based on a percentage 
or fixed rate. 

Rate of Pay -----------------

Classification Code: 10004000-01 I Chief 

Effective Dele: 12012J01 J1)1 ~ Jan 1 0 2012 

Unti Date: ~12O~1~2f1~2~J31~~~~1=2=__,DeC 31 0 2012 

Hourly Rele: I $45 .2300 I 
No1es: Based on Collective Agreement 

signed 2012102101 . Retro-active 
to 2012'()1 1011 

Rate Of Pay list 

Aligned: No 

13 County should have the option to export benefit and pay information into a 
text, CSV or Excel spreadsheet. 

OSLSolutions 
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OSL supports a number of payroll, time bank, transaction, availability, lost time and employee 
centric reports. All OSL reports can be viewed, printed, or saved as a text file, PDF, Word, or 
Excel document. Excel files will be generated in raw data format for further manipulation. 

14 Program should have an alert or report that would detect comp time over A 
240 hours for non-sworn personnel and 480 hours for sworn personnel. 

OSL can be configured to warn and allow user to exceed maximum or warn and not exceed 
maxlffium. 

• OSL can be configured to include or not future Comp Time off transactions. 
• Different Group totals can be defmed for each type of personnel. 
• Group Totals are displayed on the Employee Time Card entry form for the employee to 

view at submission time. 
" Group TIme Code l dble Hulchinson . l. 1-1 

Group Time Code Table --------------

Code: IOOC()hPTIhE I DescrlXion: I Sworn Maxirm..m Comp. Tine 

GroupMoximumVoOJeHlth4M I 480 t~ CheclcloollowGroupMaxiTunVakJe lobeexceeded: ~ 

Disph!lY Message 11 Exceeding Bank: ~ W8Irnng Message: You have reached the Maximum COIf1) A 

Time. Please take the t ime in Pay -

Notes: Sworn Maximun Comp Time is 460. Bari< C8fl be conf~ed to 8iIow user to exceed wlh At. 

wal'ning or net exceed 81 all 

15 A large section of reports can be generated to track leave and scheduling. B 
Reports should include, but not be limited to: 

a. Employees can view time balances and historic use of time off accruals. 
Viewing should be viewed as year to date, past year or specific date ranges. 
b. Overage reports that can determine the amount of hours in excess of a 
given amount, such as employees who have vacation accruals over 120 
hours. The overage report would be for employees with 120 vacation hours 
over their allotted vacation time bank that they are about to earn for the 
next year. In other words, they could have 120 vacation hours and then be 
earning 80 vacation hours, for a total of 200 vacation hours and be okay. If 
they have 121 vacation hours and are 90 days out from their date when they 
would earn new hours for the next year, a notification is sent to the 
employee and supervisor. This alert could occur 90 days before the new time 
bank is earned, then 60 days, then 30 days, so that the employee and 
supervisor can work on scheduling vacation time off for the employee. 
c. Audit report shows when employee requested time off and when and who 
the supervisor was who approved it. 
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d. Seniority reports by date of hire. 
e. Unused leave report to monitor accumulated leave not taken 
f. Leave analysis that shows how leave was taken by at least 19 different 
leave types. 
g. Projected future time off in calendar view for a group. 
h. Comprehensive report for every employee showing all leave type balances. 
Report should be available for year to date, past year or specific date range. 
i. Each leave type for all employees or groups of employees, showing total 
accumulation. For example, the total hours of sick time used for Road Patrol 
A Shift in a specific date range. 
j. Calendar view of who is currently off in a calendar day. For example, a daily 
roster. 
k. County audit reports for total comp and vacation hours for each employee. 
The audit reports would be for all benefit hours as chosen and time frame 
desired. For example, there are three types of sick leave banks, comp, 
vacation and administrative leave. 

OSL Supports a number of reports. 
1. Reports can be filtered to the specific employee or can be rolled up by any level within 

your organization. 
2. Reports can be viewed, printed or saved as PDF, text, Word, or Excel. Excel reports are 

in raw format for further data manipulation. 

A) Employee Time Banks 
a. Employees can view the time banks and transactions. 
b. All historical time off transactions can be viewed in the Annual Pattern display or 

Bank Inquiry (detail and summary). 
c. Each specific historical and future time off transaction can be viewed by the 

employee or an employee' s supervisor. 
B) Overage report (custom) 

a. OSL can be configured to support the Annual Leave rules by taking into account 
any future time off transactions. 

b. OSL Time Bank reports will display employee vacation time bank and can be 
used to viewed current bank totals. 

c. OSL can build a custom report if the current reports and functionality do not meet 
the requirement. 

C) OSL' s Transaction authorization report provides the following details: 
a. Details about time off requisition (employee, time bank, date and time submitted, 

and date and time wanting off). 
b. All interim and final approver, date stamped. 
c. All declined requests and who declined the request, again date stamped. 

D) Seniority reports 
a. OSL Supports a Date of hire and Adjusted Date of hire dates that seniority lists 

can be generated on. There are 9 custom date fields as well. 
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b. Seniority can be generated based on Unions, Civilian or sworn, Rank, Rate of 
Pay, full time/ part time, or based on specific work locations within your 
organization. 

E) Un-used leave 
a. OSL's Bank time Liability report provides this functionality. 
b. By time bank (Vacation/Comp/Sick) reports can be generated detailing hours and 

costs for remaining time. 
c. Reports can be generated by Time Bank, by Employee, work location or by cost 

center. 
F) Leave Taken 

a. Annual Leave report displays, by employee, displays all leave time. 
b. Annual Pattern display provides an annual view, by employee, of leave time. 
c. Time Code transaction provides a transaction based view of leave time. 
d. Processing Code Summary provides 8 different views of employee leave time. 

G) Future Leave time 
a. Employee Planner provides a real time graphical view of all scheduled and leave 

time. 
1. Supervisors can adjust schedules, book-off employees, check training 

records, bank balances, and view contact information. 
11. Scheduled transactions are on left hand side while exceptions are on the 

hand side of each cell. 

[ M d Schedule I 0000011248 - DaviS, C. Tuesday June 26,201 2 Pa~ 

[ BOOkQtr I~--""""'-----""""""----::---:--:------------:-:-=v ~ank 
, ,0707:00-19:00 07:00 -19:00 RG(8) Not ~ssigMd >====~ 

[ Edit I OT 0Yertine 07'00 ·19:00 00 (3) NaI___ COllrses 

[ Qelete ] [Ban]! Balances] 

[Qallin Manager] v I [ Contact Data ] 

[ Print ] [ printer Options] 

b. Bi-weekly Roster provides a two week view for any future/currentlhistorical 
period of time. 

c. Group Work Schedule report provides a 7114/28/42 day calendar view of 
em loyee work schedule and leave time. 
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d. Annual Leave report provides a textual view of employee leave time. 
H) Comprehensive Leave Report 

a. Employee Annual Leave Report displays employee annual. 
b. Time Balance report displays all employee related time banks by selection period 

of time. 
I) Leave Time Report 

a. All OSL reports can drill down to specific employee or any location within your 
organization. 

b. Reports are detailed to specific employee time bank with totals or can be a 
summary with totals. 

c. All reporting periods are defmed at report generation time. 
J) Calendar view of time off. 

OSL provides numerous scheduling reports and tools that will display this 
information in real time. 

a. Above Employee Planner provides a daily view. 
b. Daily Duty Roster Report. 
c. Master Roster. 
d. Group Work schedule report. 

K) Audit Reports 
a. Bank Time Liability report provides a real time view employee time banks 

including number of hours and dollar value. 
b. Report can be executed for 1 or more time banks. 
c. Report can be execute by employee or any work location within your 

organization. 

0000000108 • Tanuny Lbulay 

00 Overtime U $8.80 1.50 $ 13.20 0.0000 6:00 $79 .20 
01 Overtime 1.0 $8 .80 1.00 $8 .80 0.0000 12:00 $105.60 
02 Sick Time $8.80 1.00 $8 .80 0.0000 87:00 $765 .60 
03 Vacation $8 .80 1.00 $8 .80 0.0000 168:57 $1,486.76 
07 Court T ime 1.5 $8 .80 1.50 $ 13.20 0.0000 3:00 $39.60 
CW Court within Shift. $8 .80 1.00 $8 .80 0 .0000 12:00 $105.60 
TR Training $8.80 1.00 $8.80 0.0000 59:15 $521.40 

T.tals For: 0000000108 · TaJlUttY LiJlday 0.0000 348:12 $3,103.76 

otats For All Time CocJes/Eqlla~es ox tJds report: 00000 348:12 $3,103 .76 

16 Employees can be transferred between divisions or shifts as those transfers A 
occur. This would be based on roles, not people. Roles would be Jail A Shift 
Sergeant is assigned to Jail A Shift Deputy. People are added and removed 
from roles as transfers occur. 

OSL Class Transfer process is used to assign employees to specific work locations within your 
organization. 

• Class transfer defines: 
o Start date of assignment, 
o Work Location, 
o Rank , 
o Classification and rate of pay, 
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o Approval authority, 
o And work schedule. 

• During the application provision phase of the project your organizational structure and 
work locations are defined. 

• Class transfer assignments can be future dated or can be done retro-actively. 
• At effective date of class transfer, Employee is assigned their security role employee 

assumes that res:oonSl 

Enl*:Iyee Code; IIDXXXD10B IIIJ lhday, Tammy 

ElfedlveDete.I201:w3.01 ~ Th.l. 1Mr 1, 2012 

_ 1_AT_en ~"""'~ 

Repot1STo:ICIOXXIOJOO1 WJl]~ 

AIihorinticnlevetl o IQ ~c;.,athori:r:ethemrelYn 

___ 1
0000000100 

~ """"""'" 

Plllloon: I PlATOON 1A W!AJ Pllioon 1A 

St.tion: ISTATION 2 ~ sttttJ:In2 

LnI: IIXXJ(!}'lNT ~ K9 · Lnl 

_ 1-25 ~01""'_ 
...... _ 1_000 WiAl ee.- ..... 

- IOOOCLASSOC ~ """"'_ 
'-11XXXXXXXl25 W§J 01'"", 

~ 10004Il50-01 ~ 01 _ 

Satus: I Full n me Regular ~ 

Peystatut: I'01 ActiYelPay ... . 

PeyC«uloi:lons 

Rttes of Pey.1 S8.80 (Etfectiva: 201 1101102) .. ~ ~R.e : $8.8000 

COIIegeCred:s: 1 lJXXXl I 'Mtl College Oedh:(.) ",.eooo 

""""", I 2.0000 I - ,-(.) $11.800) 

"'"''''''''' I 0.0000 I 'flthNlA :(") S11.acm 

'"""...,.1 0.0000 I 
Tr.n-.gOfftc .. Pay: I O.IXDJ I 

wthW"' :(·) S11.acm 

VChN/ ... ·C·) ,'1.801X1 
f"nel Rafe01Pey: "1.8000 

17 New employees are added, former employees are deleted. A 

New employees can be added to OSL at any time. When employees are added they are assigned 
a dated class transfer record identify the employees work location, schedule, rank and rate of 
pay. On the effective datelhire date, the employee will appear in all rosters and schedule reports. 

Former employees are made in-active and not deleted. In-active employees are removed from all 
reports but their historical information is still available in the product. 

18 Schedules and groups are built to coincide with work shifts and ranks. A 

OSL supports an un-limited number of schedules. 
• Schedules represent a combination of shifts including days off. 
• Schedules can be a 1 to 999 day rotations. 
• A schedule if made up shifts. Shifts can be between 00:01 and 24 hours in duration. 
• Shifts can include paid and unpaid lunches or breaks. 
• A shift can be zero hours in duration and then dynamically configured in the employee 

Planner. 
• Shift can include work assignments or Work Posts. 
• One or more em 10 ees can be assi ed to a schedule. 
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• Schedules will be built during the application provisioning. 
• New schedules can be created at any time or existing schedules can be copied. 
• Employees are assigned to a schedule via the Class Transfer record. 

19 Vacation and sick hours accrued for part time employees are entered 
automatically to add to the bank of hours available for them to use. 

B 

OSL utilizes Global Transaction processing to award Vacation and Sick time for Part Time 
Employees. 

As a customization the 26 hour rule could be automated to do the award. 

o Lloball nllll!' ~ rx 
Global E~ntr~le~s-=:;;=-:-=:----==--------

Dele: j2012AlUH m I'ri.u. 1,2012 ~"""~"""=-========J -==::1 I ..... VMlfIlkIn __ d 
S~~VIK*lion IDisplayDef.uIt. 1 

r_ Code:~Vac.llon Progress Indkatorl 

statuti : PtrUM COM9lele 
Pr~ 11. Cflldll-Add To 8artk 

EITOt" 0 

Wamlnas 0 

T ...... ac1iont.Cr •• r.d 0 

PrtMewEnbies 

20 Two part submission function - takes requests/approvals from 
employee/supervisor and then process them by another staff member to 
catch errors. 

OSL provides the following functionality: 
• Employee Time Card Entry will identify errors to the employee/submitter. 

o Duplicate or existing transaction (approved or yet to be approved), 
o Compare scheduled hours to book-off to ensure accuracy, 

A 

• First level validation or approval by a supervisor is a sign-off or approval oftime worked 
or leave request. 

• Final approval validates time bank rules and maximums. 

Future Functions 
Work detail postings that allow employees to sign up for overtime or training. A 

OSL' s OvertimelEvent' s Manager is a powerful tool that controls the Overtime notification, 
registration, and shift award process. 

• Upcoming overtime shifts are broadcast to candidates via e-mail. 
• Em 10 ees 10 in to OSL and re ister for Overtime shifts u to cut off date. 

OSLSolutions Page 25 



Event Registration 

Select the Event you wcUd like to sq, ~ for 

Select 

he __ 

Event Date R.tn ... Dur_ DI..,Date R .... ed EmpI.R ........... ~ 
<M!RTM· I fill 21112jD7/14 18,00 9,00 21112107/01 4 

0 TRAFFIC • Paid Dl..tv GrOl.4' 2fJ12/07/20 12:00 1:00 2fJ1Z/07101 • _-IlCIC. _Dotk:-GiiiiI 211I?1!!YOf 14:00 2,00 2111~ 2 

0 FRONT ·DESK • Front Desk - Group 2fJ12/07101 16,00 2,00 2fJ 1 Z/~ 2 1 -[ -- F 
_.-I-

- .--- - ' . - . - -- 1-9 
(,1 --

~ 

• At a defmed cut-off the coordinate awards OT shifts based on your rules. 
• Employees are notified of award via email and scheduled to work. 

OSL's training sub-system can be used to publish upcoming courses and classes. 

22 

• Employees are notified of courses they should register for via e-mail 
• Employees 10 into OSL and view the courses and dates and re ister. 

• 
• 
• 

Course Registration ------------;:===:::; 
I ROQistored Cou-ses I Select the trairw'lg you woUdlb tos9'll.4l for 

Select [.....e""",,, [omm.Date [one ......... Date OiaryDate Total Seat, A 

"III"'" 21112I08I09 2111Z/10/12 2012)07101 " lderd.t Trari'lo 2fJ1l1O</16 2fJ1l1O</16 2fJ12/07101 5 
2012 fin Arms 21112/03123 2012/0312'1 2fJ12I07101 10 

- - 1. 
f t 'r T T Iii: 

Select the date you WOI.Ad ike to recjster for wtich is pertairig to the (staff SQt] Tranno 

Select St.-t Date End Date ..... nne End nne Avall.Seau Empl Registered ,. 

] 2fJ12/08I09 !2fJ12/OB/1 2 09:00 15:00 3 "" ...... you 

.l!!IJI1.I'M.. 201?JlP112 09:00 5, 51 Uft£n:ploy_ I 
j 

+ ... ;,' 
I~T"'*' I 

I flo"OQist ... II R..;st.. " txt 

At cut-off the course registration closes. 
Class lists can be printed. 
Attendance can be automatically submitted creating the training record. 

Alert for em s who have exceeded their vacation accrual threshold. A 

OSL can be configured to warn and not permit the vacation threshold to be exceeded or warn and 
allow the threshold to be exceeded. 

PART TIME HOURS SPREADSHEETS - FUNCTIONS 

23 Although the county currently utilizes spreadsheets to accomplish the below A 
tasks, the proposed system should replace the spreadsheet functions with an 

lication where an em e will enter their time in and time out. A 
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computation will total hours worked for each week and pay period. The 
program should allow for adjustments in the hours that would fall outside of 
the pay date range. 

OSL Employee Time Card Entry - Part time is a simple data entry screen where the Part time 
employees will electronically submit their time to the supervisor for approval. 

C Employee Time Card [ntry Part Time Gow . R. I-l I:E: 

Employee: I 0000001 001 I Gow. R. 

~ale VIIorked: 12012.()6122 I~ Fri . Jlxl . 22, 2012 

-------------------.---

ProcessDetoils ----------­

Processing Code: 1 . Poyroil Direct 

Al.thorizatlon: I PART --TIME ~ Part Time Authorization teem 
Time Detoils ------------

r Short Description 

I forked In Scheduiing Office generating 2012 Vacation schedule 

Shift Information 

Symbol: PT Part Time Ho<.rs VIIorked 

Time Code: PT Port Time Pey 

I 

Start Time (HH:MM~ r::::::J: ~ 
End Time (HH:MM~~: ~ 

Duration (HH:MM): 06: 00 

I Print Current Request I 

Employees can put notes on the submission. Submissions are steered to their supervisor for 
approval. Upon approval the Pay transaction is created_ 

24 Allow part time employees to record their time in and out on their Excel A 
workbook that contains up to 27 spreadsheets representing each pay period 
during the fiscal year. Based upon time in and out entered by the employee, 
the spreadsheet tallies the hours worked to provide a total hours worked for 
each 2-week pay period . 

OSL creates pay transaction, at transaction approval, for all submitted time. Employees can view 
their total bi-weekly hours via the pay inquiry report. 

Supervisor reports are also available to view total work hours by employee or work location. 

25 A separate Excel workbook has cells that contain code pointing to each B 
employee's spreadsheet, taking the pay period and total hours worked to 
compute the earned benefits of sick and vacation, 1 hour of sick and vacation 
for every 26 hours of work. The amounts for sick and vacation are then 
entered into On duty for the employee to use. The spreadsheet also looks at 
the previous 6 pay period total hours worked and computes and average day 
worked in order to provide holiday pay average. As an example, if an 
employee averages 4 hours per shift, they receive 4 hours of holiday benefit. 
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,~ ..... ~ 
OSL can automate the 26 hour rule based on your requirements and automatically award the sick 
and vacation time. 

PART TIME HOURS SPREADSHEETS - MAINTENANCE 
26 New spreadsheets are set up each fiscal year for each of the approximate 50 A 

part time employees. 

OSL automatically creates batches which represent your 2 week pay periods. As time is worked 
and approved it will go into the appropriate batch. 

27 Employees occasionally have problems with either deleting their A 
spreadsheets, moving them or renaming them, which causes the link to the 
workbook that does the calculations to be broken. 

Employees will not have the ability to delete time worked after approval or be able to impact and 
batch or pay related information. 

PAYROLL AND PREMIS - FUNCTIONS 
28 Payroll system calculates the payroll every pay period from the regular pay A 

(forecast 80 unless part-time), overtime pay (currently paper requests signed 
by employees, supervisors and division command), specialty pay, working out 
of class hours and longevity pay that is currently entered manually every pay 
period. 

OSL will assume an 80 hour work week independent of the employees work schedule. 

• All worked overtime will be electronically submitted to their supervisor for approval. 
Upon final approval the actual transaction is generated and paid or added to the Comp 
Bank. 

• Speciality pay can be submitted electronically by the employee or supervisor. 

• Out of class pay can be submitted electronically by the employee or supervisor. 

• Longevity pay can be added directly to the employee ' s regular payor electronically 
submitted. 

All pay and bank types will be defined during the provisioning process based on your specific 
collective agreements. 

29 Request for pay variances (overtime, working out of class, specialty pay, A 
longevity, etc) should be electronic and go through a workflow process 
before being implemented. 

OSL's Employee Time Card Entry will be used for these submissions. 

• Exact routing and work flow will be configured during provision phase of the project. 

• Employees can submit to a named supervisor, group of supervisors or a specification 
Position/rank. 
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• OSL supports multiple levels of authorization. 
• Employees can add notes/comments. 
• Overtime can be charged to a project or overtime reason for reporting purposes. 
• Employees can only select specific types of submissions available to their union. 

...."..""""" 
~IOCOJOOO1oe ~ 1.)1dey . T""" 

st.to.l .. ~ friJon. 22, 2012 

Endo.u.~ f rl J.tl 22, 2012 

SetlectMdShft D: .... . ... 

Tinl Code: 01 . 000tt1illw1.0 

Proc ... ing Code: 15 E.medTI-,t,ddTo9Int. i 

n ... ",,*,,-

5I:wt nn.(tttht(J~: [::J Ou'atiOn OAOO 

End nn., (t+t~~:~ .. _"*'- [::~:H!l 

-""*" -~"'-

nntCOClll~. 1,. I Sank BalncIi I 
OT ~ Texa! ":It I Bank Details I 

Owertime T Mat .. : . PfetKt ' ot lll: 4 : " 

l " J 

30 Each fiscal year, new pay scales and pay periods are set up in the database. 
When hours worked are entered, the system calculates the pay based upon 
the pay scales that are applied to each employee. 

OSL assigns pay scales to classification or pay bands. 
• Classifications are assigned to employees via a class transfer record. 
• Each pay scale has an effective/start and end date. 
• OSL will always utilize the pay scale associated with the transaction date. 
• Future dated pay scales can be added as well as retro-active pay scales. 

A 

31 Reports are created each pay period, broken down by budget/division with B 
individual employee pay data per pay period and year to date accruals. The 
pay types such as regular pay, overtime pay, etc. are in separate columns. 
Totals from these reports are balanced against the two spreadsheets and 
sent to the County Clerk's office for payroll. The County currently uses ADP 
for payroll processing. 

OSL current payroll report provides this information but not necessarily in your required fonnat. 
• OSL can generate the exact format or possibly this data could be exchanged 

electronically with the ADP payroll system. 
• If an automate process is desirable then: 

o OSL would work with your County Clerk' s office to defined interface, 
o Map OSL time codes to Count Payroll codes, 
o Design file layouts, 
o Implement work flow. 

• If the existing OSLpaYJoll report is not satisfactory then: 
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o OSL will review current report format, 
o Design new custom report, 
o Deploy report prior to "Go-Live" 

The current system also tracks different types of overtime expenditures by 
allowing for a code to be applied to the overtime when it is entered. A report 
is generated from these codes and amounts. The report provides a list of 
names, hours of overtime and pay data for each individual, but will not 
calculate a grand total for the list. A grand total is desired. 

