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Introduction
As stated in RFP Section 4.3, Proposers must use this document to respond to the ERP requirements included herein. Proposers must respond to all the requirements by using one of the following response codes:
· Y – Meets Requirement
· N – Does Not Meet Requirement
· F – Planned for Future Release
· W/C – Workaround Proposed or Customization Needed to Meet Requirement
· T – Third-Party Solution to Meet Requirement

Note that response codes “Y” and “N” do not require written responses. 

However, the other response codes “F,” “W/C,” and “T” do require written responses. For these codes, proposers must describe how the requirement will be met in the “Response/Comment” column. 
· Code “F” – Proposers must provide a statement indicating the release number and date as to when the release is scheduled to occur. 
· Code “W/C” – Proposers must provide a statement indicating when any customization will be completed. 
· Code “T” – Proposers must describe the third-party solution, who is to support the implementation of it, if an interface to