OSL supports an un-limited number of Overtime Registers. 

• Overtime registers are used to bill employee overtime to specific 
reasons, projects, or codes. 

• New Overtime registers can be created at anytime and old or obsolete 
registers can be made in-active. 

• Overtime Registers can be made mandatory such that employees 
cannot submit time without selecting an Overtime Registers. 

• Detailed reports are available by Overtime Registers, Employee or 
specific work area. 

Reports should include, but not limited to, pay type, or code, for grant 
reimbursement along with quarterly reports for County Fiscal Administration. 

OSL pay related reports contain information down to the hour and dollar 
value. 

• Overtime and project register reports can be used for Grant 
reimbursement. 

• All reports can be executed by work location, employee, or pay type. 
• Reports can be executed daily, pay period, monthly, quarterly, annual, 

or by a specific date range. 

34 The County shall have the ability to build custom reports using Crystal 
Reports and/or SQL Server Report Writer. 

OSL supports the use of third party report writers. 

• OSL provides a complete suite of reports in the core product. 

• Many of the reports, such as the "detailed personal information 
report" will allow the user to dynamically select the data to be 
included in the report. 

• All pay and time reports can be exported in raw format for further 
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data manipulation. 

• The OSL helpdesk will provide the County with the data tables and 
fields to build their own custom reports as well. 

35 The system should have the ability to export payroll data into a text, CSV or 
spreadsheet. 

OSL provides this functionality for all Payroll, Time Bank, Registers, and 
Transactional based reports. 

• Reports are exported in raw data format for further manipulation. 

• Reports can be based on work area, employee, time bank, register, or 
transaction. 

• Detailed and summary export formats are supported . 

36 The payroll system should allow for the addition of new budget object codes 
and line items, pay scales or pay periods. For example, the typical fiscal year 
has 26 pay periods but some years have 27 pay periods. Also, some salaries 
are split between two different budgets, the system should be able to 
account for this. 

OSL utilized a concept of payroll series to track pay cycles. 

• Pay Cycles: 
• Payroll Series have an anchor date, last day of pervious pay 

period. 

• Payroll Series have a pay cycle, every two weeks, in this case. 

• This will accommodate the 26/27 pay periods per year without 
administrative intervention. 

• Budget object codes and line. 
o Budget codes can be defined at the employee level, GL 

account codes, or based on specific work location. This will be 
determined at application provision time. 

o All work will be tracked against budget codes for reporting 
purposes. 

• Pay Scales. 
o Pay scales can be created at anytime with an effective date 

and dollar value. 
o Pay scales are assigned to an employee on the class transfer 

record and can be future dated. 

• Split Pay scales. 

OSLSolutions 
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o Work schedules can be built to split work time between two or 
more budgets. 

37 The system should be able to handle step increases by referencing date of 
hire or promotion. The hourly rate should then be changed in the system 
based upon employees who are eligible for step increases. 

OSL automates the pay increase within the same pay step. 

• Rates of pay are added to OSL with an effective date. This can be done 
as soon as the new rates of pay are now. 

• On the effective date of that Rate of Pay, all work will use the new 
rate. 

Step 1 ncreases. 

• OSL supports up to 12 date fields. 
• Hire date is used to calculate vacation accruals and calculate step 

increase. The Seniority and Signification date reports are used to 
resolve dates. A class transfer is then done on the effective date to 
give the employee a pay step increase. 

• Promotion date would use one of the available date fields. When the 
Promotion date is know, a class transfer record would be required to 
assign the new classification/rate of Pay to the employee. 

A 

38 A report should be available that indicates when employees are eligible for A 
longevity pay. 

OSL reports such as the Significant date report can be used to determine 
what employees qualify for longevity pay. 

During the application provision phase of the project OSL will be configured 
to add this to the employee's standard rate of pay on the class transfer 
record, to the employee schedule as an ancillary pay attribute, or as a 
separate time code/bank. 

39 The system should have the ability to handle suspensions, cash in comp, A 
leave without pay and deductions in pay through an administrative workflow 
process. 
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OSL supports the following. 

• Employees on suspension could be booked off for a day, date range or 
put on a suspension schedule. All suspensions could result in no pay in 
payroll report or export. All suspension time can be tracked and 
reported on . 

• Leave without pay could be booked off for a day, date range or put on 
a Leave without pay schedule. 

• Deductions in pay could be accomplished by assigning a new rate of 
pay, modify the real pay transaction, or through the creation and use 
of a specific time code to track the time. 

• Employees can submit electronic requests to convert Comp Time into 
pay. This can follow the Employee submission work flow or can be 
automatically approved. 

Administrative work flow allows for specific transactions (Leave, Suspensions, 
deductions, or any type) to be created at any point in time. This can be 
accomplished through Time Card Entry or via the Employee Planner. 

40 Currently, Premis, or "personnel" portion of the system houses the 
employees' personal data to include name, date of birth, diviSion/budget, 
hourly rate, hire date and promotion priority dates and list. Information also 
includes employee's history for hire date, pay changes, promotions, 
demotions, transfers, term date, etc. 

OSL's fully integrate Personnel module provides this functionality and much 
more. 
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OSL SupportS: 

• 12 Custom date fields to track employee significant dates, 
• Detailed work location information that will mirror your corporate 

structure. Employees are assigned to 1 or more locations via the class 
transfer record. 

• All employee history is maintained in the product and can be reported 
on. 

• OSL also includes a complete Training Subsystem, Commendations, 
Disciplines, Promotional Exams, Education, Transfers, promotions, 
and prior Work Experience. 

41 The County shall be able to produce a report of assignment history, rank 
history, transfer history, sorted alpha by individual, with rank, assignment 
and dates effective. 

OSL provides many report options. 

• Classification Transfer Change Report will detail an employee's 
complete work history within your organization, 

• Employee Detail Information Report will allow administrators to 
construct Employee related data reports. 

• All Reports are sortable. 
• All Reports can be exported to Excel for further manipulation. 

42 System should be able to keep a history oheam history: ESU, Search and 
Rescue, etc., and if they received Specialty Pay during that assignment. 

OSL provides a couple of report options. 
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• Processing Code Summary Report will detail by team all pay transactions and work 
history. This report can be executes for any work team or type of work. 

• Overtime Register Report could also be an option. 
• Classification Transfer Change Report will detail an Team History complete work history 

within your organization, 
• All Reports are sortable. 
• All Reports can be exported to Excel for further manipulation. 

43 Required personnel reports include, but are not limited to: B 
a. Overtime expenditure by code - overtime by coded type (appox. 150 types) 
is totalled for reporting purposes to County Fiscal Administration, grant 
funding and other agencies for reimbursement. 
b. Longevity report - printed annually lists anniversary dates and number of 
years employee is at for longevity rate. 
c. Step increase report - printed annually and lists next step and current step. 
d. Pay period report by division and employee for each pay period 
- total gross income broken down by regular pay, different types of overtime, 
longevity and specialty pay. 
e. Employee pay history - history by date in chronological order of hire, steps, 
longevity, promotions, annual contract increases, transfers, temp transfers, 
limited duty, resigned . 
f. Year to date reports - by division, employee, all divisions for pay periods 1-

26 including regular pay, working out of class, overtime, on call, holiday, 
training and court. 
g. FTO, step and longevity also will print by pay period parameter 

OSL provides the following reports. 
a. Overtime Register Report 

• Supports an un-limited number of registers. 
• Report can be generated by work location, 
• Report can be executed by date, pay period, monthly, annually or by date range. 
• 1 or more registers can be reported on a once. 
• All reports total. 

b. Longevity Report 
• The Seniority report will provide you with the Hire date and years of service. It 

can be sorted by Seniority, rank, classification or work area. 
• Report can be export to Excel for further manipulation. 

c. Step Increase Report 
• The Seniority report sorted by classification will give you a list of all employees, 

hire date and years of service group by classifications. 
• Detailed Personal information report will provide a list of employees and their 

current classifications or pay steps. 
d. Pay eriod re ort 
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• OSL payroll reports are pay period can be aggregated by 
1. Division, work location or employee, 

11. Provide detail break down of all pay (Regular, OT, Longevity, Speciality) 
and time off with totals, 

iii. All reports can be saved to Excel for further manipulation. 
e. Employee pay history (Custom) 

• OSL Classification Transfer Change Report provides complete details records on 
an employees work history but does not include break down of actual rates of pay. 

• OSL would need to build a custom report to meet this requirement. This would be 
done at no charge and be ready for deployment. 

f. Year to date reports 
• All OSL pay related reports can be execute by day, pay period, month, or date 

range providing year to date totals grouped by employee or by time code. 
g. FTO/Pay period reports. 

• All OSL pay reports can be printed by pay period. 

PAYROLL AND PREMIS - MAINTENANCE 
44 At the end of every fiscal year reports are generated and printed for each A 

employee and for all types of overtime for the year. The current program is 

backed up for the entire 26 pay periods and the employee pay data is cleared 

out to allow for fresh data entry for the next fiscal year. Historic payroll data 

for the previous fiscal year should be available in the payroll application. 

OSL supports an unlimited number of historical years of data for reporting purposes. All 
historical reports can be executed real time. 

EXCEL SPREADSHEETS FOR THE COUNTY CLERK'S OFFICE - FUNCTIONS 
45 Currently, three (3) spreadsheets are generated and forwarded to the County B 

Clerk's Office to report payroll. 
The first spreadsheet is used to break all regular pay (everything but 

overtime) down by budget and line item for our County budget tracking 

system called MUNIS. The County Clerk's Office takes the totals for each line 

item in each budget and makes the appropriate adjustments in MUNIS. 

OSL currently supports a MUNIS integration for the Salt Lake City Police. 
• The values are broken down by Employee, Budget Code date and transaction type 

(Regular Pay). 
• The MUNIS export can be generated based on employee, work area or budget line item. 
• Detail visual reports are available that can be saved as a PDF, Word, or Excel. 
• The MUNIS Interface also supports IF AS. 
• OSL's MUNIS export generates a machine loadable file. 
• Detailed requirements and configuration will be resolved during provisions. 
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46 The second spreadsheet is used to upload all of the pay data for the pay B 
period directly to ADP. The spreadsheet is broken down by codes for both 
employees and their departments. There are columns for regular hours 
worked, regular earnings, overtime earnings and then columns to put special 
codes and the amounts for longevity, specialty and comp conversion payouts 
for each employee. This spreadsheet is sent in email form to the County 
Clerk's Office along with special instructions for any pay changes, transfers, 
salary splits between budgets and step increases. 

OSL to ADP payroll interface will need to be refined to meet your requirements. 

47 The third spreadsheet is an "overtime breakdown" used to break all ofthe B 
overtime out into the correct budget and line item for MUNIS and the County 
budget. The Clerk's Office sends the payroll registers from ADP to the 
Sheriffs Office. The Sheriff's Office then balances the payroll registers against 
the payroll program printout. The spreadsheet is then forwarded with a 
memo notifying of any overtime budget transfers (deputies or civilians 
working overtime in other divisions). 

OSL to ADP and MUNIS interface will ensure that all Overtime hours are captured and reported 
properly. This will be done based on pay period or batch. Current file fonnat available for 
reVIew. 

EXCEL SPREADSHEETS FOR THE COUNTY CLERK'S OFFICE - MAINTENANCE 
48 The spreadsheets are printed out and filed for each pay period and archived A 

at the end of every fiscal year. New spreadsheets are created to be filled in 
for the next fiscal year. 

OSL will allow the generation, at any time, of any current or historical pay period report. 

OTHER FORMS OR DOCUMENTS - FUNCTIONS 
49 Employee Action Forms. The forms serve as a notification of new hire, change A 

of personal information, change in pay information, change in 
budget/division and separation of employment 

OSL provides a Notes function that provides this functionality. 
• Notes can be constructed as reminders. 
• Notes are defined with a follow-up date. 
• Comment field rovides instructions on activi 
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• Notes can be sent to any OSL user. 
• Notes are automatically displayed to user/administrator. 
• Notes can be copied to Employee as formal notification of change, 

o NOllS fIlter ' All G.::I 
form Name: Meoo 

Meru Option: r-I VI-ew-AI-I ----,-,,=, 1 Print Actua l Note I 

Follow Up Dat.: 12012AJ7125 ~~ ""1 25,201 2 

Added On 

Dole: Moo.AJn25,2012 Time: 14:06:06 

[j£) 1 L. ttichin.on • 
[2£]remlTl'l'Lroov ~I 
step Increase for employee 108, Tammy Udsay: 

August 21st, 2012. 
Sergesrt I (22 .45) to Sergeari' (24,23) 

Create new CT record end assign to I Team 

~ ~ ~ '~ottom1 Pnnt 1 
, J 

find [E] I Bel/eft I , flelete 1 [ ~I J 

50 Personnel Status Forms are a Sheriff's Office form that notifies designated A 
staff of transfers, hires, terms, promotions, demotions and temporary 
transfers/limited duties. 

OSL can be configured to send an e-mail notification of any change to a class transfer. 
• In the employee table, designate staff have a configuration option to receive class transfer 

changes. 
• On the Save of any class transfer record (Work Location, Rank, Schedule, rate of pay, 

Employee status) a e-mail notification of the change will be generated and issued to 
designated employees. 

• This email could also then be sent to the effected employee. 

51 Overtime pay/comp requests - employees enter their overtime and working A 
out of class on these forms. They are signed by the employee, their 
supervisor, division commander and the administrative commander before 
they are turned in for payor to the On Duty administrator for comp time. 

OSL's Employee Time Card Entry will be used to submit hours of overtime worked. 
• All Overtime rules will be defined at application provisioning. 
• Employees enter actual Overtime Hours and Overtime reasons can be made mandatory. 
• Employee has options for Payor Comp time. 
• Current Overtime bank balance will be dis la ed to em 10 ee at submission time. 
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Out of Class can be submitted with the Employee Time Card Entry. 
• Employee identifies time worked as out of class. 
• Provides start and end time of out of class work. 
• Employee will then select what "out of class" classification they were working as. 
• Approval work flow will be defined at submission time. 

o Imploycc Time (dtd Inlly Imday Td1Tlmy r--I rx 
Employee end OtIIe 

_ r=11mlOOJ1=oe~~ ........ ,. T......, 
St..tDllle: 12012.06125 • Man .u.. 25, 2012 

End 011« t2012Al6125 • Moo ....... 25. 2012 

Sc:hecUed Stitt 17: t7:tt ·1t:t. 

Send For Al.JhOfiIetlOll 

0_ 0"""""'_ 
_ 11mlOOJ1", .... "*"<>n. L 

TmeDetais 

StartTlne(t+t1lflQ: ~:~ Ouration 12:00 

End_(Ht~ ~: I!J 

&eak.(tt{~):: ~:B 

As~DetIls 

Rank: 1000lCX0025 ~ Officer 

~10004""'" ~ S.-' (S1"' ) ...... o..c_ 
1""·fClou._-

Shft hlOfmelJon Re9st • • 

s",- r:1""""'Out-of""'C-'''-s ---'-'y' IO'SP,ayOefauhsl - ::1 ::::::::'WJil "0j0d:1,-_~~ 

1me Code.: AP · Acting p~ . Out of Class 

Time Code BeIence: 
o:tt I Bank Balances I 

1 eank Details 1 

Register Code Qesa1Jtion ttl ..... s Notes 

Oofertime T otat 0 : to PtofectTotat I:" 

52 Payroll Deduction Approval Forms - employee's request leave of absence, 
leave without pay, or suspensions are initiated with these forms. They are 
signed by the employee, supervisor, division commander, administrative 
captain and either approved or denied by the Sheriff or Chief Deputy then 
turned in to Sheriff Administration to adjust the payroll accordingly. 

OSL' s Employee Time Card Entry can be used to submit these types of requests. 

A 

• These types of leave will be defined during the provision and defined during application 
configuration. 

• Approval work flow will also be defined. 
• Approvers can approve the request, Send it back to the Employee for additional 

information, or deny the request. 
• A complete history is maintained for each request. 

53 Part-Time Hours Excel Sheets - (as mentioned above) part-time employees fill A 
out the time sheets in a spreadsheet which is printed off showing the total 
hours to be paid. This sheet is signed by the employee, their supervisor and 
division commander before turning in to Sheriff Administration for pay. 

Employee Time Card Entry - Part time can be used by part time employees to submit their work 
time for ap roval. 
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• Work flow for part time approvals will be defmed at application provision time. This 

work flow represents your approval process. Upon final approval the real pay transaction 
will be included in the payroll. I 

• The Employee Work Schedule Report could also be printed for each employee to achieve 
paper sign-off as well. 

Demo _1o;tSe Work Schedule ~ 
I 
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I 
ORG PLUS ORGANIZATIONAL SOFTWARE - FUNCTIONS I 
54 Provide a visual layout of the Sheriff's Office organizational structure. D 

OSL does produce an Excel based organization chart. With investigation it might be possible to I 
Integrate this with OrgPlus. 

This would be out of scope for this proposal. I 
ORG PLUS ORGANIZATIONAL SOFTWARE - MAINTENANCE 
55 Software should allow for updates when employees are hired, transferred or D 

I 
I 
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terminated. 

See # 54. 

ASSET TRACKER - FUNCTIONS 
56 An asset management database that keeps track of inventory issued to 

employees. 

OSL provides a comprehensive Asset Management system that is fully integrated. 
• OSL tracks all employee assigned items. 
• Employees can requisition new items from the Stores Group. 
• OSL tracks number of items "In Stock" and "On Order". 

Employee Requlsltlons---------------------

Code: 100000001 08 I~ Linday. Tammy 

Pt8Ioon 1 PLATOON 1A I Pt8Ioon 1A 

Ronk: 100XXXXXl25 I Officer 

Effective Date: 1201 2,o3A)1 I~ Thu. - . 1.2012 

SUpervisor: 10000000114 - H<ichinson. L. 

Reqt.islion Nuorber: 1 

A 

R"",",$~ion Number .... 1 __ 3_6 .I~ 

~------------------------i 

Iem: I(J()()()()8()[)YA ~ BOOY ArITlOll' 

l.klI(s) Ordered: [=:!J 
Unit(s) Received: [:::!I 

stlllus: 1 Pending 

Noles: I Current """"" expi'es August I 
l 1s1.201~ -: 

In stoctc 1. 

On Order(.~ 

Assgo NoIe':1 ~I I Show Currentlnvenlory 1 

• All items have a received date and dollar value for report costing. 
• Items can be defined with an expiration date and report run to track expiring items. 
• Fully inte rated urchase order s stem. 
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Order Details .-;::::=:::::;---------
Order ':1 ~ I 

Ordered By: 1 0000000114 1f!Al Hutcmscn, L. 

OrderOate:12012Al6i26 • Tue . .rn. 

Vendor: 1 GRl:B ~ oII.we 

Frelg~: 1 $12.00 I 
Expected Date: 1201 2/06127 ~ 

_ OIXed By: 1 ~ 

Order':1 3 
lem: 1 OOOOOOODVA ~ BODV Armour 

ModeilSi:z. : 1= I 
Notes: 

Price: 1 $750.00 I 
unt(s) Ordered [=:!J 

~~~~~:--t Unil(') Received:~ 
status: I New r::c-------::---"---..,.-,:--,-----,-,,. 

. Notes: ~e"$e ensure th81 the Police logo A 

I i Qeder nems I he. the velcro cove~ 

• Employee can return items as New, Used, Damaged, Lost, and Dispose. New and Used 
Items can be re-assigned. 

• Serialized items can be track and an assignment history maintained. 
• Bulk return capabilities, as well as bulk re-assign. 

Data migration maybe possible. If simple enough this could be done at no cost. 

The software should be updated when employees are hired, transferred or A 
terminated or a ch occurs in the ment that is issued to them. 

OSL provides easy one step commands to perform these tasks. 
• A new hire would be assigned the appropriate Kit of items. A Kit defines the items 

required to perform a specific job function. It also the number of each item the employee 
is to receive. 

• When an employee is transferred, a complete list of assigned items can be brought up and 
the Stores group can request those items be returned. The items are then checked off as 
returned with a return date. 

• At terminate a report is generated of all employee assigned items. When Items are return 
a "Bulk Return" can be performed or items can be marked for disposal. 

• Finally equipment can be returned or re-issues at any time. 

• 

ic information A 

OSL stores employee demographic information. 

• SSN marital status. 
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• Employee Photo 
• Two full addresses. 
• Unlimited number of phone numbers and email addresses. 
• 12 date fields. 
• 2 next of kin with addresses and 2 phone numbers each. 
• Medical information, blood type, health card. 
• Driver' s licenses. 
• An unlimited number of custom fields used to capture (race, languages, etc) 
• All information or selective information can be made available to managers, supervisors, 

or administrative based on security roles. 

59 Reports should include, but not be limited to: 
a. Employee name, address, phone number (alphabetical) . 
b. Employee by date of hire. 
c. Employee by badge number (both sworn and civilian). 
d. Employee by badge number (just sworn). 
e. Employee by badge number (just civilian). 
f. Employee current assignment, units, teams or current assignment date. 
g. Employee emergency contacts. 

OSLs personal information report provides the basic employee information. 
r PersewlafD .... tio. ==-- ---------;::::=======J 

Addte .. ~ 116,)Seavtnroodonve ( ) 
Employee # : 0000000108 

Ou..w, ON K2C 3R7 

Oat, of8irth Tue. Jan.. 16.1968 

Phone 11 : (613) 837-273'7, (612) 943-843'7 exe:12 . StartOau . Mcm.F.b. 4.1985 
(613) 342-3455 

Heellh Card #I : HC9S3334$56 

Drivel. Licene. II : 839:304llSO' 

Province I Stat.. Of II sue : ON 

Addibontl Wonuwon. NeedJ Oluses 

NertOfK.in : leek 

Rd,t.ion.bip Spouu 

NOK Primuy Phon. : (613) 692-3355 

NOK Secondary Phon. : (613) 232..3303 

Omdet- : Femal. Status : Common Law 

Blood Type : A+ 

Expin Date : Thu. May. 5,2011 

CluhficwonloQ 

Addt ... : 444 Jobnstonroad 

A 

• The Detail Personal Information Report allows the user to build their own report based on 
any combination of fields from the employee table and the work assignment table. 

• OSL' s Badge report list which employees have which badges. This information can also 
be viewed real time in the employee table. 

• Employee current assignment report will allow the administrator to generate a work 
assignment report with dynamically selected information. 
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"'o,..(~""" : 1I6<i1l2 
MiccScvice(I)Se1ad.d :20d'20 
PI&oCI(I)SdtCttd :" ci41 

Ttm6r /t1aIllliCdiclt D&t: lm 26, 2012 

Code Lost_ 

1lllllDXl1 Mehon 

1lllllDXl2 Gillnpie 

1lllllDXl7 Ellis 

000Illlll12 Manse' 
OIlllllOll1! Und;y 

0Illlll0114 Hutchinson 

0Illlll0115 PiltirJ;! 

0Illlll0116 Rose 

0Illlll0117 Tweedy 

0Illlll011B uby 

PoleeS ..... 

PoticeSeMC8 
PoliceSer.-ice 

PoliceServict 

PoHceServiC8 

Police Service 

PoliceSeMC8 

PoliceS'Met 
PoliceSeMCt 

PoliceServict 

Police Service 

0._ evn.t Asslr; .... t Rmrt 

lIW(.),.lod.UO<110 
liIi(l)5dtcttd :J1r1J1 
Aaigma(.) ...... : 34 0134 

_Code 

IlllllCHIEf 
PLATOON 1A 

1DIIIl5OO1 

PLATOON 1A 

PLATOON 1A 

PLATOON 1A 

PLATOON 1A 

PLATOON 1A 

OOISTRICT2 

PLATOON 1A 

SUIion 

Hot Available 

Slation2 

GenllatPatrol 

Station 1 
Station 2 

Slation 1 

Station 1 
Slation 1 

Acton General 

Slation2 

OSLSoluti()lb 
\ 

".. : 1 
Tu. :09J3W 

""' :h2O.lItU 

lID OIPoy 

WlD199 

112.<IiI7 

$29.5512 

1:111197 

I8H11l 

160.6600 
$3;.4907 

$3;.4907 

$3;.4907 

1451D1 

• All reports can be viewed, printed, saved as PDP or export to excel in raw format for 
further data manipulation. 

LRMS - MAINTENANCE 
60 Software should be updated when employees are hired, transferred or 

terminated or a status change occurs with their demographic information. 

OSL is a real time employee management tool. 

A 

• As employees are hired they are loaded into the OSL application with the demographic 
information and work assignment. 

• As work assignments change, new work schedules, or promotions occur a new class 
transfer record is added. A complete history is maintained. 

• Employee demographic information can be updated at any time and a complete history is 
maintained. 

• Upon termination, the employee remains in the OSL application but are made in-active. 
In-Active employees do not appear in the Employee Planner, Master Roster, or any of the 
reports. 

ADDED FUNCTIONALITY NOT INCLUDED IN CURRENT PROCESS 
61 Paperless workflow for overtime requests from the employee and approval 

by their supervisor. After approval, the overtime totals are automatically 
added to the payroll or comp totals. 

OSL will help you achieve the Paperless paradigm. 
• Employees submit their worked Overtime. 

A 

o Overtime can be sent to the named supervisor in charge, to a group of approvers, 
or to a specific position. 

o Overtime Registers can be made mandatory to capture reason for Overtime. 
o Overtime submissions can have 1 or multiple levels of authorization. OSL will 

provision the routing during application configuration. 
o At final approval maximum amounts are verified and the transaction created. 
o Upon creation the time is added to the payroll and the Comp totals adjusted. 
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OSLSoiutions 

I 

_ .... DOIe 

_ r:IOOOOIXlO1== .. ::-"""L~LhIoy, r""", 

9 .,0II«12012.06J22 _ frl. NI 22, 201 2 

EndDlte: 1201 2.06122 _ Fri "-". 22, 201 2 

I SchedUed Stift: XX: H:" . tt:H 

SendFor~1i:IDtl 

-

-""* 
st..tTiTle(tttIrlN):~:~ DUration 0400 

End Tina (tttMM) [=:::J: [::J 
.. -(ttt~ c::!I:B 

Shcr1~ 

1W:n: extra trlffic cl.Cy 

Stift'""or1'fIIItion Registers 

_r.:IO"'T:::OYe""":;;:·me:::-----;::.,71, 101.".,0.'0.0$1 ~rl---'~ "'''"'''L,.I ____ ~ 

r.,.Code; 01 - Ovef1knt 1.0 

Processing Coda: Is earned TIme· Add To BanI< 

fme Code Balance: 
OT"J,QTccet 

1l:H I Bank Ballnces I 
2t:tt I B.nk Det.U. I 

• 00 ...... 

Project COXlOCOCP AOA-l.C. PCOCE 

OYeftJme Total: 4:" PfotectTotal: 4 : " 
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EXCEPTIONS/CLARIFICATIONS/COMMENTS 
1. Part time accrual process for Vacation and Sick time will need to be implemented 

2. Report: Staff Overage will need to be developed if the minimum staffing report does not 
meet the requirements. 

3. Payroll export report or Payroll export file to ADP may need to be modified. 
4. MUNIS interface may need to be reviewed and modified based on the requirements. 

5. OSL does provide a direct replacement for the ORGP LUS product. 
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Recurring Fees 
Per Employee $40.00 

Per Pay Period, based on 250 $384.60 
employees/26 pay periods 
Annually, based on 250 employees/ 26 pay $10,000.00 
periods 

One Time Fees 
Implementation $30,000.00 

Training $2,500.00 

Maintenance Fees 
Year2 $6,000.00 

Year 3 $6,000.00 
Year4 $6,000.00 
Year 5 $6,500.00 

Year 6 $7,500.00 

Recurring Fees -1st Option Period 
OSL provides an Enterprise wide software licences at product acquisition time. This is a one­
time fee for a perpetual license. Maintenance fees are the only recurring cost. 

Recurring Fees - 2nd Option Period 

OSL provides an Enterprise wide software licences at product acquisition time. This is a one­
time fee for a perpetual license. Maintenance fees are the only recurring cost. 

*Prices are to be F.O.B. - 8335 Platteview Rd., Papillion, NE 68046 
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Company Company Name: OSLSoiutions 
Information Address: 200 Isabella Street Suite 402 Street 

Ottawa, Ontario, Canada K \ S I V7 
Telephone: I 888 675 8255 Fax: 613 680 5455 
Principal Contact Person & Title: Jeff Schubert - President & CEO 
Contact Telephone Number: 1 888675 8255 ext.20 
Fax: 613680 -5455 

E-Mail Address: Jeff(a)OSLSoiutions.com 
Years in Business 12 Years 

Number of Employees 3 Full Time Employees 
Contractors as required 

Total sales last 3 years $850,000.00 

References 
(1) Name of Company: City of Huber Heights 
Address: 6121 Taylorsville Rd. Huber Heights, OH 45424 
Contact Name and Title: Kristi Warden, Accreditation Manager 
Contact Phone: (937)237-3546 
Contact Email: A Warden@hhoh.org 

(2) Name of Company: Hollywood Florida Police 
Address: 3250 Hollywood Boulevard, Hollywood, Florida 33021 
Contact Name and Title: Angie Hein - IT Manager and Application support 
Contact Phone: 954-921-3215 
Contact Email: AHEIN@hollywoodfl .org 

(3) Name of Company: Salt Lake City Police 
Address: Public Safety Building, P.O. Box 145497, SLC, UT, 84114-5497 
Contact Name and Title : Karen Mason - Senior Time Keeper and OSL application administrator 
Contact Phone: 1 80 I 799 3820 
Contact Email: Karen.Mason@slcgov.com 
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I certify that this bid is submitted in accordance with the specifications issued by Sarpy County. 

I acknowledge receipt ofthe following addenda (if applicable): 
Addendum #1 _______ _ 
Addendum #2 _______ _ 

Attachments: 

OSLSolutions 

./ - Literature 

./ - Proposed Installation Schedule 

./ - Training Program 

./ - Maintenance Program Information 

Jeff Schubert 
Company Name Company Representative (Please print) 

Authorized Signature 

200 Isabella Street Suite 402 
Address 

(888) 675-8255 

Telephone Number 

(613) 680-5455 
Fax Number 

Ottawa. Ontario. K1S-1V7 Jeff@oslsolutions.com 
City, State & Zip E-Mail Address 
*NOTE: Sarpy County is tax exempt and will provide the proper form upon 
request. 
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Appendix 2 : OSLSolutions Maintenance and Support 

OSLSolutions takes great pride in delivering first-rate technical and end-user support to its 

demanding and geographically diverse client base. Technical support is provided via a toll-free 

number, fax, email and the OSL web site. Outside of business hours and statutory holidays, the 

on-call technician is notified of any messages via pager and will respond within one business 

hour. 

Yes, we continue to grow and evolve the OSL product based on client, user group, and market 

requirements. New features and functionalities are delivered in our quarterly software 

maintenance releases. 

All helpdesk calls and support emails are entered into our customized Help Desk application. 

This ensures accurate recording and tracking of issues and provides an ongoing knowledge base 

to review similar problems with other clients. 

We have also instituted some innovative ways to support our remote software installations. Most 

of our clients allow access to their systems, from our offices, via Virtual Private Network and 

third-party applications such as Webex or Joinme. We also install copies of client master 

databases, which allow OSL technical staff to have 'near-time ' data, improving troubleshooting 

capabilities and support levels as technicians can see the same data as the client. 

Annual support includes the following: 

1. Quarterly software updates and emergency (within 24 hours) software fixes. 

• Quarterly updates include new features, software fixes, and customizations. 

2. Support hours: 

• Monday to Friday 08:30 - 17:00 (est) live helpdesk support. 

• Evenings, Weekends, and Holidays e-mail support within 8 hours. 

3. Un-limited access to help desk support. 

4. Access to Frequently Asked Questions (FAQs) customer web site. 

Additional Services: 

OSL is continuing to evolve and grow the product based on the needs of our clients. These 

additional services do come with a cost. 

Additional Services include 

1. Development of custom reports, 

2. Implement new features specific to the client' s needs, 

3. Additional training time. 
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Appendix 3: Hardware and Software Configuration 

OSL is a client server based application. OSL requires a SQL data base. This data base can be 

shared with other products if the data base collation is the default. 

The OSL application can be configured 2 ways. 

1. Full Client: 
a. OSL complete application installed on desktop. 
b. ODBC communications used to connect Desktop application to your SQL server. 

2. Thin Client: 
a. A desktop short cut a Server based OSL application. 
b. Server based application connects to SQL Server. 

OSL application size is aproximately 200 megs + Smeg per user. 

OSL data base will start at 30 Meg and will grow at the rate of 750 Meg a year. 

OSL software updates can be downloaded and installed from within the product. The OSL 

application is self updating. 

Minimum Client Configuration 

ITEM 

Processor 

Processor Speed 

RAM Initial 

Hard Drive 

MINIMUM CONFIGURATION 

Intel Pentium Family / AMD Athlon Family 

1 GHz 

1 GB 

40.0 GB 

Software: OS Windows XP SP2 or greater 

OSL SQL DB Client No OSL specific requirements 

Permissions The OSL installation directory needs "full execute" permissions 
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Server and Data Base Configuration 

It is recommended that database and application server should be separate machines. The 

following specification applies to both the application server and a separate database server. In 

the event that the OSL application and database reside on the same server please double the 

RAM and Disk Space requirements. 

ITEM 

Processor 

Processor Speed 

RAM 

Hard Drive 

Backup infra-structure 

Software: OS 

SQL Server 

Permissions 

OSLSolutions 

MINIMUM 

CONFIGURATION 

Pentium lll -compatible processor 

1 GHz 

1 GB 

40.0 GB 

RECOMMENDED 

CONFIGURATION 

Dual Intel Pentium 

1 GHz or higher 

4 GB or greater 

80.0 GB or greater 

Available to hold 5 GB or more per Database Backup 

Windows 2003 Server 32-bit Windows 2003 Server 32-bit 

SQL 2000 SQL 2005 or higher 

The OSL installation directory needs "full execute" permissions 
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Appendix 4: Training Program 
OSLSolutions (OSL) offers several types of training to suit your organization's needs. The two 

most popular approaches to training your employees are Train-the Trainer and complete onsite 
training. 
OSL's onsite training approach uses classroom time to focus on learning and tailor workshops 

and courses to your specific business objectives. 
Based on customer feedback our training approach and curriculum is constantly evolving and we 
work tirelessly to ensure we understand your business before ever teaching a course. 
Initially, OSL will work with the System! Application administrator to configure the application 

and to train them on maintenance and to act as first line of support. 
The training is broken down into two sections: Basic User and Supervisor with the Supervisor 
component requiring a 90 minute session and the Basic User component requiring a 60 minute 
session. Course material and Microsoft Power Point slides will be provided by OSL to help 

facilitate the training. 

The Basic User training teaches employees how to submit their timesheets through the OSL 
application removing the need for a paper submission. Emphasis is placed on capturing 
overtime and court time correctly, submitting leave requests and how to send submissions 
correctly to supervisors. Employees will also learn how to review their own time bank balances. 

The Supervisor training concentrates on teaching supervisors how to view the schedule for any 
unit for a two week period and booking off and scheduling employees as needed utilizing custom 
Call Out protocols where necessary and choosing employees with special skill sets that may be 
required for the shift at hand. The training also centres on approving time off or overtime 
submissions for employees as learned via the Basic User training and running specialized reports 
providing shift information. It is recommended that each supervisor attend the Basic User 
training before attending the Supervisor training course. 
It is the goal that once training is completed the employees will be able to return to their 

computers and begin using the OSL application right away. 
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Course Title: Employee Time Card Entry 

Course Description 

Employee Time Card Entry teaches employees how to submit their timesheets through the 
OSL application removing the need for a paper submission. Emphasis is placed on 
capturing overtime correctly, using overtime and project registers, submitting for time off 
and how to send submissions correctly to supervisors. 

Learning Outcomes 

1. Be able to enter overtime and time off submissions in real time. 
2. Be able to receive feedback from Supervisor's regarding time submissions in real time. 
3. Be able to view bank balances in real time without relying on others for this information. 
4. Be able to understand the time bank rules are built into the system without the user 
having to calculate what the total value in hours should be. 
4. Be able to have better control of the information going into the system. 

Instructional Methods 

Methods: This course is taught using a variety of instructional methods including lecture 
and hands on training where applicable. 

Course Title: Court Card Time Entry 

Court Card Time Entry teaches employees how to submit vital information regarding court 
appearances and capture court related overtime. Emphasis is placed on submitting hours 
correctly based on collective agreement rules, selecting appropriate court types and 
entering supplementary court information such as reasons for testifying, and outcome of 
case. 

Learning Outcomes 

1. Be able to enter overtime submissions for both morning and afternoon court 
appearances in real time. 
2. Be able to receive feedback from Supervisor's regarding court submissions in real time. 
3. Be able to have better control of the information going into the system. 
4. Be able to understand the court rules are built into the system without the user having to 
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calculate what the total value in hours should be. 
S. Be able to decide if court is to be banked or paid. 

Instructional Methods 

OSI.Sollltl011> 

Methods: This course is taught using a variety of instructional methods including lecture 
and hands on training where applicable. 

Course Title: Bank Inquiry 

Bank Inquiry teaches employees how to review the balance of their banks in both a 
summary and detailed view allowing them to determine the amount of time they have left 
in a specific bank to be taken as time off or paid out as per your collective bargaining 
agreement. Emphasis is placed on understanding how to interpret both formats. 
Note: Employees will only be able to view their own time bank information. 

Learning Outcomes 

1. Navigating to the specific report. 
2. Be able to filter on a specific time code. 
3. Be able to have better control over information for each time code. 
4. Be able to understand the Detailed Inquiry view. 
S. Be able to print the summary report if necessary. 

Instructional Methods 

Methods: This course is taught using a variety of instructional methods including lecture 
and hands on training where applicable. 

Course Title: Transaction Authorization 

Course Description 

Transaction Authorization teaches supervisors how to approve all submissions entered by 
employees via the Employee Time Card Entry and the Court Card Time Entry forms. 
Emphasis is placed on understanding how to interpret the form, entering overtime or 
project registers if they have been missed by an employee and approving, denying, set to 
pending or returning a transaction for further clarification. 

Learning Outcomes 
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1. Be able to focus your view on new transactions if there are many submissions. 
2. Be able to focus on time sensitive transactions. 
3. Be able to have better control over information submitted into the system. 
4. Be able to view the bank balance for the transaction in question, especially time off 
requests. 
5. Be able to understand that the employee whose transaction request is being approved or 
denied will receive notification of that immediately when they log into the system. 

Instructional Methods 

Methods: This course is taught using a variety of instructional methods including lecture 
and hands on training where applicable. 

Course Title: Employee Planner: 

Course Description 

The Employee Planner teaches supervisors how to view the schedule for any unit for a two 
week period and book off and schedule employees as needed. Emphasis is placed on 
understanding the layout of the Employee Planner, the appropriate way to book off 
employees, especially last minute, call in employees using a built in Call In Protocol and 
finding employees with special skill sets that may be required for the shift at hand. 

Learning Outcomes 

1. Be able to filter employees to view only a specific unit or group. 
2. Be able to book time off in real time if an employee should call in sick, or with an 
emergency. 
3. Be able to reschedule and move shifts around to suit the needs of the department. 
4. Be able to understand how to enter partial time off if an employee misses only a portion 
of their shift. 
5. Be able to properly submit all entries once changes are completed. 

Instructional Methods 

Methods: This course is taught using a variety of instructional methods including lecture 
and hands on training where applicable. 
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Course Title: Daily Duty Roster Report: 

Course Description 

The Daily Duty Roster report provides supervisors with a summary of shift events that can 
be viewed and/ or printed by the Supervisor at the end of each shift. The information 
included in this report displays employees with pre-booked time off, time off taken while 
on shift or shift start/ end time changes. Emphasis is placed on navigating to the report and 
filtering on the Unit/ Shift/ Date you wish to review. 

Learning Outcomes 

1. Navigating to the report. 
2. Be able to filter on a specific unit or group. 
3. Be able to control date and time of shift worked. 
4. Be able to print and sign off on report, if necessary. 

Instructional Methods 

Methods: This course is taught using a variety of instructional methods including lecture 
and hands on training where applicable. 

Course Title: Master Roster 

Course Description 

The Master Roster teaches supervisors how to manage resources for a specific shift 
allowing for real-time management of all shift specific information and assignments. The 
Emphasis is placed on assigning items to employees for use during their shift (radios, 
vehicles, etc) as well as using the Copy Line-Up method. 

Learning Outcomes 

1. Be able to filter on a specific unit or group. 
2. Be able to receive assign lunch schedules while viewing the entire shift line-up. 
3. Be able to control items assigned to employees for the shift. 
4. Be able to view/enter notes that may state why an employee is out of the line up for the 
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day if they are available for extra hours, etc. 
5. Be able to copy the Line-up forward for the same Unit or Group to the following day to 
save data entry time. 
6. Be able to print the roster. 

Instructional Methods 

Methods: This course is taught using a variety of instructional methods including lecture 
and hands on training where applicable. 

Course Title: Paid Duty - Administrator Role 

Course Description 

Paid Duty Administrator Role teaches supervisors how to assign employees to Paid Duty 
groups, create Paid Duty events as well as setting the date, time and location of the event. 
The supervisor also learns how to assign employees to the Paid Duty event. 
Emphasis is placed on creating various group types (e.g. Standard Paid Duty Group, Short 
Notice Group), assigning events to the desired groups and selecting the appropriate 
employees to work the Paid Duty event. 

Learning Outcomes 

1. Be able to distinguish between Standard and Short Notice Groups and when each group 
should be used for the Paid Duty event. 
2. Be able to understand how to re-use an event and set a non-occurring event to inactive. 
3. Be able to understand the importance of diary dates and how to use them. 
4. Be able to review the email process that is sent to employees who are members of the 
Paid Duty groups. 
5. Be able to understand how to select employees to work the Paid Duty event. 
6. Be able to generate an Event Report/ Sign in form. 
7. Be able to articulate to Paid Duty employees the hours worked by each employee for an 
event must be captured in the Employee Time Card Entry before an employee receives 
payment for the event worked. 

Instructional Methods 

Methods: This course is taught using a variety of instructional methods including lecture 
and hands on training where applicable. 
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Course Title: Paid Duty - Officer Role 

Course Description 

Paid Duty Officer Role teaches officers who are members of the Paid Duty event groups 
how to sign up for an event and how to capture their hours worked at an event for 
payment. 
Emphasis is placed on understanding the selection process, the importance of receiving 
and responding to the Paid Duty event emails, how to select the event to work and using 
the Employee Time Card Entry to capture hours worked. 

Learning Outcomes 

1. Be able to understand the procedure to follow after a Paid Duty email is received. 
2. Be able to understand how to register /unregister for the Paid Duty event. 
3. Be able to review awarded and registered events. 
4. Be able to understand the Paid Duty event selection process. 
S. Be able to understand the importance of the Sign in form at the event. 
6. Be able to use the Employee Time Card Entry form to enter Paid Duty hours for payment. 

Instructional Methods 

Methods: This course is taught using a variety of instructional methods incl uding lecture 
and hands on training where applicable. 
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DOCUMENT CONTROL 

Version Chan2e Description Changed By Date 
1.0 Original Jeff Schubert 2011104/04 

Restrictions 

This document contains information intended solely for Your Agency Here. The information 
herein is proprietary and its use is restricted to Your Agency Here and OSLSolutions Limited 
personnel, and any other organizations authorized by both parties. 
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Intended Audience 

This document is intended for all Your Agency Here and OSLSolutions Limited personnel who 
are working on or responsible for the implementation of OSLSolutions Limited' s Application 
Software. 

Agreement 
Terms 

Sign-offs 

2008/03/04 

Sign Off 

The approvals below signify: 
• Agreement that the information contained in this document is accurate; 
• Commitment to abide by this Charter in implementing the project; 
• Commitment to communicate all changes required to the Project Charter to the 

project managers in a timely fashion. 
• Resources will be made available to perform the scoped out work within the 

schedules defined for the Project. 

If you agree with the content of this document, please sign and date below 

Your Agency, Project Manager Date 

OSLSolutions Limited, Project Manager Date 

Page ii Version 1.0 



Business Analysis 

TABLE OF CONTENTS 

1 INTRODUCTION ..................................................................................................... 1 
1.1 Document Evolution ...................................................................... .... ........ .... ..... . 1 
1.2 Glossary of Terms ..... ... .. ... ....... .......... .......... .... ....... ..... ....... ......... ........................ 1 

2 SCOPE AND OBJECTIVES .................................................................................... 3 

3 IMPLEMENTATION PROCESS ............................................................................ 4 

4 DATA CONFIGURATION SET UP ....................................................................... 5 
4.1 Organization Level .... ........................................................... ........... ..... ........ ........ 5 
4.2 Employee Position ........................... .............................................. ....... .... .. ..... ..... 5 
4.3 Rank ................... ....... .. ......... ... ............. ......... ........ .. ..... ...... ............................... ... 6 
4.4 Classification .... ... ............ .... .. .. ........... ........ ...... ........ ..... ........ ............................... 6 
4.5 Rate of Pay .... ... .. ................................................................. ........... ......... ........ ..... 6 
4.6 Time Code ........................... .................................... ............................................ . 6 
4.7 Symbol ............................................................. ......... ...... .... ......... ...... ... ............... 6 
4.8 Work Schedule ............................................................................. ......... ............... 6 
4.9 Employee Data .... .... ... .. ... ........... ........... .... ........ .... ..... ..... ......... ............................ 7 
4.10 Group Codes .. ........ ........ ...... ......................................................... ....... ......... .... ... . 7 
4.11 Union Table ........................................... ......... .............. .. ........ .... ..... .... ... .............. 7 
4.12 Employee Status .............................................. ........ ...... ....... .. .. ...... ... ....... .... ........ 7 
4.13 Change Reason .... ................ .... ......... ........ ........ .... ..... ...... ...... ... .... ........................ 7 
4.14 Pay Status ............................................. ... ....... ......... ... ..... .................................... . 8 

5 APPLICATION SECURITy .................................................................................... 9 
5.1 Functional Roles ..................................... ....... ... ....... .... .......... ......... ...... ................ 9 
5.2 Responsibility Structure ....................... ................... ....... ..... ............. .... ................ 9 
5.3 Security Roles ....... .. ... ............. ...... ................... .................................... ........... ..... 9 

2008/03/04 Page iii Version 1.0 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

Business Analysis 

1 INTRODUCTION 

OSLSolutions Limited (OSL) will work with the Your Agency to populate the required 
application data into the current 7.9 OSL application. 

This Business Analysis Document describes the business environment and provides an overview 
of how the data will be loaded and verified. 

1.1 Document Evolution 

This Business Analysis Document in its first release to Your Agency, is a general view of 
the various data elements, with background information describing what kinds of 
decisions need to be taken. 

During this process, any questions can be addressed with the OSL implementation team 
either by telephone, or through e-mail. 

1.2 Glossary of Terms 

The following terminology is used throughout this document and throughout OSL's 
Application software. It is important that the reader of this document understands this 
terminology. 

Data Configuration - the OSL Application has been developed so that it can be tailored 
to suit the specific needs of the users ' organizations. This flexibility is provided through 
specific data values, which are initialized prior to the application being started in 
production mode. This initialization is called the data configuration of the application and 
includes such information as the name and address ofthe organization, various field sizes 
and other organization specific data. This organization specific information includes such 
data as Time Codes, Work Posts, Classifications and Positions. Information included in 
the data configuration is primarily that information which is specific to the organization, 
but which is not updated on any regular basis, and normally only changes when the 
business of the organization changes. 

Data Population - before the application can be started in production mode, the 
operational data for the specific use ofthe application must be entered into the 
application. This initialization is called the data population of the application and 
includes all personnel information and other data that may be updated on some regular 
basis, such as when personnel are hired or retire. 

Work Schedule - OSL' s Application refers to a schedule as a repeatable pattern for the 
assigning of personnel to specific shifts. These can be considered as schedule templates 
to which employees are assigned. Thus, standard shifts of 5 days on and 2 off, or 4 days 
on and 3 off, can be identified as 7 day repeating patterns. Other shifts, such as 3 days on 
and 2 days off, will have different repeating patterns. Note that a combination of different 
shift patterns will result in much longer repeating patterns. 
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Shift - a period of time during which employees are working. Shifts are usually day (they 
start in the morning), afternoon or evening (starting after 18:00). Shifts mayor may not 
include breaks, so that two shifts starting at say, 8:00 a.m. are NOT the same, if one is for 
seven hours with a one-hour break and one is for eight hours with no break. Each shift 
must have one and only one symbol. 

Symbol - a symbol is a two-character identification that appears on various displays and 
reports, that represents specific information. The symbol is used to identify work hours 
(the shifts in the example above would have different symbols) and the types of 
amendments to those shifts (overtime, vacation, bereavement leave, etc.) A symbol is 
used primarily on schedules and rosters. A symbol represents what is happening on any 
particular day and is used on the daily roster to identify different types of work. A 
particular Time Bank may be affected by multiple symbols. In many cases, Symbols and 
Time Codes are one-to-one, but may be many-to-many. For example, the symbol aT for 
overtime may be related to several Time Codes that may pay time and a half, double time 
or triple time. On the other hand, the time code regular hours is normally related to all the 
Symbols for regular shifts. 

Time Code - a time code defines the rules from the Collective Bargaining Agreements 
that affect either time banks or pay rates for employees. For each time bank, there should 
be one and only one Time Code. A Time Code does not have to be related to a Symbol in 
the configuration but is always related to one and only Time Code in a transaction. 

Transaction - a transaction is a specific occurrence of a combination of Symbol and 
Time Code that results in some impact to pay and or time banks. It includes information 
about the employee (including his or her levels), rank, schedule information (including 
hours), pay information, time bank impact. 
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2 SCOPE AND O BJECTIVES 

The scope ofthis document is limited to information related to the Data Configuration ofOSL' s 
Application. Other information relating to operational data may also be included, but only where 
this information is important for the initialization of the application . 

The objectives of this document are: 

• to provide a guide for Your Agencyin the validation of information for Data 
Configuration of the Application, 

• to record decisions taken regarding modifying Data Configuration of the Application, 

• to provide a historical reference in the event that there are changes to business processes 
within for Your Agency, and 

• to provide the OSL support organization with background information to assist in trouble 
shooting of the application during production. 
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3 IMPLEMENTATION PROCESS 

This section describes some of the tasks in the first phase, Project Initiation, of the 
implementation project. These tasks apply specifically to the preparation of information to 
complete this document. For details of the complete implementation process, refer to the Project 
Charter, which is provided by OSL. For details of the task schedule and the resources assigned to 
each task, refer to the Project Schedule, which accompanies the Project Charter. 

Prepare Analysis Template - this activity is perfonned by OSL, to prepare this template. Any 
infonnation which is known and understood about Your Agencyis completed. 

Review Business Analysis - during this activity Your Agencypersonnel read and review this 
document. The sections will be populated based on the 6.3 data. Any questions can be discussed 
by telephone or e-mail. 

Analyze Client Information - Once this document is returned to OSL, it is reviewed and OSL 
personnel prepare for the visit to Your Agency. 

DR & Administrator Training - OSL will provide on-site HR training to the Cornwall 
designated employees. 

IT Training - OSL will provide training to CPSS staff on the OSL Update process and 
procedures. 
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4 DATA CONFIGURATION SET UP 

This section describes the specific data which is used for the Data Configuration of the OSL 
Application for the specific use by Your Agency, It steps through the specific areas where data 
needs to be entered into the application and the values of that data. It is expected that the reader 
will be somewhat familiar with the application and will have read the appropriate parts ofthe 
Training Manuals provided with the application. 

4.1 Organization Level 

The Organization Levels are set up to reflect the structure of responsibility within the 
organization and for the production of reports. For more information regarding the 
responsibility structure, refer to Section 5.2. For the production of reports, it is possible to 
assign several parts of the organization (e.g. specific platoons or units) and report on only 
one or several ofthose parts. These two capabilities may require an Organization Level 
structure that is different from the Your Agency' s organization chart. 

The specific values of Organization Levels for Your Agencyare. This gives the 
opportunity to: 

Levell: 

I Code I Label 

Level 2: 

I Code I Label 

Level 3: 

I Code I Label 

Level 4: 

I Code I Label 

LevelS: 

I Code I Label 

4.2 Employee Position 

Relates to Organization chart and is used for transaction authorization. This is not a 
mandatory table and can be completed at a later date. 
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I Position Code I Description I Reports To 

4.3 Rank 

Sample List of Ranks. All ofthe Civilian job functions will be assigned a rank of Civilian . 

4.4 Classification 

Classifications are used to further define the ranks. Each classification will have a unique rate of 
payassi{iZ-gn:.:...e.:...:d:.:.... _______ ---. _________ ---, faOk fOde 

4.5 Rate of Pay 

The Rate of Pay is set up with effective start and end dates. This allows pay rates to be 
increased on a specific date or to be backdated, if required. The pay rate is associated 
with each classification. We should start with the 2007/01 /01 rates 

4.6 Time Code 

The following Time Codes will be used. The Time Codes will be migrated with all of 
their existing Mins, Maxs, Factored Values, Bank and pay factors . 

A time Code re 
Time Code 

4.7 Symbol 

4.8 Work Schedule 

Work Schedules are based on your current staff rotation and will be built out. 
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4.9 Employee Data 

The foil . f, owmg m ormatIOn IS suggeste df, or emp oyees. 
Employee Number 
Social Security Number 
First Name 
Middle Name 
Last Name 
Badge Number 
Title (Mr., Mrs., etc.) 
Gender 
Photograph (in electronic form) 
Address 
Other contact information (phone numbers, e-mail) 
Other detail information (hair colour, eye colour, shoe 
size, etc.) 
Significant dates (hire date, birth date, etc.) 
Marital status 
Next of kin information 
Medical information (health card number, allergies, 
etc.) 
Drivers Licence information 

4.10 Group Codes 

Groups are used as a method of doing bulk assignments. There needs to be at least one group. 
Groups can be created or added at an time. 

Group Name Description 

4.11 Union Table 

This table defines what Time Codes apply to which specific union groups. Ifthere are sick top up 
rules they can be defined here. 

4.12 Employee Status 

to on Full Time, Part time, Casual or User Defined statuses. 
~~~~~~~~~~~~~~~~~~~~ 

4.13 Change Reason 

The Change reason is on the Class Transfer Record and represents why an employee is receiving 
a new Classification Transfer. ew Hire, Transfer, Promotion, Retirement) 

Code Descri tion 
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4.14 Pay Status 

It is re commen ddt h tw e 0 ave t tu o pay s a 
Status Desciption 
101 Active 
102 Inactive 
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5 ApPLICATION SECURITY 

Access to the application is restricted in two different methods - by functional role and by 
responsibility structure. The following outlines the two methods. The actual roles and 
responsibilities for the City are described following these descriptions. 

5. 1 Functional Roles 

The OSL Application allows for the definition of Roles performed by employees. These 
Roles are based on the functions to which the users are provided access within the 
application. There are three levels for this access - Full Access, Read Only Access and 
No Access. These levels are applied to each item in the pull down menus in the 
app I ication. 

Thus, for example, it is possible to set up a role with No Access to most screens and 
reports, Read Only Access to the scheduling functions and Full Access to only the Call 
Manager. 

It is then possible to assign a specific role to each employee, which reflects his or her 
specific job functions. Any employee with no role assigned can only access his or her 
own personal information (schedule, time banks, etc.) 

5.2 Responsibility Structure 

Using the organization levels, it is possible to restrict access for a specific role, to 
information only one specific group of personnel, or to several groups. A filter is applied 
for a specific role, where the filter is based on one Organization Level, and filtered to the 
specific part or parts ofthe organization within that level. For example, it is possible to 
assign a role, which only has access to personnel information for Platoons A and B, if 
those have been set up in one the Organization Levels. 

5.3 Security Roles 

The following roles are in use at the Your Agency Here. 
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Master Line - up 

The Master Line-up allows for the real time management of all sh ift specif ic information 
and assignments. The Master Line-up can be pre-populated prior to the start of a shift or 
populated at roll-call t ime to manage officers on a specific date/shift combination. The 
Master Line-up allows a shift commander to manage resources throughout a shift . 

Detailed reports allow the shift commander to hand-off vehicle assignments and lunch 
breaks to dispatch. Communication centers can also have access to the Mater Line-up to 
view shift assignments or print-off their own reports. 

Select Dote: ~12009===KJ5/2==1=~~ 

loadOaia __ Uno!-'> 

Dat. Vaiidatloo /Maruai~. 

__ .....:.... ... H __ ...:....-.... H .... -==-....J Use Det . ... Order n Repor1 ~ 
- - -- -- --- - - - - - - -
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Customize Managed Properties 

Provides the ab ility to track and manage 5 distinct entities in association with each 
employee. For example, Unit, Portable, Vehicle, Radar, Taser 

--------------------- -- v- r=i' 
I) Portable Doe, Jane «(US _sudbury -portable.sot) _~ ~ 

Portable-------------------------------------

Code: I RADIO - 501 

Master Line Up Screen 

• Shift Commander, or designate, selects specific date and shift to be managed. 
• Master Line-up will default to the Shift Commanders will automatically load with the 

Officers in the same unit as individual logged in. 
• Additional Units/Platoons can be added to the Master Line-up as well as specific 

officers, 

Se lection list 

0000000002 - Administration 

0000000003 - Alarm 

0000000004 - Armourer 

0000000005 - Benefits 

0000000006 - Budget/Materials 

0000000007 - Community Response Un it 

0000000008 - Court Clerks 

0000000009 - Court Coordinator 

0000000012 - Crime Prevention 

0000000013 - Domestic Violence 

00000_0001~ruQs 

!:;.ancel 
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Add additional Employees, as well as Auxiliaries, can be loaded into the Master Line-up. I 
" SelectIOn list Doe, Jane (emp_notworking_seledion.s(x) :~ I 

Selection List 

~""' 0 
iE .... ·· ...... 1iI Additional Units .. Sworn 

$ ............ 0 Additional Units .. CMlian 

Milster Roster EllllJloyees WorklllY 

I 
iE ............ 1iI Additional Units .. Auxiliary Employees 
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Master Line-up Form 

Select Dole: 12009.05127 ~tmI Wed. 1040)', 27, 2009 

Oivbion: I ()()()()(DX)()3 ,]{] eriOOal "veatlgMm 

loedData __ Li1o~ 

Form is then populated at roll-call time by Shift Commander, 
• Employees are then assigned their unique properties. 
• Lunch periods are defined. 
• Shift start and End times are populated based on pre-defined schedules. 
• Shift Premiums (ASP/NSP) are calculated your Shift premium rules. 
• Free-Text notes can be added at the beginning or throughout the shift. 
• The Time Code Field will be populated with Exception codes (Vacation, Sick, Court , 

Training, etc) 

Copy Function 

To accelerate the data population process a specific Master Line-up, once created, can be 
copied forward to subsequent shifts. The Copied Master Line-ups can then be edited at 
shift time to provide real- time data assignments. 



:t Date: 12009105127 

)ivision: 10000000003 

I~ VVed. May. 27,2009 ,:.J Criminal Investigation 

start Date: 12009105128,I!mI Thu . May. 28, 2009 

I L:::~:::::~~:~:::::::~::] 

Reports 

Shift Type 

1 @ Day 0 Afternoon o Night 

Select SI.tI-Branct( es) 

End Date: 12009105130 ,m Sat . May. 30, 2009 

Detailed reports can be generated from within the Master Line-up. The Reports can be 
printed directly or export to any Microsoft Office Format. Reports can then be provided to 
Communications. 

Date Printed : 2009105127 08:21:08 Page : 

SJdft: Day 

Name NOM. 

Diaz, George 255230 1120 505 005 Gen 11:30 09:00 19:00 3:00 0:00 Serve court summons 
20/137 

Doe, Jane 258239 1115 510 011 12:00 08:00 16:00 0:00 0:00 Motorcycle patrol 

MacDonald, John 292516 1115 511 025 18:00 12:00 00:00 8:00 0:00 Bike Patrol ~st siclt 

Simmons, Chris 254160 1114 502 004 Gen 11 :45 08:00 16:00 0:00 0:00 Traffic 
201140 

Museum, Teny 259667 1114 529 066 11:45 04:00 12:00 0:00 4:00 
.. AlWti .. al Uruts 

Rodgers, Eric 258504 1130 514 020 12:15 08:00 20:00 4:00 0:00 Court - 8:00 am 

0000250646 - Doe, 250646 1130 518 021 12:15 08:00 16:00 0:00 0:00 
John 

Rodriguez, Albert 251395 1130 519 022 12:30 08:00 16:00 0:00 0:00 

O'Shea, ERIC 254129 00:00 00:00 0:00 0:00 A V8ilab1e for OT 

Wazinski, John 291292 1114 513 023 13:00 08:00 20:00 4:00 0:00 

Shaka, Martin 293005 1140 522 023 Gen 13:00 07:30 19:30 3:00 0:00 TraflIc 
20/139 

J olutson, Jorge TraffIC 
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OSLSolutions 

OSLSolutions Paid Duty Events 

Will allow you to post Overtime shifts and special events such that employees can sign-up and bid for 

these shifts. 

Create your Groups 
Personnel Menu: Maintenance: Employee Group Code 

You will need to create a least 1 group and add all Paid duty candidates to it. 

Check the "Identify as Paid Duty". 

To configure a Short Notice Paid group, create a Group and check the " Identify as Short Notice Paid 

Duty. 

Use Mass Insert: Add employees to group: to add and remove members from the Paid Duty Group(s). 

@ Employee Group [odes Doe, Jane (globlgrp.soc) Filter: All 800 E1 

Employee Group Codes -----------------

Code: I PAIDEVENTS I Notes I 
~ Descri!:tion: I Poid Duly OffICers I 

Q AIoW Group to be Sent To for A ... horlzotion 

Q Group that will receive notification on login about the expiring courses 

Q GrOUP tho! W~ receive noIificslion on login obout the expiing kis 

Q This group belong to the stores Group. which is anowed to process requisitions 

Q lnstructor" Group 

Q AHOW to create Trairlir'lg Records Group 

Q ldentifY o. Aux~ory in Moster Line Up 

Q ldentifY o. SUs Group 

Q AIoW Group to be Sent To for Authorization in Court 

Ei:l!ldentifY o. Paid Duly 

Q ldentifY o. No Notice Paid Duty 

mo 



Create Events 
Events are only created once. Events can be a one of event or can be recurring. 

Maintenance: Paid Duty Events 

Events 
Even!: I TRAFFICCONTROL 

~In Good standing 

£:JiSet to Inactive 

Notes: Provide t raffic control services for Department of public w orks . 

• Event - Event name or title 

• In Good Standing - should be used in conjunction with Notes field 

• Set to In-active - remove this event from the event creation form. 

Event Definition 

OSLSo/utions 

Events are scheduled one at a time. Event scheduling will broadcast the event and sign up information to 

all employees in the selected groups. 

Time and Attendance: Scheduling: Paid Duty Event Definition 

~l't'ent UeflmtlOn Doe, Jdnf> .. 00 13 

Event Definition -----------------

E"",,,: I TRAffICCONTROL ,'Il TRAFFlCCONTROL 

locotlon: IMo/n stre<!.os! Sew ... R.pIocement project 

Eventoate: I201 1f12J04 ~m Sun. Dec. 4, 2011 

start T"",,(HH:MII4):~ : B 
o...'-C3B 

Diary Dole: 1201 1 n 2.Q1 ,m Thu. Dec. 1. 2011 

Evert Notes 

I ~~~5t;:'~ ~es::!~~ ~ 
crosswol<sl 

F 

Event CClf'll'Tmatlon Notes 

J 
Populate this form with the event information and then Save. Once Saved select the Add Groups button. 

2 
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OSLSolutions 

• Event - Select event from selection list. 

• Location - Where the event will occur, could be location, address, or place to meet for event. 

• Event Date - Date of the event. 

• Start Time - Start time or time to present. 

• Duration -In hours, used for information and scheduling purposes. 

• Diary Date - Cut-off date for registration 

• Event Notes -Information the employee should know about the event prior to registering. 

3 



OSLSo/utions 

Event Groups 
The form will open prep-populate with the event details. Select the group, enter the number Required, 
enter Notes about the event and Save. Upon saving the event a registration e-mail will be sent to all 
members of the selected group. The same event can be published to multiple groups. 

EventGroups ----~====================~ 
I TRAfflCCONTROL 

Group: I PAlJEYfNTS 1:.1 Paid DutyOfficers 

Lac.too: I Man street east Sewer Replacement project 

StortTine:[!J:B 
Durotlon:[:3:B 

Required: [=:!J 
Notes 

Please bring ran gear, flash Nghts, and ~ 
pick up cruiser at HQ 

• Group - Select the group being offered the Paid Duty Event. 

• Location - Opens prep-populated with event location. 

• Start Time / Duration - Both open pre-populated with values, both can be modified. 

• Required - Enter the number of employees required for the event. 

• Notes - Notes will be sent to employee via e-mail. 

Employee Registration 
Employees will receive an e-mail for each Paid Duty Event. The email contains detailed information 
about the event. Employees will log into OSL and register for the event. 

Time and Attendance: Paid Duty Event Registration. 

@ Ev ent Rf!g lst r <lt lOn Doe, Jane "IiI £3 

E tR . t ti yen egis ra on 
Select the Event you would like to sign up for 

, &w«ded Everts I I R.ered ~verts -I 
Select I -~ I_Date st.t~I""'_ DI.-y Date I Reqoftd IEmpL ReQlltere«. 

0 2011 SANTA Q.AUSE • Paid DI.tyOfflc 201I/1I/:Jl 12:00 8.00 201I/1I/:Jl 5 
o IMOVEMBER EM) • Poid DutyOfficers 2011/11/30 05:00 I 5.00 2011/11/29 1 5 1 
0 TRAfFlCCONTROI. • Paid DI.tyOfflc .. 2OIlifZ/04 08:00 4.00 2011/12/01 5 

- I - - ------ ---1----1 1 -

-1 1 ,--

I 
-

--
I I . 

I Event~ J 
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OSLSolutions 

Form opens populated with all events available for registration. Events will be available until the Diary 

Date/registration cut-off date. 

• Awarded Events - Will display all events that you have been awarded. 

• Registered Events - All the events you have register for but have yet to be awarded. You can 
cancel your registration up until the Cut-off date. 

• Event Description - Provides more information about the event 

• List Employees - Will display a list of employees that have already registered for the event. 

• Register - If the select box is checked, the employee will be registered for the event. 

Awarded Events 
@ fve nt Selec tIOn Doe . Jan.. IIIIIS f3 

Awarded Events 

I Event I c:ircqI Event Date Start TIme I Dwlltlon I Cancel A 

paldclty 2011/12/12 12:00 3.00 0 
NEW YEARS EVE R~ Ipoid DutyOfficers 2011/12/12 12:0 8.00 ] 
Il.ACXFRIDAY Poid DltvOfflcers 2011112/12 12:00 8.00 ] 

.-

-- . ~ 

C"""el Notes: 

I 

• Registered events are listed. 

• Cancel - This is the employee un-registering from the event. 

Registered Events 
@ Eve nt Se lectIon Doe. Jane .. iii E3 

Registered Events 

Event c:ircqI I Event Date I Start TIme I DwatJon Cancel Ib 
Paid 0uty0fflcers 2011/12/19 10:00 4.00 0 

- L I-- .- -I- -
- -

I 

Ii~ 
Concel Notes: 

I --------:---=:;:::::==J 
• To unregister, select the cancel checkbox and select the Accept Cancellation button. 

5 



OSLSolutions 

Paid Duty Event - Employee Selection 
After the Cut-off/Diary date the event Coordinator will perform the employee selection. 

Maintenance: Scheduling: Paid Duty Event Employee Selection 

@ Event-Employee Selection Doe, Jane (iiiifl@ £! 

Event-Employee Selection 
Event: I TRAFFICCONTROL - 2011 fl2104 IfiAl 

Group: I PAIDEVENTS : PAID DUTYOFFICERS !(iiJ 

erocess 

• Select the Event. 
• Select the group to be processed. One event can have multiple groups. 

• Select Process to display the possible candidates. 

Employee Selection 
A complete list of registered employees will be displayed. The coordinator then selects the appropriate 
employees and process the selection. 

@ Employee SeledlOn Doe, Jdne Ei 

Ellent: TRAFFICCONTROl - 2011112119 
Group: PAIDEVENTS : Paid DuI)IOfficers 
Required: 2 Awarded: 0 

Employee List 

cI* en.>toyee Last Name Fi'stName 

n 0000292746 Doe Jane Coordinllllor 

0 0000255459 Doe John Manager 

It] 

Rank Paid Duly Tome 
8.00 

12.00 

• A complete list of registered employees will be displayed. 

Ser;orty OverTime ~ 

2DD6.()6126 44 .33 I 
1985,1)1 114 0.00 

I 
I 
I 
I 

I 

I 

~ 

• Information header reminders the coordinator of the number of required employees. More than 

the required number of employees can be selected. 
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OSLSolutions 

• Paid Duty Time and Overtime are Year to date values. 

• Check the selected employees and then select the process button. 

• Selected employees will receive email notification that they have been selected for the event. 

• Employee will be marked on the Planner and Rosters as being awarded the paid duty. 

Attendance Verification/Information report 
Reports: Paid Duty Event Attendance report 

@ EventAttendee Yetlfl ( atlOn OD E" , lohn ~~E1 

Events Attendee Verification 

Print list : 
TRAFFlCCONTROl-corner of buckingham and beatriceGroup: PI!id D<XyOfficers Dot.: 2011/12/19 StartTme: 10 :0~ 

F I I~I 

~ Us. New Paoe for ElICh Event 

IJI Reset Paoe N<.mber to 1 for ElICh Event 

I Print ... Qptions "I I en-t I ~ 

• Use the Select button to select the specific Paid Duty event. 

• Print will generate the information/sign in report. 

Event Report/sign-in form 

Greater SUdburv Police Service Event Attendee List 

Dol. : Nov 29.2011 Time : IU4HRS Page : I 

TRAFFICCONIROL - Date: 2011/12/19 

Gn,.: Paid DutyOfficers Locati .. : comer of buckingham and beatrice Start Tilno 10:00 Duratiooa: 4.00 

Eveat They are finolly removing the ar.na. Need Itaffic C.nJInou.ti ... Please obtain cruiser at HQ and proceed to the Traffic 
Note.: officers. Note.: Conltol Report to CEO foreman in charge ...... 

PriJttN""", 

Doe, Jane 0000292746 

Doe, lohn 0000255459 

Grn, Note.: Bring you sof,tyvest, flashlight, and get cruiserat HQ 

7 
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os Isoilltiol1Sltd. 

Part time Resource Management Tools 

IIExperts in Workforce Management Systems for Public Safety 
Organizations" 

www.OSLSolutions.com 

1 (888) 675 - 8255 

OSLSolutions's OSL application is the right solution for managing Part time Resources. The OSL product 

can effectively schedule and manage Part Time Resources through the use of the Employee Planner, 

Employee Timesheets and detail reports. Employees and supervisors can then review these schedules 

through the Master Roster, Employee Planner or Duty Roster report. 

Company information: 
Set Defaults: Company Information: TimeKeeping tab. 

Set Auto generate Pcode 8 transactions on. 

Employee Time Card Entry Light: 
If Part time employees do not submit anything but OT you will use Employee Time Card Entry Light. If 

transactions other then part time hours can be submitted by an employee then do not configure the 

Employee Time Card Entry Lite. 

Go to the Set Defaults: Company Information: Employee Time Card Entry Tab: 

1. Entry Symbol, Time Code, and default processing code. 

2. If part time employees cannot exceed a maximum number of work hours in a week, set the 

validation rule and hours. 



3. Select the Part time employee statuses. 

Employee Time Card Entry Employee Time Card Entry Lite Overtime/Project Register Reports 

Oefautt Values --

Symbol: <,1 P_T ____ .. I~ Part Time Hours Worked 

Time Code: 1 PT I~ Part Time Pay 

Processing Code: 

Validations 

Validate max number of hours: El 
Max number hours per week: 1 40 I 

status Selection 

Employee Status: 

Part Time Regular 

l;) ~elect 

,.------------~ 
.s. ave II fi evert 1 

SPart Time Authorization group 
Define 1 more group that the part time employee will submit time to. 

" Employee Group Codes Habgood . Marc ~ -

Employee Group Codes -----------------

I Code: 1 PART --TIME ~ 

Description: I Part Time Authorization team 

r 
~Alow Group to be Sent To for Althorization 

QGroup that will receive notification on login about the expiring courses 

QGroup that wil receive notifocation on login about the expiring kfts 

Q This group belong to the Stores Group, which is anowed to process requisftions 

Qlnstructor's Group 

QAIIow to create Training Records Group 

Qldentify as AuxiHary in Master line Up 

Q ldentifY es Skins Group 

QAIIoW Group to be Sent To for Authorization in Court 

Use the mass Insert to assign supervisors to the part time authorization groups 
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-------- ---_._-------- ------------------------------------., 

Symbol 
Define 2 new symbols: 

1. NH - No Hours schedule. You can re-use the Day-off if you want. 

2. PT - Part Time Hours scheduled and worked. 

Time Code: 
Define 1 new time code: 

1. PT, to represent the Part Time hours to be paid. Only Pcode 1 enabled, Default time Pcode 1. 

2. If Overtime is possible then define a Part Time Overtime Time code. 

Schedule: 
Define 1 Part Time Schedule per type of part time employee. Or a single common part time schedule 

with a default work post. 

1. All Part time employees should be on a 1 day schedule with the PT symbol, 

2. RG or regular hour time code, 

3. and their default work post. 

4. Assign all part time employees to the appropriate part time schedule in the class transfer record . 

Scheduling a Part Time Resource: 

Edit 

Delete 

CaU In Manac;Jer 

Pay 

Bank 

Courses 

Bark Balance 

Contact Data 

[ I Master Roster [ 8dd Schedule 0000000390 - Kenny, Cameron Tuesday April 5,2011 Pa~ 

[ BookQtr ]r,.-ZH-Z- e-ro-H-ou-rSc- h-e-du-'e---o-o.-.OO- --OO-:OO- -R-G-(8-) - No-t.-•• -i9-.. -d-------~A [ !lank 

[ Edit ] [ COllrses 

[ Qelete ] [Ban~ Balances] 

IQallin Manager] v I Contact Data ] 

~ [Printer Options] 

1. Do the employee selection and the select Get Schedule Data 



I 

2. Select the employee and date you want to schedule. 

3. Do an Add Schedule or Right click and select Add Schedule. 

4. Enter: 

a. Shift Symbol- PT 

b. Time Code - PT 

c. Start Time 

d. Duration 

e. Change level information if appropriate 

f. Set Workpost if required 

g. Add a note if required 

h. Save 

5. You can continue to schedule part time resources by select each employee and doing an add 

schedule. 

6. You can navigate forward and backwards by using the "«" and "»" buttons. 

" Employee Planner Details Habgood . Marc GJ . ~I 
New Sc:IHHIded Trans-action 

E1f4:>Ioyee Code: I 0000000390 Ita Kenny. Cameron 

Dale: 12011.()4104 1m Mon Apr 4,2011 

Symbol: I!l~ Part Time Hours Worked [DisPlay Defauls I 
Location 

Time Code: ~~ Part Time Pay [ Bank Balances I 
Polce: 100000001 00 I~ Peterborough Lakefield Police 

(8 . Auto-Generated Scheduled Hrs) Division: IOOWIliFORM ~ Lk'liform Division 

Factor;,g: Straight Branch: 10000PATROL ~ General Petrol 

Start Time: B :[!J Duration: [3: B End Time: 16:00 Un": I AREA_THREE I~ Area Three 

Breaks:Q}[!J Assignment: 1000000511 0 I~ Salaries - StaU 

Registers 
Work Post: 10000000TRF I~ Traffic Un" 

Qvertine:1 ~ Protect: I ~ 

Register Code Description Hrs Mins Noles Ji 
lIotes 

I Schedule to work as clerk in traffic urn • - ~;;; 

Overtime Total: 0: 00 Proiect Total: 0: 00 

d !.1st 1 I ~.ve I I ~lWlCei I 

Employee Planner scheduling with Call-in Manager. 
1. Bring up the employee planner 

2. Select the vacancy and invoke the call in Manager. 
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3. Select Protocol and Sorting options, do you selections. 

Dote: If1!DIliBili1 ~ ~ 9.2011 start rme:[!:l:l!:llMotioo:[~~lc::!l Breaks:c::!I:c::!I End Time: 07:00 

Shift Type: I Regular Hours '" I 
O~OrOUPS 

o Branch 

4. Process 

q 

o Police 

0lTi1 

G:J 
r:2LJ 
G!:J 
G::J 

frocess Query 

OIlMsion 
o Assigrvneri 

Selected 

" "'" OOOooooONE 

l ooooOADMON 
00001 SHIFT 
ooo02SHIFT 
ooo03SHIFT 
000SQUAD01 
000SQUAD02 
000SQUAD03 
000SQUAD04 
000SQUAD05 
000SQUAD06 

[ nnOQ("I1 IAr'",o. 7 

5. Select the person to be scheduled based on the number of hours. OSL can customize this to your 

hiring rules. 

6. Select call. Make sure you have call statuses defined. 



7. From the provided information you can call the employee to confirm shift 

8. 

o (all form 1-1 ~ 
Code : 0000000390 

Ilame: Cameron Kenny 

Phone #: (613) 692-3355 

Address: 1165 Beaverwood Drive 

City: Ottawa 

Addlional contlle! inform8lion 

status: 

Reason: 

Save [ Cancel I 
acceptance.L-______________ ---' 

Once shift accepted complete the scheduling 

o £mployee Planner Details Habgood. Marc 

New SellecUed Transaction 

Employee Code: 10000000390 _ '!t' Kenny, Comeron 

Dolo: 1201 1 i04i09 .;~: Sol . A",. 9,2011 

Syrrl:>ol: ~ Port Tine Hours Worked 'DiSplOY Oofouols 1 
loclltion 

Tine Code: ~ Port TITle Pay , Bank Balances I 
Police: 10000000100 

(8 . AloIo..()eneroied Scheduled Hrs) Division: OOOJNFORM 

Foctorng: strolght Branch: 100000ATROL 

StortTi"""C!!i:[J!i Durolion BB End TITle: 07:00 lkliI: 1000000000R 

Breaks: c:!I:[J!i Assig1menl: 10000005110 

Work Post: IOOOOOOOTRf 
Register. 

Qvortime: 1 ~ Project 1 ~ 

Register Code Ooscrlptloo Hrs MIns Notesl~ 
Notes 

I Schedl.ie to work as e clerk n traffIC 

" 
OVertlme T olal: 0 : 00 Prolect T alai: 0 : 01 

form 
, 

~ist 1 
, 

Supervisors can approve from Employee Planner 

GJ @ 

I Peterborough Lakefield PolIce 

LnfOl'm Division 

~ General Patrot 

~ Supervision 

I\!AJ Salaries - Staff 

~ Trofflclklil 

I 

S-sve 1 
, 

~oncel I 

I 

When shift has been worked supervors can select that shift and then select the Pay button to confirm 

shift. The Supervisor can modify the number of hours based on actual time worked . 
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<> Employee Planner Details Habgood . Marc 1-1 Ixl 
New Pay Transac:1lon 

~ Code: looooxmso YEi\ Kenny.Cameron 

I Dele: l2011 AJ4.03 1'ImI Sln Apr 3.2011 c""' . 

[DIsplay DefaultS] 

[ Bank Balance. ] 
Location 

Time Code: PT . Part Time Pay 

Symbot ~ Port Time Hours Worked 

PolIce: 10000000100 ~ Peterborough Lakefield Poice 

(1 . Poyrol - Oi'ect) DivIsion: 11JOCU'.IF0RM iI'il Uniform Division 

Factomg: Straigtt Br..-.ch: OOOO'ATROL ~ Generlll Patrol 

Duration: u :B End Time: 17:00 Unl: AREA_TtftE I[!!A] Area Three 
5lMr .... :ffiB 

Breaks: o .[!j Asslgvnerl: 0000005110 I~ Salarie. - 5latt 

Register. 
Work Post: OOOOOOONIA .~ Not assigned 

Qvertime:1 ~ Pro[ect: 1 ~ 

RegIster Code Description t-rs h4ins Nde~~1 
lIote. 

1 ShIft complete 

-.I:! 

Overtime T olal: 0 : 00 Proiert T obt: 0: 00 

I ~isI I I error !-ist I I enrt Errors I ~ I I ~eI 

Part Time Employee Time card Entry 
Part Time employees can submit their own part time hours on a daily basis. 

1. Employee Enters: 

a. Date worked, 

b. Group that they are submitting their time to for approval 

c. Description, optional, 

d. Start Time, 

e. End Time, 

f. Missed lunch will generate a separate 1 hour pay transaction. 

g. Print Request will generate a part copy. 

<> Employee Time Card Entry Part Time Kenny . Cameron 1-1 [RI 

Employee: 10000000390 I Kenny. cameron 

DoIeWorked: 12011AJ4Al1 ~ Fri. Apr 1. 2011 

AtAhorization: ... 1 P_AR_T_--T_IME __ .I.~~ Part Time Authorization team 

Short Description 

IWorked 5 hooxsln traffic I 
Shift Information 

Symbol: PT Port Time Hour. Worked 
Time Code: PT Port Time POY 

" 

Process Det ... 

Procesmg Code: 1. Poyrol Direct 

Time Detail. ---------------1 

start Time (HH:MM): ~: B 
End Time (t-t1:MM):~: I!!I 
Duration (H-i:MM): 05: 00 

o hissed Lunch ""'sed Melli Time: .0 rnirUes 

~Ist 

lop frey Eind I Print Current Request I ~I Bevert I Qelele 

I 

I 



Employee Time card Entry 
Employee Time Card entry is used then the Time is entered as PT symboljPT Time code. This is a 

requirement if the Part Time Employee needs to enter OT or Registers. 

" Employee lime Card Ent ry Habgood , Marc 1-1 Ixl 

I 
Employee and Dote 

E"1'loyee: 1 0000000114 I H.bgood, Mere 

st.rt Dote: 12011104.002 I~ Set. Apr . 2,2011 

End 0.10 ,,-I _ ' _ ' __ .. 1 .... 1 ," ' 

SCheduled ShIft: 11: 11:l 0 • OS:lO 

( Send For AuthorIzation 

Process end Time Details 

Processing Code: 1 t . Payroll Direct 

Actual rome (tt1llM): r=J: B 
start rme(H't~ ~:B 

A ssignmert Details 

I 

0 Employee @GIobeI Group 

Global Group: IPARTuTlME ~ Pert Time Authorized:ionteem 
Rank: 1 0000000005 I~ stoff Sgl 

Short Description 
Registers 

'-__________ ....... 1 Qvertime:r-I --..... I~ Proied: ... 1 ___ ~, 

Shift informotion 

Symbol: Ir"p-T-pa-rt-TI-m-e-Ho-u-rs-w-o-rk-e -'v 1 DI;iayDeiaUiiS' Register Code I Dese~ Hr. Min. Note. l~ 
OVertime OOOOOOODSP Dtspatch 4 00 Memo 

Tine Code: PT · P",t Time Pay Project oooooooao Budget 4 00 Memo 

v 

Balence: ' .00 I Bank Balances II Bank Details 
Oveltlme Total: 4: 10 Project Total: 4: 00 

I Print Current Request I 

Transaction Authorization 
Standard Authorization process. With each status change the submitting employee is notified. 

Annual Pattern Display 
Employees can view their scheduled shift in the Annual Pattern Display. 

• Each part time sh ift is displayed. 

• Employee can select day to view schedule. 

• Can also be printed. 

• Employee planner, read only access, could also be given to the employees 
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o Annual Pattern Displays - Calendar Format Smith , Lara GJ ~ 
Employee #.: 1 00000001 08 

Show pay days: Q 
I~ Smtth, Lara 

Set Payroll Dates 1 

Report Advisory 

Reporting Year: .,12.°.1.° __ .. 1 • Pay Day 

Ttll_ ''''''1'011 _t,le r~l l'm~- ttlt' f'~~Y:- )tlerlt:'1tll-,nto ~ ,e l:1rlll:c:1f"? T) en: IHeHIE' r.=-f1or1 f 'tlrrt: f'tl:f,erl, I_lief "~tlnt,=,r '_'F,t lun_" 
= Pt tt I"" ( ,t lent 1tlon to I ~mIJ: ( 1f II:' 

\l\Jhen Printing Report use--------------=-------;======~=====~ 

. o Employee #. OA~ernate 10 #. Legend: Q Colour: Q Printer Options 1 [ Print 

Show Availabiltty Q Exit 
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OSLSolution Evaluation 

Employee Review Process 

The OSLSolutions Employee Evaluation/performance tool has been designed to support the 
development of all your employees by measuring performance, recognizing exceptional 
performance and improving work performance when necessary. 

Daily Event Log 
This is a real time interactive communication tool between an employee and a supervisor. 

• Encourages on-going communication throughout the annual cycle 
• Used to track notable performance capturing strengths and weaknesses 
• Used to support and substantiate Annual Review ratings and narratives 
• Discuss and recognize exceptional performance as it happens 
• Identify and improve work performance issues as they happen 
• Utilized for current assessment period only. 

Annual Review 
• Automatically generated from Daily Event logs created throughout the review process. 
• Initiates with the Supervisor and Employee reviewing summary of Daily Event logs. 
• Leadership team can review and bring value to the Annual Review. 
• Short and long term goal can be established. 
• Ratings and narratives are based on substantiated work performance noted throughout the year 

Other Potential Uses for Evaluation Process 
• Coach Officer: The Daily Event log can provide the Coach Officer with an ideal tool to document 

daily successes and areas for improvement against pre-define performance competencies. The 
Automate Review can then summarize the complete probation period. 

• Recruit Manager: Manage the recruitment life cycle against customized Competencies and event. 
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Configuration: 
The Evaluation system needs to be enabled for participant' s security roles. 

1. Personnel System. 
2. Personnel Files: Employee Evaluations: Daily Log and Annual Review. 
3. Maintenance: Performance Categories. 

The Evaluation system uses the Position table and the employee and supervisor class transfer records. 
1. Define the Employee Position and Reports to for all employees and supervisors. 

Corporate Competencies and Performance behaviours are defined and used on a daily basis to capture 
employee strengths, weaknesses, and areas of improvement. 

1. OSLSolutions can provide a sample list of Performance Categories. 
2. Go to Maintenance: Performance Categories. 
3. It is recommended that you spend time defining your corporate competencies and Performance 

criteria. 
4. Specific Competencies and Performance criteria can be defined for Uniform, Civilians, and 

Senior officers. 
@ Performance ' [ategOries Admin, Osl (performance_category.s()() I!!!!lI'iI EJ 

Performance/Categories -------------

Code: I TEAM WORK I I:l Set 8 S Inactive 

Rark: I I '" I Leave blark for All Ranks 

Nates:I'-___ ..... ~ 

• Code = Performance category to be measured and scored. 

• Rank = Represents minimum Rank and above the Performance competency applies to 

• Notes= Corporate interpretation of competency. 

Daily Event Log: 
Daily Logs are created by either a supervisor or the employee to document notable strengths and 
weakness. Daily logs allow the Supervisor to score and document a competency. Employees can also 
provide their comments. All logs require both employee and supervisor acknowledgements. Employees 
and supervisors are also pro-actively notified at login of any pending logs. 
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OS) ,Solution" 

There are 5 transactlon(s) awaIttlg YOU' UhorIzation. 

You have 1 Daly Log(s) reqlki'lg YOU' attention. 

Ie -oK .... I 

Employees: 
The Daily Event log allows an employee to Create, Add comment, and sign off on daily performance 
activities. 

Supervisors: 
Supervisors create entries for any direct report or sub-ordinate within the organization. 
Supervisors sign-off on all their direct report Daily Event logs, even if created by another supervisor. 

I SeIed~·)1 I"Pen<lir1g rAi I I Lood Log"-do I 
DoIy Log ~fonnetlon 

~ DUo! Pwfonnor<:e ~'.~ ~~ ~ IIoIi"o DU ~ ~ ~ Evert ~ oc.:.-t DIocusaed AcIInowtodiIOd AcIInowtodiIOd 

I 

I 

l <J jrP 

• Select Employee - Select all Direct Reports. One or more employees can be selected. 

• Pending / AII - Pending shows logs requiring action, approval, employee interview. All displays 
logs for selected employees. 

• Load Logs - Displays employee performance logs. 

• Add - Create a new performance log. 

• Edit - Add comments or approve a pending log. 

• View - For Read only Security role. 

Create a Event log entry 
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Edit from the Performance log will open the Event log form. The workflow is from the originator, to the 
Supervisor/Employee for commenting. This is followed-up with an Interview/discussion about the Event. 
Employee and Supervisor both then sign-off to acknowledge discussion 

PertormanceLog----------------------
Employee: 1 0000000040 I~ MtJlthew, Scott 

Date of Event: 12011 108125 I!W Thu . Aug . 25, 2011 

Performance Category: 1 TEAM VIJORK liIIl Rank: All 

Supervisor's Worked w~h CID to secure crime scene and identify 
Observations: potential evidence based on knowledge of crime t ype . 

Supporting Document: 1 

~--------------.-~ 
Rating: 

Unacceptable 
Employee's Needs improvement 

Observations: Meets expectl!llions 

Date of Discussion: 1 J J 1m 
Employee Acknowledged: 1 rYes (0 No I 

Supervisor Acknowledged: I rYes (0 No I 

L 
• Employee - Select Employee for Performance log 

• Date of Event- Date of notable performance event 

• Performance Category - Select 1 of the pre-defined Performance Categories 

• Supervisor's Observations - typed in or can be cut and pasted. 

• Supporting Documents - Documents or logs can be attached to the each entry. 

• Rating - 4 Rating options are available and will be used in the scoring for the Annual Review. 

• Employee Observations - The employee can add their own comments about the event.. 

• Date Discussed - Represents the interview/discussion date with the employee. 

• Employee Acknowledged - Once the employee has reviewed the comments an acknowledgement 
is required. 

• Supervisor Acknowledged - Follows Employee Acknowledgement and closes the event. 
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OSI,Solution .... 

Annual Review 
Annual Reviews are then built from the daily logs and employee training through-out the year. Annual 

reviews are based on scores from the daily logs as well as input for the employee, supervisor. 

, . on, 
~Sdection 

SeIod~~ 
1 .. -

r .... I stowt Dole: I I I ltim End Dol.: I " ItmI I LaM_ -I 
Per1ClflMr1Ce R~ 

~ _Dote fndDote -- -. ~ Socond~ DMoIanoI oJ.e ~ 

L<J • ,.::. 
Oat. Processi"lg 

I &dd I I ~ I I l/)Ow I r Ext ----, 
~ . - -- -

• Same layout as the Dai Iy Event log. 

• Add button will create a new review, Edit will modify a created annual review, and view is for 

read only access. 
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Create an annual review 
Add from the Performance review form will open the Annual Review creation form. 

~f~mSron -=~---------------------=~~~~======~--~==~------------~ 

~: 0000000040 Date of CCPS Hire: Mon. Sep. 3,2007 

Posftion: OOOOORTEAM - RTeam Date 01 assignment to prese .... Position: Fri. Sep. 3,2010 From: 9999999999 - OSL Conversro 

Review ~formation ~~-----==:--------------------------------~==-----==---------..= 

Review Covers Period From: 1 2 Wed. Aug. 25, 2010 To: 
~-...... = 

Appraiser: 0000000169 Position: OORTEAMLDR - R Team Leacler 

Reason for Review: (0' Annual r TranslerIReasslgllrnern r other 
~~~---------.=~--~=~~-----=------~~~----------~ 

Define other: 

RatingSc~e ----~~::==:::::::===~~~----------~~----~====~~==========~ 

R8Ii1g: ILw ____ --iiEJ.1 Employee Rating: 3 - Meets expectatrons 

• Select Employee. 

• Define Review Cover Period from and to dates. 

• Select the type of review. 

• Then Save the Annual review. 

• The red output information is populated from the employee' s class transfer record and Daily 
event logs. 
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I Annual Review Population of information 

I Mandatory Training 
This will be populated with all the training the employee took during the review period. 
@ Revlew Details Scott , Dave ... 00 E'S 

Acknowledgment I Field Operations Inspector's Comments Chief of Police's Comments 

I 
Employee's Comments 
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Job Specific/Categories 

All defined performance categories are displayed with a calculated rating, based on the Daily Event log 
results. Supervisor can then edit each ofthe ratings and provide a new overall rating and add additional 
details for each defined Performance category. 
@ ReYlew DetaIls '>cott, Daye I!II~ 12 

Acknowledgment 

Field Operations Inspector's Comments J Deputy Chiefs Comments Chief of Pollee's Comments 

E mPloyee-:;C;;;ments J Second Supervisor'S Comments ---11 0 --jyl-S-IO-n-al-o-.I-.C-.'-s-C-o-m-m-e-nts -

I FunctlonslCompetenceslExpectations I Employee's SkilislDevelopment J Supervisor'S commen~ 
- 1 - ._-PersonallRBYiew Information Mandatory Training II Job SpeclficslCategories 

I Performance category .!. 

WORKHA81TS 0- 2 - Needs improvement Not enough information Ii 
PRODUCTIVITY 4 - Exceeds expectations 4 - Exceeds expectations Ii 
SAFETY 4 - Exceeds expectations 4 - Exceeds expectations head of the safety team Ii 
SRF CONTROL AND COMP 0 - 0 - Ii 
SUPERVISION 0 - a -
COIvIYIUNICA TION 0 - a - I: 
TEAM WORK 2 - Needs improvement 2 - Needs improvement r 

~A~D~AP~T~A8~I~lI~TY~~~ __ ~O_-____________ +O~-____________ 1-_________________________ L-

SERVICE ORIENT A TION 0 - a -
NETWORK AND RELATIONS 0 - a -

II 6dcl I I ~ I 
I I.~ r ~ave 1 B~ 
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I Skills Development 
Detailed skills can be captured during the interview process. 

I @ RPVIPwDetali. Scott, DdvP "~ F:S 

Aclmowtedgment 

I r Field Operations Inspectofs Comments .I. Oeputy Chi91's Comments .I. Chief of Pollee's Comments I 
L e;;;p~ Comments I Second SupeMsor's Comments I D ivisional OJ.C.'s Comments 1 
L PersonallR8¥lew Information I _~~~~~_'!..~ralnl;;g _J_70b SpeclftcSICategories .1 

FuncttonsICompetencesJExpeclations [ Employe~'S SkllI9I08'f810pment J I SupeMSOr's Comments 

Sldls and Expertise (from EtrPoyee, to genenote discussion) I 
...... releYft lids, experIIIe ~ and expertence do )IOU bring 
to this SectIonf'osIion, or 
whoIlIds, eIc have )IOU 

~ dlmglhe put F. U$8$IIIIIIC period? 
I 

Career De\IeIopmenI (from Employee to SupervIsor, to generllle discussion) 

Irta'ests and QooIs for the 

~ next PerIod I 
NIere do )IOU _ yourself n 

~ 5~? 

Other ir1><J 
How were previous yWs 

~ goals mol 
I 
I ~ r Seve -Ir B--I []!O 

I 
I 
I 
I 
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I 
I 
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Supervisor Comments Section 

This tab is used to capture notes about the interview and general supervisor comments. Supervisor can 

check the signature box to lock the comments section and then send it on to the employee for their review 
and commenting. 

It is important at this time that the supervisor returns to the PersonaVReview information tab and set the 
overall rating. 

Acknowledgment 

Field Operations Inspector's Comments Deputy Chief's Comments Chief of Police's r.nrnm,ont<> 

Employee's Comments 

PersonaliReview Information 

Second Supervisor'S Comments 

Mandatory Training 

~~==--­
Divisional O.l.C.'s Comments 

FunctionslCompetences/Expectalions Employee's SkillsJDevelopment 

Meetilg wah Err4:JIoyee: 

Career Development: 

Scott, Dave 

~--........ ~ 
. Send to ~ tor 

PosIion: ~TEAM..DR · R Team Leo Review and InpIA 

Dale: I 1/ 
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Employee Comments 
Employee can now document their portion of the interview process. If the Review Request is checked 
then the employee will indicate why they would like the annual review to be audited by senior staff. 

Employee then locks the form with the signature check box. 

@ Revlew Details Scott, Dave 8 @1F!! 
Aclalowledgment 

Field Operations Inspector's Comments ChlefofPolice's Comments 
:;-;:=:::-=r 

PersonallReview Information 

("·_·····_·_·· .. · __ · __ ·_-_·_ .. · .. __ ·· __ · __ ·_· .. _··1 
l.._"',_,~~~I~.!'s ~!!'~!)~--.l 

Narrllltlve: 

;:;;=;;!!:::;;;;==---=~ 
Job SpeciftcslCategories 

Supervisor's Comments 
~==~=-~~~~~~ 

Review Requested? (Check for Yes) (Reeson Is mandIIIlory 11 Yes) 

Reason for Request: 

This Performance Review has been discussed wIh me and I have had an opportI.IlIy to provide feec:llack , My signatu"e indIceites thai 
I acknowledge reviewing the corierts of this docI.IneIi , 

Eq:Iioyee: 10000000040 I'" I Matthew, Scott Position: OOOOORTEAM - R Team 

12 
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Second Supervisor 
If the employee has a second supervisor or had another supervisor throughout the review period, they too 
can sign-off by checking the Signature box. However if the employee has requested that the Annual 
Review be reviewed by senior management, the second supervisor must provide comments . 

• Acknowtedgment 

Field Operallons Inspector's Comments I Deputy Chiefs Comments .1, Chief of Police's Comments 

PersonallReview Information I, Mandatory Training II Job Specl1lcslCategortes 

FuncHonsiCompetencesJExpectatlons J Employee's SldlisIDevelopment Ii Supervisor's Comments I 
~PI~me';- [ $_eco~~ sUp',ervi~:or's ~,om~_enti_ :::n Divisional OJC.'s Comments 

DMe~Si~e --------------------------------------------------------

Second Sl..,ervl$or: .... 1 __ ...... 1-''''=] Posllton: 

oate:I,-__ ... Ii=W=2 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

OSI .Solutiol1" 

Divisional Ole, Inspect, Deputy Chief and Chief 
Each of the superior levels can also review the Annual Review , provide comments and then sign-off on 

the review, 

x 

Acknowledgment J 
Deputy Chief's Comments Chief of Police's Comments 

~~===========.~~ 
Pe18onaUR8'IIew Informallon MandaloryTralnlng Job SpeclftcsICalBgories 

==~==~======~ 
FuncUonsICompelenceslEllpectaUons Employee's SldllsID8Y8lopment SupeMsor's Comments 

Employee's Comments Second SupeMsor's Comments DIVIsional OJ.C.'s Comments I 

Date: I /I 
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Acknowledgment 
This is final step in the review process. After all Senior leadership have signed off on the review the 
employee sits with the supervisor and signs off on the review. At this point in time the employee can ask 
for a meeting with the Chief to review the Annual Review. 
C~ RevIew DetaIls Scott, Dave ~1!Br £j 

PersonallReview Information Mandatory Training Job SpeclftcslCategories 

I Field Operations Inspector's Comments 1 Deputy Chiefs Comments I· Chief of Police's Comments 

Employee's Comments Second Supervisor's Comments 1 Divisional O.l.C.'s Comments 

FunctlonsfCompetenceslExpectatlons I Employee's SkllIslDevelopment I. Supervisor's Comments 
..............••..• ~._~.~ •.•• ~ ...... ~ .. _R._._ .•.••.... _ ..• __ .... R __ ....•..•• _._._ ••. _ .• _ .~= ... _._... ... _ . .M. _ .. _ •• _._ .• __ ._. __ .. .._ .... _.. _ . . .... M ............................ _....... _._._ ...•......... ~ 

i ...................... __ ...... _._. __ ..... _ ....... _._._ ...... _._ ........... _.~~~wledgme~ •.•. _ ..... _ ............. ___ ...... _ .............................. _ ............... .1 

I have viewed all Comments noted In my Performance Review 

Request an appoitmeti wththe Chief of PoIce In regerdsto my PerfOIiMlICe Review (Check for Yes) 

Dale: I II 

[ Us! J t Save II Revert I r ~ 1 
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SPECIFICATIONS 

Time and Attendance Software Package 
For 

Sheriff's Office 

SARPY COUNTY, NEBRASKA 

PROPOSALS DUE: 2:00 p.m., Thursday, July 12, 2012 
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General Information 

Notice to Vendors 

Sarpy County is seeking proposals for Time and Attendance Software Package for the Sheriff's 
Office. The successful Vendor will enter into a Contract (see attached Exhibit "A") for a period 
of two (2) years commencing on September 1, 2012 until August 31, 2014, with two (2), two 
(2) year option periods. 

Sealed bids will be received Monday through Friday 8:00 a.m. to 4:45 p.m. except holidays, 
until 2:00 p.m., Thursday, July 12, 2012. Bids shall be in a sealed envelope, clearly marked 
"Sealed Bid - Time and Attendance Software Package" and shall have the name of the Vendor, 
and the time and date of the bid opening. Do not fax bids, only sealed bids will be accepted. 

Submit one (1) original and three (3) copies of the entire Bid Form including attachments. 

Requests for information and clarification questions must be received by 12:00 p.m., June 29, 
2012 at 12:00 P.M. in order for Sarpy County to have time to issue an addendum. 

Bidding criteria must be received from Beth Garber, Purchaser, 1210 Golden Gate Drive, 
Papillion, NE 68046, (402) 593-4476, bgarber@sarpy.com or via the internet at 
www.sarpy.com. 

Vendors that obtain specifications from the internet sites are responsible for obtaining any 
addenda that may be added at a later time. 

Bids must be sent to: 
Deb Houghtaling 
Sarpy County Clerk's Office 
1210 Golden Gate Drive 
Papillion, NE 68046 

Bids not addressed and delivered to the above person will not be considered. Bids received 
after the above stated time and date will not be considered. 

Bid opening will be a public opening to be held in the Sarpy County Administrative Conference 
Room at 1210 Golden Gate Drive, Papillion, NE. The bid opening will be at 2:00 p.m., Thursday, 
July 12, 2012. 

All bids submitted shall be valid for a period of sixty (60) days following the final date for 
submission of bids. 

Sarpy County will not be liable for costs incurred by Vendors for proposal preparation, printing, 
demonstration, or any other costs associated with or incurred in reliance on proposal creation. 
All such costs shall be the responsibility of the Vendor. 

P:\Time & Attendance Software\Specifications_ T A.wpd 2 



The bids shall include all charges and applicable taxes, F.O.B., 8335 Platteview Rd, Papillion, 
Nebraska. The Vendor need not include sales tax in the bid. Sarpy County will, upon request, 
furnish the successful Vendor with a completed State of Nebraska Tax Exempt Form 13 upon 
acceptance of the successful Vendor's proposal. 

The Sarpy County Board of Commissioners reserves the right to reject any or all bids and to 
waive minor informalities. 

In the event of conflict between unit price and extended price, unit price shall prevail. 

Procedures for Evaluation and Awarding of Bid 

1. Evaluation will be done by Beth Garber, Sarpy County Purchaser along with personnel 
from the Sheriff's Office and Fiscal Administration. After evaluation the Purchaser will 
make a recommendation to the County Board of Commissioners for award. This 
recommendation and pending award will be made at a public meeting of the Board of 
Commissioners. Agendas are available each Friday afternoon on our internet site 
www.sarpy.com. The Commissioners award the bid by majority vote. 

2. The following factors will be used to consider the award of the bid, where applicable: 

a. Compliance with all requirements. 
b. Price. 
c. The ability, capability, and skills of the Vendor to perform. 
d. The character, integrity, reputation, judgment, experience, and efficiency of the 

Vendor. 
e. The quality of previous performance. 
f. Whether the Vendor can perform within the time specified. 
g. The previous and existing compliance of the supplier with laws. 
h. The life-cost of the personal property or services in relation to the purchase 

price and specified use. 
i. The performance of the personal property or service taking into consideration 

any commonly accepted tests and standards of product, service, usability and 
user requirements. 

j. The energy efficiency ratio as stated by the supplier. 
k. The life-cycle costs between alternatives for all classes of equipment, the 

evidence of expected life, the repair and maintenance costs, and the energy 
consumption on a per year basis. 

I. Such other information as may be secured having a bearing on the decision. 

Terms and Conditions 

1. Performance Bond: 

The successful Vendor shall be required to furnish $25,000 performance bond written 
by a surety licensed to do business in the State of Nebraska. Said performance bond 

P:\Time & Attendance Software\Specifications_TA.wpd 3 



shall be provided to the Sarpy County Clerk within ten (10) days after execution of the 
contract documents and bid award. Bond may be secured through the Vendor's usual 
sources. 

2. Information, Discussion, and Disclosures: 

a. Any information provided by Sarpy County to any Vendor prior to the release of 
this Request for Proposal ("RFp l

), verbally or in writing, is considered 
preliminary and is not binding on Sarpy County. 

b. The Vendor must not make available nor discuss any cost information contained 
in the sealed copy of the proposal to or with any employee of Sarpy County from 
the date of issuance of this RFP until the contract award has been announced, 
unless allowed by the Sarpy County Purchasing Department in writing for the 
purpose of clarification or evaluation. 

c. No interpretation of the meaning of the specifications, or other bidding 
documents, nor correction of any ambiguity, inconsistency, or error therein will 
be made orally to any Vendor. 

d. Every request for such interpretation or correction should be in writing, 
addressed to the Sarpy County Purchaser, Beth Garber, 1210 Golden Gate Drive, 
Papillion, NE 68046 or bgarber@sarpy.com. Requests must be received by 
12:00 p.m., June 29, 2012;in order for Sarpy County to have time to issue an 
addendum. Requests received after deadline may not be considered. In case 
Sarpy County finds it expedient to supplement, modify, or interpret any portion 
of the bidding documents prior to the proposed bid date, such procedure will be 
accomplished by the issuance of written addenda to the RFP which will be 
mailed or delivered to all prospective Vendors at the respective addresses 
furnished for such purpose. 

3. Addenda: 

a. All addenda will become part of this RFP and must be responded to by each 
Vendor. 

b. All addenda must be acknowledged in writing in the bid submitted by the 
Vendor. 

c. This RFP, any subsequent addenda, and any written responses to questions take 
precedence over any information previously provided. 

4. Confidentiality of Documents: 

Sarpy County considers all information, documentation and other materials requested 
to be submitted in response to this proposal to be of a non-confidential and/or non-
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proprietary nature and therefore shall be subject to public disclosure under Neb. Rev. 
Stat. § 84-712.05(3). 

Vendors are hereby notified that Sarpy County strictly adheres to all statutes, court 
decisions, and opinions of the Nebraska Attorney General with respect to disclosure of 
RFP information. 

Any "proprietary, trade secret, or confidential commercial or financial" information 
must be clearly identified, in a separate sealed envelope, at the time of bid/proposal 
submission. The Vendor will be required to fully defend, in all forums, Sarpy County's 
refusal to produce such information; otherwise, Sarpy County will make such 
information public. 

5. Non-Discrimination Clause: 

Pursuant to Neb. Rev. Stat. §73-102 (Reissue 1996), Vendor declares, promises, and 
warrants it has and will continue to comply fully with Title VI of the Civil Rights Act of 
1964, as amended (42 U.S.CA. §1985, et seq.), and the Nebraska Fair Employment 
Practice Act, Neb. Rev. Stat. §48-1101, et~. (Reissue 2004), in that there shall be no 
discrimination against any employee who is employed in the performance of this 
Contract, or against any applicant for such employment, because of age, color, national 
origin, race, religion, creed, disability or sex. 

6. Conflict of Interest Clause: 

Pursuant to Neb Rev. Stat. §23-3113 (Reissue 1997), the parties hereto declare and 
affirm that no officer, member, or employee of the County, and no member of its 
governing body, and no other public official of the County who exercises any functions 
or responsibilities in the review or approval of the undertaking described in this 
Contract, or the performing of services pursuant to this Contract, shall participate in 
any decision relating to this Contract which affects his or her personal interest, or any 
corporation, partnership, or association in which he or she is directly or indirectly 
interested; nor shall any employee of the County, nor any member of its governing 
body, have any interest, direct or indirect, in this Contract or the proceeds thereof. 

7. Payment Terms: 

The successful Vendor shall submit itemized invoices for payment. Sarpy County will 
make payment to the successful Vendor within thirty (30) days after receipt of invoice 
and satisfactory completion of implementation as defined in the Technical 
Specifications. 

8. Supplemental Terms and Conditions/Modifications: 

Any supplemental terms, conditions, modifications, or waiver of these terms and 
conditions must be in writing and signed by the Sarpy County Board Chairman and the 
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Vendor. 

9. Term: 

The Contract will be for a two (2) year period commencing on September 1, 2012 
through August 31,2014, with two (2), two (2) year option periods. The cost for the 
option years will be provided on the Bid Tab. 

10. Renewal: 

The Contract shall automatically renew for each option year unless the County notifies 
Vendor in writing thirty (30) days prior to expiration of current contract period of the 
intent not to renew. 

11. Termination: 

Either party may terminate the Contract with ninety (90) days' written notice to the 
other. 

12. Residency Verification: 

The Vendor agrees to comply with the residency verification requirements of Neb. Rev. 
Stat. §4-108 through §4-114. The Vendor is required and hereby agrees to use a federal 
immigration verification system to determine the work eligibility status of new 
employees physically performing services within the State of Nebraska. A federal 
immigration verification system means the electronic verification of the work 
authorization program authorized by the Illegal Immigration Reform and Immigrant 
Responsibility Act of 1996, 8 U.S.c. 1324a, known as the E-Verify Program, or an 
equivalent federal program designated by the United States Department of Homeland 
Security or other federal agency authorized to verify the work eligibility status of a 
newly hired employee. 

If the Vendor is an individual or sole proprietorship, the following applies: 

1. The Vendor must complete the United States Citizenship Attestation Form, 
available on the Department of Administrative Services website at 
www.das.state.ne.us. 

2. If the Vendor indicates on such attestation form that he or she is a qualified 
alien, the Vendor agrees to provide the U.S. Citizenship and Immigration 
Services documentation required to verify the Vendor's lawful presence in the 
United States using the Systematic Alien Verification for Entitlements (SAVE) 
Program. 

3. The Vendor understands and agrees that lawful presence in the United States is 
required and the Vendor may be disqualified or the contract terminated if such 
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lawful presence cannot be verified as required by Neb. Rev. Stat. Sect. 4-108. 

13. Breach: 

Should Vendor breach, violate, or abrogate any term, condition, clause or provision of 
this agreement, the County shall notify Vendor in writing that such an action has 
occurred. If satisfactory provision does not occur within ten (10) days from such written 
notice the County may, at its option, terminate this agreement and obtain an alternate 
provider to provide all required materials. This provision shall not preclude the pursuit 
of other remedies for breach of contract as allowed by law. 

14. Insurance Requirements: 

The Vendor shall not begin work under this Agreement until all insurance certificates 
have been filed with the Sarpy County Clerk. 

Vendor shall not commence work on this Contract until he/she has obtained all 
insurance required under this Section and such insurance has been approved by Sarpy 
County, nor shall Vendor allow any subcontractors to commence work on his/her 
subcontract until similar insurance required of the subcontractor has been so obtained 
and approved. 

The following insurance coverages shall be kept in force during the life of the Contract 
and shall be primary with respect to any insurance or self-insurance programs covering 
the County, its commissioners/supervisors, officials, agents, representatives and 
employees. 

Workers' Compensation and Employers Liability Insurance 

The minimal acceptable limits shall be the statutory limits as required by the State of 
Nebraska for Coverage A, Workers' Compensation and $500,000 each accident for 
Coverage B, Employers Liability. 

Commercial General Liability Insurance 

Coverage should include broad form coverage written on a commercial general liability 
form and written on an occurrence basis. The coverage must protect against claims for 
damages resulting from bodily injury, including death, personal injury and property 
damage. 

The minimum acceptable limits of liability shall be $1,000,000 each occurrence. If the 
coverage contains a general aggregate, such limit shall not be less than $2,000,000. The 
products/completed operations limit shall not be less than $2,000,000. The County is 
to be named as an additional insured on the insurance coverage required under this 
section. 
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Automobile Liability Insurance 

Coverage shall be against claims for damages resulting from bodily injury, including 
death and property damage, which may arise from the operations of any owned, hired 
or non-owned automobile. The minimum acceptable limit of liability shall be 
$1,000,000 Combined Single Limit for each accident. The County is to be named as an 
additional insured on the insurance coverage required under this section. 

Certificate of Insurance 

The Vendor shall furnish the County with a certificate(s} of insurance evidencing the 
coverages required in this section. Should any of the above described policies be 
cancelled before the expiration date thereof, notice will be delivered in accordance 
with the policy provisions. If the certificate(s} is shown to expire prior to completion of 
all the terms of this Contract, the Vendor shall furnish a certificate(s} of insurance 
evidencing renewal of its coverage to the County. The County is to be included as an 
additional insured on the Commercial General Liability and the Automobile Liability 
insurance coverage required under this section. 

The Vendor shall require each and every Subcontractor performing work under this 
Contract to maintain the same coverages required of the Vendor in this Section, and 
upon the request of the County, shall furnish the County with a certificate(s} of 
insurance evidencing the Subcontractor's insurance coverages required in this section. 

Insurance Company 

All insurance coverages herein required of the Vendor shall be written by an insurance 
company or companies transacting business as an admitted insurer in the State of 
Nebraska or under the Nebraska Surplus Lines Insurance Act. All insurance companies 
must possess a minimum A.M. Best Insurance Company rating of A-. Upon request by 
the County, the Vendor shall furnish evidence that the insurance company or 
companies being used by the Vendor meet the minimum requirements listed in this 
section. 

Upon request by the County, the Vendor shall furnish the County with complete and 
accurate copies of the insurance policies required within this section. If at any time 
during the life of this Contract, the Vendor's insurance coverages and limits do not 
meet or exceed the minimum insurance requirements presented in this section, the 
Vendor is required to notify the County within thirty (30) days of any deviations from 
the minimum requirements presented in this section. 

15. Assignment: 

The Vendor may not assign this Contract without the prior written consent of the 
County. 
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16. Subcontracting: 

Vendor may not subcontract the work to be performed, without prior written consent 
of the County. If such consent is granted, Vendor will retain responsibility for all work 
associated with the Contract. The Vendor must identify any subcontractors it intends 
to use in the execution of this Contract. The Vendor must identify subcontractors in 
writing within the proposal. 

17. Independent Contractor: 

The Vendor shall in the performance of the Contract at all times be an independent 
contractor and not an employee or agent of the County. The Vendor, its officers, 
employees and agents shall at no time represent the Vendor to be other than an 
independent contractor or represent themselves to be other than employees of the 
Vendor. 

18. Indemnity: 

The Vendor shall indemnify and save harmless Sarpy County, its officers, employees and 
agents from all loss, claims, suits or actions of every kind and character made upon or 
brought against Sarpy County, its officers, employees, or agents, for or sustained by any 
party or parties as a result of any act, error, omission or negligence of said Vendor or its 
servants, agents, and subcontractors; and also from all claims of damage in fulfilling this 
Contract. 

Specifications 

1. Background Information: 

The Sarpy County Sheriff's Office currently utilizes several programs to track time and 
attendance functions for various Sheriff Office employees. These programs include: 
OnDuty, Premis, various excel spreadsheets, County created forms, Org plus, Asset 
Traker and LRMS. It is the County's desire to incorporate the various programs into one 
system. 

The proposed system should replace the payroll program that the Sheriff's Office is 
currently using to prepare payroll information; including: forecasted pay (80 hours) and 
pay variances (overtime, working out of class, specialty pay, pay deductions, etc.). 
Spreadsheets that have been created to collect part time hours and compute benefits 
are to be replaced with a data entry program. Spreadsheets that have been created to 
provide output are to be replaced with comprehensive reports, canned and ad hoc, if 
needed. 

This project does not require the conversion of any existing data. 

There are approximately 250 employees in the Sheriff's Office. This includes:200 full 
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time and 50 part time employees. 

2. Vendor Demonstrations: 

The County reserves the right to request demonstrations from selected vendors. The 
demonstrations will be selected and scheduled by the County after bid opening. All 
costs associated with such product demonstrations will be the sole responsibility of the 
vendor. Demonstrations should be on site or online. 

3. Hardware Requirements: 

Proposals must include a definition of all required hardware and equipment 
requirements not included within the software package. Vendor to attach a list of 
pricing for all additional hardware arid equipment requirements. 

The County reserves the right to purchase any or all of the hardware and equipment 
requirements outside of this contract. 

4. Security: 

Security for the system shall be at an individual level. The security should record and 
retain the identity of person(s) creating or updating records. Vendor to define security 
settings within the proposal submitted. 

5. Testing Services: 

The County shall approve the system in a test environment before going live. 

6. Project Management: 

Vendor to define and provide references for the project manager assigned to the Sarpy 
County account. The County shall have one point of contact during the implementation 
phase. 

Vendor to provide a detailed time line and schedule for implementation. 

7. Maintenance & Support: 

The vendor must provide the initial year of maintenance. The initial year will not begin 
until the system is accepted and considered "live". Price for remaining maintenance 
years shall be incorporated into the Bid Form. 

8. Training: 

Vendor must provide on site, train the trainer training. Proposals shall define the 
training plan proposed along with the associated costs. 
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9. Proposal Information: 

Proposals shall include the following information: 

a. Company Information: 

Vendor will provide the following company information on the bid form: 

1. Years in business; 
2. Number of employees; and, 
3. Total sales for last three (3) years. 

b. References: 

Each Vendor must include with its proposal a list of no less than three (3) 
current references that have purchased the specified product or service within 
the last two (2) years. The list must include the name of the company along 
with the name, phone number, and email of a contact person for each company. 

c. Literature: 

Vendor shall attach three (3) sets of detailed specifications or advertising 
literature of systems to the bid form. Any information necessary to show 
compliance with these requirements not given on the attached advertised data 
sheets shall be supplied in writing and attached to the bid proposal. Lack of 
sufficient information supplied with a proposal is cause for automatic rejection 
of such bid. 

d. Deviations: 

Once the bid has been accepted by Sarpy County, no deviations from the 
specifications will be accepted without prior written approval of Sarpy County. 

e. Exceptions: 

These specifications are minimum acceptable specifications. You may bid other 
than what is specified if it is of higher specification than what is requested. 
Vendor must list any exceptions to the bid specifications on the bid form. 
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Technical Specifications 

Following are descriptions of the systems utilized by the County. These should be considered 
technical requirements. The proposed system must be able to seamlessly provide the 
functions of what is listed within their software program. 

Vendors must respond to the below requirements as it pertains to the bidder's most recent 
software program and can be demonstrated. Each requirement must be defined by one of the 
below status': 

A Core - already built and can demonstrate 
B Custom - could be developed. (Must be running by implementation) 
C 3'd Party - Would have to hire programming out 
o Cannot provide 

# Requirement Status 

ONDUTY - Functions 

1. Program can support multi-levels of usage including employees A B C 0 
and supervisor clients 

2. Holds time bank hours for sick, vacation, comp and other leave A B C 0 
types. Adds and subtracts hours. Hours for sick and vacation are 
automatically adds based upon contract benefit rules. 
Subtractions occur when employee requests time off or the 

. department makes deductions. Show current balances and activity 
history. 

3. Allows employees to view their time balances. A B C 0 
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4. Allows employees to electronically submit leave requests to A B C D 
eliminate paper and increase workflow efficiency. After 
submission, the supervisor processes and the employee receives 
an email that the supervisor approved or denied the request. If 
approved, the request is forwarded to the division commander and 
then to the administrative review and confirmation group. 

5. Employee able to cancel a request for leave before or after A B C D 
supervisor approval. If requested after approval, email 
confirmation should be sent to the supervisor for approval or 
denial of the request. If cancel request is granted, the request is 
placed in a queue for administrative review and confirmation. 

6. Program can detect possible duplication if an employee submits A B C D 
for both comp and overtime for the same hours worked. 

7. There are groups that are applied to the Time Bank approval A B C D 
functions: the employee, supervisor, division commander, 
administrative commander and administrative review and 
confirmation. Approval, review and confirmation might be 
multiple people at the same level. 

8. Employees can submit comp overtime A B C D 

9. Training and certification history is recorded, along with viewable A B C D 
scanned documents pertaining to training and certification. 
Certification renewals can be tracked by running reports that 
forecast when recertification training is needed. 
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10. Vacation for full time employees is earned in a lump sum annually. A B C D 
The amounts of vacation earned annually vary according to the 
tenure of the employee. Sick leave is earned 10 hours monthly for 
full time employees. These amounts would be automatically 
deposited into the employees' time bank. 

1I. Part time employees earn 1 hour of sick and 1 hour of vacation for A B C D 
every 26 hours worked. These amounts should be computed 
automatically based off of the number of work hours the employee 
entered into the program. The employee enters their time in and 
out each day the work. The supervisor signs off on hours being 
submitted for pay. After approval, computations are made by the 
program and added to the time bank for sick and vacation hours. 

12. Changes in benefit accrual rates can be modified when employee A B C D 
contract changes occur. 

13. County should have the option to export benefit and pay A B C D 
information into a text, CSV or Excel spreadsheet. 

14. Program should have an alert or report that would detect comp A B C D 
time over 240 hours for non-sworn personnel and 480 hours for 
sworn personnel. 
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15. A large section of reports can be generated to track leave and A B C D 
sche~uling. Reports should include, but not be limited to: 

a. Employees can view time balances and historic use of time off 
accruals. Viewing should be viewed as year to date, past year or 
specific date ranges. 

b. Overage reports that can determine the amount of hours in 
excess of a given amount, such as employees who have vacation 
accruals over 120 hours. The overage report would be for 
employees with 120 vacation hours over their allotted vacation 
time bank that they are about to earn for the next year. In other 
words, they could have 120 vacation hours and then be earning 80 
vacation hours, for a total of 200 vacation hours and be okay. If 
they have 121 vacation hours and are 90 days out from their date 
when they would earn new hours for the next year, a notification is 
sent to the employee and supervisor. This alert could occur 90 
days before the new time bank is earned, then 60 days, then 30 
days, so that the employee and supervisor can work on scheduling 
vacation time off for the employee. 

c. Audit report shows when employee requested time off and 
when and who the supervisor was who approved it. 

d. Seniority reports by date of hire. 

e. Unused leave report to monitor accumulated leave not taken 

f. Leave analysis that shows how leave was taken by at least 19 
different leave types. 

g. Projected future time off in calendar view for a group. 

h. Comprehensive report for every employee showing all leave 
type balances. Report should be available for year to date, past 
year or specific date range. 

i. Each leave type for all employees or groups of employees, 
showing total accumulation. For example, the total hours of sick 
time used for Road Patrol A Shift in a specific date range. 

j. Calendar view of who is currently off in a calendar day. For 
example, a daily roster. 
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k. County audit reports for total comp and vacation hours for each 
employee. The audit reports would be for all benefit hours as 
chosen and time frame desired. For example, there are three 
types of sick leave banks, comp, vacation and administrative leave. 

ONDUTY - Maintenance 

16. Employees can be transferred between divisions or shifts as those A B C 0 
transfers occur. This would be based on roles, not people. Roles 
would be Jail A Shift Sergeant is assigned to Jail A Shift Deputy. 
People are added and removed from roles as transfers occur. 

17. New employees are added, former employees are deleted. A B C D 

18. Schedules and groups are built to coincide with work shifts and A B C D 
ranks. 

, 

19. Vacation and sick hours accrued for part time employees are A B C D 
entered automatically to add to the bank of hours available for 
them to use. 

20. Two part submission function - takes requests/approvals from A B C D 
employee/supervisor and then process them by another staff 
member to catch errors. 

P;\Time & Attendance Software\Specificatioos_TAwpd 16 



ONDUTV - FUTURE FUNCTIONS 

21. Work detail postings that allow employees to sign up for overtime A B C D 
or training. 

22. Alert for employees who have exceeded their vacation accrual A B C D 
threshold. 

PART TIME HOURS SPREADSHEETS - FUNCTIONS 

23. Although the county currently utilizes spreadsheets to accomplish A B C D 
the below tasks, the proposed system should replace the 
spreadsheet functions with an application where an employee will 
enter their time in and time out. A computation will total hours 
worked for each week and pay period. The program should allow 
for adjustments in the hours that would fall outside of the pay 
date range. 

24. Allow part time employees to record their time in and out on their A B C D 
Excel workbook that contains up to 27 spreadsheets representing 
each pay period during the fiscal year. Based upon time in and out 
entered by the employee, the spreadsheet tallies the hours 
worked to provide a total hours worked for each 2-week pay 
period. 

25. A separate Excel workbook has cells that contain code pointing to A B C D 
each employee's spreadsheet, taking the pay period and total 
hours worked to compute the earned benefits of sick and vacation, 
1 hour of sick and vacation for every 26 hours of work. The 
amounts for sick and vacation are then entered into Onduty for 
the employee to use. The spreadsheet also looks at the previous 6 
pay period total hours worked and computes and average day 
worked in order to provide holiday pay average. As an example, if 
an employee averages 4 hours per shift, they receive 4 hours of 
holiday benefit. 
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PART TIME HOURS SPREADSHEETS - MAINTENANCE 

26. New spreadsheets are set up each fiscal year for each of the A B C D 
approximate 50 part time employees. 

27. Employees occasionally have problems with either deleting their A B C D 
spreadsheets, moving them or renaming them, which causes the 
link to the workbook that does the calculations to be broken. 

PAYROLL AND PREMIS - FUNCTIONS 

28. Payroll system calculates the payroll every pay period from the A B C D 
regular pay (forecast 80 unless part-time), overtime pay (currently 
paper requests signed by employees, supervisors and division 
command), specialty pay, working out of class hours and longevity 
pay that is currently entered manually every pay period. 

29. Request for pay variances (overtime, working out of class, specialty A B C D 
pay, longevity, etc) should be electronic and go through a workflow 
process before being implemented. 

30. Each fiscal year, new pay scales and pay periods are set up in the A B C D 
database. When hours worked are entered, the system calculates 
the pay based upon the pay scales that are applied to each 
employee. 
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3l. Reports are created each pay period, broken down by A B C D 
budget/division with individual employee pay data per pay period 
and year to date accruals. The pay types such as regular pay, 
overtime pay, etc. are in separate columns. Totals from these 
reports are balanced against the two spreadsheets and sent to the 
County Clerk's office for payroll. The County currently uses ADP 
for payroll processing. 

32. The current system also tracks different types of overtime A B C D 
expenditures by allowing for a code to be applied to the overtime 
when it is entered. A report is generated from these codes and 
amounts. The report provides a list of names, hours of overtime 
and pay data for each individual, but will not calculate a grand 
total for the list. A grand total is desired. 

33. Reports should include, but not limited to, pay type, or code, for A B C D 
grant reimbursement along with quarterly reports for County Fiscal 
Administration. 

34. The County shall have the ability to build custom reports using A B C D 
Crystal Reports and/or SQL Server Report Writer. 

35. The system should have the ability to export payroll data into a A B C D 
text, CSV or spreadsheet. 

36. The payroll system should allow for the addition of new budget A B C D 
object codes and line items, pay scales or pay periods. For 
example, the typical fiscal year has 26 pay periods but some years 
have 27 pay periods. Also, some salaries are split between two 
different budgets, the system should be able to account for this. 
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37. The system should be able to handle step increases by referencing A B C D 

date of hire or promotion. The hourly rate should then be changed 
in the system based upon employees who are eligible for step 
increases. 

38. A report should be available that indicates when employees are A B C D 

eligible for longevity pay. 

39. The system should have the ability to handle suspensions, cash in A B C D 

comp, leave without pay and deductions in pay through an 
administrative workflow process. 

40. Currently, Premis, or "personnel" portion of the system houses the A B C D 

employees' personal data to include name, date of birth, 
division/budget, hourly rate, hire date and promotion priority 
dates and list. Information also includes employee's history for 
hire date, pay changes, promotions, demotions, transfers, term 
date, etc. 

41. The County shall be able to produce a report of assignment history, A B C D 

rank history, transfer history, sorted alpha by individual, with rank, 
assignment and dates effective. 

42. System should be able to keep a history of team history: ESU, A B C D 

Search and Rescue, etc., and if they received Specialty Pay during 
that assignment. 
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43. Required personnel reports include, but are not limited to: A B C 0 

a. Overtime expenditure by code - overtime by coded type (appox. 
150 types) is totaled for reporting purposes to County Fiscal 
Administration, grant funding and other agencies for 
reimbursement. 

b. Longevity report - printed annually lists anniversary dates and 
number of years employee is at for longevity rate. 

c. Step increase report - printed annually and lists next step and 
current step. 

d. Pay period report by division and employee for each pay period 
- total gross income broken down by regular pay, different types of 
overtime, longevity and specialty pay. 

e. Employee pay history - history by date in chronological order of 
hire, steps, longevity, promotions, annual contract increases, 
transfers, temp transfers, limited duty, resigned. 

f. Year to date reports - by division, employee, all divisions for pay 
periods 1-26 including regular pay, working out of class, overtime, 
on call, holiday, training and court. 

g. FTO, step and longevity also will print by pay period parameter 

PAYROLL AND PREMIS - MAINTENANCE 

44. At the end of every fiscal year reports are generated and printed A B C 0 
for each employee and for all types of overtime for the year. The 
current program is backed up for the entire 26 pay periods and the 
employee pay data is cleared out to allow for fresh data entry for 
the next fiscal year. Historic payroll data for the previous fiscal 
year should be available in the payroll application. 
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EXCEL SPREADSHEETS FOR THE COUNTY CLERK'S OFFICE - FUNCTIONS 
These spreadsheets should be replaced and incorporated into the praposed system. 

45. Currently, three (3) spreadsheets are generated and forwarded to A B C D 
the County Clerk's Office to report payroll. 

The first spreadsheet is used to break all regular pay (everything 
but overtime) down by budget and line item for our County budget 
tracking system called MUNIS. The County Clerk's Office takes the 
totals for each line item in each budget and makes the appropriate 
adjustments in MUNIS. 

46. The second spreadsheet is used to upload all of the pay data for A B C D 
the pay period directly to ADP. The spreadsheet is broken down by 
codes for both employees and their departments. There are 
columns for regular hours worked, regular earnings, overtime 
earnings and then columns to put special codes and the amounts 
for longevity, specialty and comp conversion payouts for each 
employee. This spreadsheet is sent in email form to the County 
Clerk's Office along with special instructions for any pay changes, 
transfers, salary splits between budgets and step increases. 

47. The third spreadsheet is an "overtime breakdown" used to break A B C D 
all of the overtime out into the correct budget and line item for 
MUNIS and the County budget. The Clerk's Office sends the 
payroll registers from ADP to the Sheriff's Office. The Sheriff's 
Office then balances the payroll registers against the payroll 
program printout. The spreadsheet is then forwarded with a 
memo notifying of any overtime budget transfers (deputies or 
civilians working overtime in other divisions). 

EXCEL SPREADSHEETS FOR THE COUNTY CLERK'S OFFICE - MAINTENANCE 

48. The spreadsheets are printed out and filed for each pay period and A B C D 
archived at the end of every fiscal year. New spreadsheets are 
created to be filled in for the next fiscal year. 
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OTHER FORMS OR DOCUMENTS - FUNCTIONS 

49. Employee Action Forms. The forms serve as a notification of new A B C D 
hire, change of personal information, change in pay information, 
change in budget/division and separation of employment 

50. Personnel Status Forms are a Sheriff's Office form that notifies A B C D 
designated staff of transfers, hires, terms, promotions, demotions 
and temporary transfers/limited duties. 

51. Overtime pay/comp requests - employees enter their overtime and A B C D 
working out of class on these forms. They are signed by the 
employee, their supervisor, division commander and the 
administrative commander before they are turned in for payor to 
the On Duty administrator for comp time. 

52. Payroll Deduction Approval Forms - employee's request leave of A B C D 
absence, leave without pay, or suspensions are initiated with these 
forms. They are signed by the employee, supervisor, division 
commander, administrative captain and either approved or denied 
by the Sheriff or Chief Deputy then turned in to Sheriff 
Administration to adjust the payroll accordingly. 

53. Part-Time Hours Excel Sheets - (as mentioned above) part-time A B C D 
employees fill out the time sheets in a spreadsheet which is 
printed off showing the total hours to be paid. This sheet is signed 
by the employee, their supervisor and division commander before 
turning in to Sheriff Administration for pay. 
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ORG PLUS ORGANIZATIONAL SOFTWARE - FUNCTIONS 

54. Provide a visual layout of the Sheriff's Office organizational A B C D 
structure. 

ORG PLUS ORGANIZATIONAL SOFTWARE - MAINTENANCE 

55. Software should allow for updates when employees are hired, A B C D 
transferred or terminated. 

ASSET TRACKER - FUNCTIONS 

56. An asset management database that keeps track of inventory A B C D 
issued to employees. 

ASSET TRACKER - MAINTENANCE 

57. The software should be updated when employees are hired, A B C D 
transferred or terminated or a change occurs in the equipment 
that is issued to them. 

LRMS - FUNCTIONS 

58. HR database that stores demographic information regarding each A B C D 
employee. 
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59. Reports should include, but not be limited to: A B C 0 

a. Employee name, address, phone number (alphabetical). 

b. Employee by date of hire. 

c. Employee by badge number (both sworn and civilian). 

d. Employee by badge number (just sworn). 

e. Employee by badge number (just civilian). 

f. Employee current assignment, units, teams or current 
assignment date. 

g. Employee emergency contacts. 

LRMS - MAINTENANCE 

60. Software should be updated when employees are hired, 
transferred or terminated or a status change occurs with their 
demographic information. 

ADDED FUNCTIONALITY NOT INCLUDED IN CURRENT PROCESS 

61. Paperless workflow for overtime requests from the employee and A B C 0 
approval by their supervisor. After approval, the overtime totals 
are automatically added to the payroll or comp totals. 
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EXCEPTIONS/CLARIFICATIONS/COMMENTS 

1. ________________________________________________________________ __ 

2. ________________________________________________________________ __ 

3. ________________________________________________________________ __ 

4. ________________________________________________________________ __ 

5. ________________________________________________________________ __ 

6. ________________________________________________________________ __ 

7. ________________________________________________________________ __ 

8. ________________________________________________________________ __ 

9. ________________________________________________________________ __ 

10. ______________________________________________________________ _ 
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COMPANYNAME: ____________________________ _ 

Sarpy County, Nebraska 
Time and Attendance Software Package 

Bid Form 

Recurring Fees 

Per Employee $ 

Per Pay Period, based on 250 
employees/26 pay periods $ 

Annually, based on 250 employees/ 26 
pay periods $ 

One Time Fees 

Implementation $ 

Training $ 

Maintenance Fees 

Year 2 $ 

Year 3 $ 

Year 4 $ 

Year 5 $ 

Year 6 $ 

Recurring fees - 1st Option Period 

Per Employee $ 

Per Pay Period, based on 250 

employees/26 pay periods $ 

Annually, based on 250 employees/ 26 
pay periods $ 
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Recurring Fees - 2nd Option Period 

Per Employee $ 

Per Pay Period, based on 250 
employees/26 pay periods $ 

Annually, based on 250 employees, 26 
pay periods $ 

*Prices are to be F.O.B. - 8335 Platteview Rd., Papillion, NE 68046 

Company Information: 

Years in business: 

# of employees 

Total sales last 3 years 

References: 

Company Name: __________________________________________________ _ 

Address: --------------------------------------------------------
Contact Name: Phone Number: ------------------------ ---------------
Fax Number: Date of Purchase: -------------------
Email: -------------------------------

Company Name: __________________________________________________ _ 

Address: --------------------------------------------------------
Contact Na me :________________________ Phone N umber: ______________ _ 

Fax Number: Date of Purchase: --------------------
Email: ______________________________ _ 

Company Name: __________________________________________________ _ 
Address: ______________________________________________________ __ 

Contact Na me :________________________ Phone N umber: ______________ _ 

Fax Number: Date of Purchase: -------------------
Email: ______________________________ _ 

P;\Time & Attendance Software\Specifications _ TAwpd 28 



I certify that this bid is submitted in accordance with the specifications issued by Sarpy County. 

I acknowledge receipt of the following addenda (if applicable): 

Addendum #1 
Addendum #2 

Attachments: 

Company Name 

Authorized Signature 

Address 

City, State & Zip 

Literature 
Proposed Installation Schedule 
Training Program 
Maintenance Program Information 

Company Representative (Please print) 

Telephone Number 

Fax Number 

E-Mail Address 

*NOTE: Sarpy County is tax exempt and will provide the proper form upon request. 
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Exhibit II A" 

AGREEMENT 

This Agreement is entered into by and between the County of Sarpy, in the State of 
Nebraska, a body politic and corporate, and hereinafter "County", and _________ , 
hereinafter "Vendor". 

WHEREAS, County is desirous of contracting for Time and Attendance Software Package 
for the Sarpy County Sheriff's Office; and, 

WHEREAS, the Vendor has been awarded this Agreement as a result of the bid made by 
Vendor in response to the Specifications and Request for Proposals prepared by County; 

NOW, THEREFORE, for and in consideration of the declarations and mutual promises and 
covenants contained herein, the County and Vendor agree as follows: 

I. DUTIES OF VENDOR: 

A. Services to be rendered by Vendor under this Agreement shall be all those 
services necessary and proper for the installation and materials for Time and 
Attendance Software Package in conformity with each and every term, condition, 
specification, and requirement of the Bid Specifications and the Bid submitted by 
the Vendor. 

B. All provisions of each document and item referred to in Paragraph A above shall 
be strictly complied with the same as if rewritten herein, and in the event of 
conflict among the provisions of said documents, the provisions most favorable 
to the County shall govern. 

C. Prior to the commencement of any work, Vendor will place on file with the Sarpy 
County Clerk, the required certificates of insurance, if applicable. 

D. The Vendor agrees to comply with the residency verification requirements of 
Neb. Rev. Stat. §4-108 through §4-114. The Vendor is required and hereby 
agrees to use a federal immigration verification system to determine the work 
eligibility status of new employees physically performing services within the State 
of Nebraska. A federal immigration verification system means the electronic 
verification of the work authorization program authorized by the Illegal 
Immigration Reform and immigrant Responsibility Act of 1996, 8 U.S.c. 1324a, 
known as the E-Verify Program, or an equivalent federal program designated by 
the United States Department of Homeland Security or other federal agency 
authorized to verify the work eligibility status of a newly hired employee. 

If the Vendor is an individual or sole proprietorship, the following applies: 

1. The Vendor must complete the United States Citizenship Attestation 
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Form, available on the Department of Administrative Services website at 
www.das.state.ne.us. 

2. If the Vendor indicates on such attestation form that he or she is a 
qualified alien, the Vendor agrees to provide the u.S. Citizenship and 
Immigration Services documentation required to verify the Vendor's 
lawful presence in the United States using the Systematic Alien 
Verification for Entitlements (SAVE) Program. 

3. The Vendor understands and agrees that lawful presence in the United 
States is required and the Vendor may be disqualified or the contract 
terminated if such lawful presence cannot be verified as required by Neb. 
Rev. Stat. Sect. 4-108. 

E. Vendor will submit an invoice to County for work completed based on the 
amounts specified in Vendor's bid. Such invoices shall be submitted to: 

Sarpy County Sheriff's Office 
8335 Platteview Rd. 
Papillion, NE 68046 

F. The County and Vendor hereto specifically acknowledge, stipulate and agree that 
each and every term of the Bid Specifications and the Vendor's bid constitutes an 
essential term of this Agreement, and that, therefore, any violation of any term, 
condition, provision, or requirement constitutes a material breach hereunder, for 
which County shall have every right under the law to terminate this Agreement, 
and obtain any and all relief necessary. 

II. DUTIES OF COUNTY: 

In return for full, faithful and diligent rendering of services set forth above, County 
agrees to pay to Vendor the amount specified in Vendor's bid upon submission of the 
required invoice and satisfactory completion of all required work. 

III. BREACH: 

Should Vendor breach, violate, or abrogate any term, condition, clause or provision of 
this agreement, the County shall notify Vendor in writing that such an action has 
occurred. If satisfactory provision does not occur within ten (10) days from such written 
notice, the County may, at its option, terminate this agreement and obtain an alternate 
provider to provide all required materials. This provision shall not preclude the pursuit 
of other remedies for breach of contract as allowed by law. 

SAVINGS CLAUSE: 

This Agreement shall be interpreted, construed and enforced under the laws of the State 
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of Nebraska. It is understood and agreed by the County and Vendor hereto that if any 
part, term, condition, or provision of this Agreement is held to be illegal or in conflict 
with any law of the State of Nebraska or of the United States, the validity of the 
remaining parts, terms, conditions, or provisions shall not be affected, and the rights and 
obligations of the County and Vendor shall be construed and enforced as if the 
Agreement did not contain the particular part, term, condition, or provision held to be 
invalid. 

SCOPE OF AGREEMENT 

This Agreement, along with the Bid Specifications, and Bid by Vendor contains the entire 
Agreement between the County and Vendor, and there are no other written or oral 
promises, contracts or warrants which may affect it. This Agreement cannot be 
amended except by written agreement of both the County and Vendor. Notice to the 
County and Vendor shall be given in writing to the agents for each party named below: 

County: 

Vendor: 
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IN WITNESS WHEREOF, we the contracting parties, by our respective and duly authorized 
agents, hereto affix our signatures and seals in duplicate this __ day of 
________ , 2012. 

(Seal) 

ATIEST: 

Sarpy County Clerk 

Approved as to form and content: 

Deputy County Attorney 

COUNTY OF SARPY, NEBRASKA, 
A body Politic and Corporate 

Chairperson 
Sarpy County Board of Commissioners 

Vendor: __________________ _ 

By: 

Title: _____________ _ 

Attest: 

Witness 
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Clarification #1: 

Question #1: 

Response: 

Question #2: 

Response: 

Question #3: 

Response: 

Addendum #1 

Time & Attendance Software Package 
For the 

Sarpy County Sheriffs Office 

Should the County desire, the per employee fee may be extended to other 
departments. However, at this time the package is not anticipated to be 
extended. 

Do you want us to include insurance paperwork matching your specific 
requirements or our general documentation of insurance which upon award can 
be updated and/or used to match requirements stated in section 14? 

Insurance documentation will be requested from the selected vendor upon 
execution of the agreement. Documentation of insurance is not required to be 
submitted along with the sealed bid. 

Is the requirement for a two year agreement with two, two year options a hard 
and fast requirement, or is it something we can take exception to, and 
negotiate, if selected? 

The purpose of the proposed term is to lock in the proposed price along with 
accounting for the time and effort spent by the County for implementation and 
staff adjustment. The County will not negotiate any sealed bid submitted by a 
vendor. The Vendor should list any exceptions to the bid and the County will 
determine if those exceptions are acceptable or not. 

There are sections in the RFP pertaining to payroll, HR, Asset Tracking, etc. It is 
my understanding the County is looking for a time and attendance solution for 
the Sheriff's Office. Would you like us to answer the questions with payroll, HR, 
etc. or like us to answer the questions strictly pertaining to time and 
attendance? 

As stated within the RFP, the technical specifications are descriptions of the 
systems currently utilized by the County and should be considered technical 
requirements. 

All other terms and conditions remain unchanged. 
Addendum must be acknowledged on the Bid Form. 



v 

Questions & Responses 

Time and Attendance Software Package 
For Sheriff's Office 

OSLSolutions Inc. 

Sarpy County Nebraska 

Proven, 
wertul 

and 
Highly Effective 

Imrwwn.ltnn the day to day functions 
of Organlzatlons. .• Savfng 
1Ime and money 

Jeff Schubert 
200 Isabella Street, Suite 402 
Ottawa, Ontario, Canada 
K1S 1V7 

President & CEO 
Sales@OSLSolutions.com 
(888) 675 - 8255 Ext. 20 

The information in this document is proprietary and will not be made public without the express written 
consent 
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Labor Contracts and Rules 
What method will the vendor use to collect the rules from the labor contracts in order to 

understand payroll and time computations for the Sheriff's Office employees? Currently, there 

are two labor contracts with benefit rules that vary with each. 

Rules may change in the labor contract through negotiations. How will the vendor 

accommodate the modifications necessary to stay in sync with changing benefit rules? What 

costs are associated to making the necessary changes? 

OSLSolutions follows a structured deployment methodology which starts immediately upon project 
launch. OSLSolutions will solicit and review all the labor contracts and conduct interviews with key 
subject matter experts with the Sarpy Sheriff's Office. Based on these contracts and interviews, 
OSLSolutions will create a business analysis document that outlines how the product will be configured 
to meet your needs and requirements. This will be reviewed with the Sarpy project team for sign-off. 

Upon sign-off OSLSolutions will configure the OSL product based on the requirements. The product will 
then be installed for joint acceptance testing. 

OSL is a highly configurable product. Your application administrators will be able to make the majority of 
the configuration changes. If however you require OSLSolutions assistance to make the change(s), it 
would be covered by your annual maintenance. 

Does the vendor have current law enforcement clients they have provided pay computations and time 
bank accrual solutions for? Please offer contact information for those agencies. 

Yes, the majority of our clients across North America are Police departments. Our product specifically 
deals with the complexities of pay and time banks for Police departments. Here are some of our US 
customers and our contacts within those Police Departments. 

Aurora, Illinois - Jennie Tennis - 630-256-3532 since 2003 
Salt Lake City - Karen Mason - 801-799-3830 since 2000 
Kristi Warden - Huber Heights Ohio - 937-237-3546 since 2007 

Please provide an estimate for size requirements of server space if a Sarpy-hosted solution is selected to 
include approximate annual growth requirements per year. 
The OSL product itself has a base size of 200MBs plus an additional7MBs per user. This foot print will 
not grow substantially as data is stored within the OSL data base. 

The OSL data base is MS SQL 2005 or greater. The OSL data base instance has a base size of 
approximately 500MBs. This is expected to grow by 500MB to 1 Gig annually. 
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We wish to clarify that the payroll solution for the Sheriff's Office is payroll preparation. Hours worked 
and total pay due to the employees are being computed by the Sheriff's Office, providing a gross pay 
amount that is forwarded to the County Clerk's Office to import into ADP. FICA, State, Health Insurance 
and other deductions are processed through ADP to give the employee a net pay amount. The vendor 
needs to provide an output file with the gross pay amounts in order for ADP Payroll Services to import 
them. 
OSLSolutions will generate a payroll file in alignment with your current business practices. OSLSolutions 
utilizes pay cycles or batches within OSL to control the pay periods. These batches are what will be 
exported to your payroll system, ADP. A batch contains all payroll and exception transactions. 

Each employee in the product will be configured as either full time or part time. 

• All full time or regular pay employees with have 80 hours for the pay cycle. These 80 hours will 

be exported as a lump sum salary value. All other pay and exception transactions within the 

batch will be exported as unique values. 

• All part time employees will have the actual number of approved work hours summed by 

employee in the file. 

Detailed payroll reports are also available within OSlo 

The County has software called Munis, where the dollar amounts for payroll are deducted from County 
budget line items. Is the vendor able to provide output for Munis to import into their system? Is this 
included in the pricing that was provided in the response to the bid request? 
Yes, OSLSolutions comes with a built in Munis Interface. This is part of our core product and available at 
no additional cost. 

The Sheriff's Office does not desire a system that requires full time employees to clock in and out in 
order to generate pay. The Sheriff's Office would like 80 hours of pay to be provided automatically to all 
full time employees in a two-week pay cycle. Pay exceptions that might occur, such as overtime or 
deductions, would then be added to that amount. Can the vendor provide this service? 
OSLSolutions provides this as part of our core product. 

• All full time employees will be configured as full time with a default of 80 hours in the payroll 
export, even though their schedule maybe for more or less work hours within the pay cycle. 

• All overtime within the pay period will be included in the export file. 
• The export file can also include dollar value transaction. 
• Exceptions will also be included in the payroll export file. 

OSL provide detailed payroll reports that outline all transactions in the batch/pay period. 
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The Sheriff's Office does desire a method for part time employees to record their hours worked and 
have those hours totaled. The total hours worked will need to be computed into sick, vacation and 
holiday based upon the number of hours they work. Can the vendor provide method for the part time 
employees to enter their hours without using a time clock system? 
Employees can be configured as part time in OSlo 

• All part time employees will electronically submit their work hours to their supervisor for 
approval. 

• Upon approval those pay transactions will be included in the next open batch and will be export 
to payroll. 

• The payroll export will sum all the part time pay hours per employee. 
The I( computed into sick, vacation and holiday based upon the number of hours they work" will need to 
be implemented for the Sarpy Sheriff's Office. This would be a new feature that will be implemented at 
no cost to you and will be implemented prior to implementation. 

The Sheriff's Office requires dollars along with hours of work in its output for reports and ADP and 
Munis. Can the vendor fulfill this requirement? 
Yes, OSL tracks both hours and dollar values on each transaction. 

• The Payroll Export file to ADP will contain hour and dollar values. 

• All OSL reports include hour and dollar values. 
• OSL takes into account employee salary changes during a pay cycle. 

Step increases occur automatically within the OSL product. Grade changes or promotions are managed 
through the Classification change process in OSlo 

It should be noted that full time employees are paid current for regular scheduled hours (80). Part time 
employees are paid in arrears. 
OSL will support this by defining two different pay cycles. One pay cycle will be for Full time and one for 
Part time employees. This will mean two separate exports to ADP. 
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The Sheriff's Office desires a workflow for supervisors to approve part time hours, overtime and other 
pay exceptions. Are supervisors Role-based, or are they based on specific people? 

This work flow will be defined during the business analysis phase of the project. 

• Full time employees will be able to submit exception and overtime transactions to a supervisory 

position, a named supervisor, or a group of supervisors for processing. 

• Part time employees submit their work hours to a group of supervisors for approval. 

• Supervisors can delegate their approval authority while away from the office. 

• Transactions can be defined as requiring 1 or more levels of authority. 

• Supervisors are notified by email that they have transactions in OSL requiring their attention. 

• At payroll export time, a detailed report is available containing all transactions that have yet to 

be processed for this pay period. 

• OSL application administrators have access to the Master Authorization feature where they can 

approve transactions on behave of a supervisor. 

• Audit reports are also available to determine who approved or declined a transaction. 

Supervisors are role based and filtering can be used to control/restrict what employees they can view 
and manage in the application. Security roles can be assigned to one or more supervisors. Security roles 
can also be created as required. 

We have over 50 supervisors who approve time off and approve pay exceptions. The software will need 
to accommodate this many supervisors. If pricing is extra based upon the number of supervisors, please 
provide that pricing. 

OSLSolutions is providing you with an enterprise wide software license with no restriction on the 
number of users or types of users. 

Full time employees who receive 80 hours of pay do not need to go through a supervisor for approval 
for those 80 hours worked. Overtime and other pay exceptions for full time employees do need 
supervisor approval. 
OSLSolutions does not require that full time employees submit their regular work hours for approval. 

Full time employees can view their upcoming schedules as well as historical schedules in OSlo 

OSL will be configured to determine what transactions a full time employee can submit to their 
supervisor for approval. Overtime transactions can be submitted with overtime registers or cost center 
information. Notes can also be added to all submissions. 

Employees can also submit leave or vacation requests in OSlo These can be single date events or date 
range. This functionality can be used for vacation bidding. 

Supervisor can approve, decline, or send a transaction back to an employee for repair. 

OSLSolutions Page 5 



How often are software upgrades released? Are the software upgrades included in maintenance, or are 
there outside costs associated with the upgrades? Ifthere are costs for the upgrades, please outline 
what those costs would be. 
OSLSolutions provides quarterly software updates. These updates include new features, product 
improvements, and defect repairs. As an example OSLSolutions implemented a Quarter Master feature, 
Master Roster, and Employee evaluation features in 2011 and made them available to all customers at 
no additional cost. 

All software updates are included in your annual maintenance. 

Is there a limit to the number of software clients (seats)? 
OSL supports an un-limited number of seats. No seat restrictions will be place on this purchase of an 
enterprise wide software license. 

Does the product require an end-user client installation? What is the client application using 
Access ... NET, etc.? Do client updates require interaction to do updates or are updates automatic? 
OSL is a server side application. There is no client installation required. OSL is integrated with Windows 
Authentication. 

The OSL product is self updating. When OSLSolutions posts a new update, your system administrator will 
log into OSL and invoke the update process. The update process will download the new update and 
update the product to the most recent versions. 

Is the client Windows 7 compatible? 
OSL is Windows 2000 to Windows 7 compatible. 

Off-Duty Employment - Can the product provide tracking of off duty jobs, to including posting ofthe job 
and providing employees a method of responding to those postings? 
OSLSolutions provides a complete off-duty job feature in the product. 

1. All off Duty jobs are posted for employees to bid on. 
2. Notification of all new off-duty jobs are e-mailed to officers. 
3. Officers log into OSL and can review and register for the off-duty jobs they are interested in. 
4. At a cut-off date the duty officer will select the appropriate candidate(s) who will then be 

scheduled for the off duty job. Employees are sent email notifications of the award. 
s. Successful candidates are then electronically scheduled for the off-duty job and will appear on 

the duty rosters and schedules. 
6. Sign in sheets can also be printed for the off duty job. 

This process can also be used to publish and award overtime shifts. 

Are there items that are outlined in the bid response that are not included in the pricing? If so, please 
provide pricing for those items. 
OSLSolutions does not foresee any additional project costs at this time. 
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Please describe your method of responding to customer service requests? Do you have a specific time 
guarantee of responding to requests? 
OSLSolutions provides real time help desk support Monday to Friday 8:30 am to 5:00 pm (Est) via our 
toll-free number. For evenings and weekends, e-mails to our helpdesk will be answered within 30 
minutes by email or a phone call. 

There are no restrictions placed on the number of calls or emails our customers can ask. We invite our 
customers to ask us questions about the product or how to questions. We also will put our customers in 
contact with each other to share best practices. 

All reported software issues will be addressed. All emergency defects will be repaired within 24 hours. 
All other defects will be fixed in the next quarterly update. 

Your company outline indicates 3 employees. How can OSL assure Sarpy County that it has the 
resources available to provide a sustainable, long term supported product? 
OSLSolutions has 3 full time employees. OSLSolutions supplements its staffing through contractors. 
These contractors are hired as required to supplement our on-demand requirements. This help keeps 
our operational costs down and making us a much more efficient organization. OSLSolutions utilizes 
contract resources for our corporate finances, legal issues, customer training, and project management. 
OSLSolutions also utilizes contract software development resources as required. 

Please contact any of existing long time clients who can attest to the high quality of support they have 
received over the past 12 years. 

Below is a summary of your bid prices. Please clarify. 
OSLSolutions uses a single one time enterprise wide licensing fee based on the number of employees at 
contracting time. OSLSolutions attempted to break our licensing fee down into your bid form but this 
gave a misleading price. Our licensing fee ($lO,OOO.OO) should have been added directly into the 
implementation fee as a one-time cost of $40,000.00 and a total project cost of $74,500.00. 

OSLSolutions 

Per Employee N/A 

Per Pay Period N/A 

Annual N/A 

Implementation 40000 

Training 2500 

Maintenance Year 2 6000 

Maintenance Year 3 6000 

Maintenance Year 4 6000 

Maintenance Year 5 6500 

Maintenance Year 6 7500 

Total'as'Sld ,,'," , ,,'" i4~OO 
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(j)e6 :J{oughtaung Sarpy County CCer~ 
Renee Lansman 

Chief Deputy 

Jeff Schubert 
OSLSolutions 
200 Isabella Street # 402 
Ottawa, Ontario, Canada 
K1S 1V7 

Dear Mr. Schubert, 

1210 Golden Gate Drive· Papillion, Nebraska 68046-2895 
Phone: 402-593-2105· Fax: 402-593-4471 • Website www.Sarpy.com· Email: Clerk@sarpy.com 

September 14, 2012 

Action by the Sarpy County Board of Commissioners on September 11,2012 is as follows: 

Public Hearing and Resol'ution 2012-286: Award bid for time and attendance software package for the Sheriffs 
Office and Communications Department. 
Beth Garber, Purchaser 

MOTION: After a public hearing, Thompson resolved, seconded by Nekuda, to approve the resolution 
and accept the lowest responsive bid of OSL Solutions in the amounts listed within the sealed bid. Further, the 
County Clerk's office is directed to return the unopened late bid of Payroll Maxx to the vendor. Ayes: Hike, 
Thompson, Richards, Nekuda & Warren. Nays: None. 

Attached is the above referenced agreement for your files. 

Enclosure 
DH/cv 

Deb Houghtaling 
Sarpy County Clerk 


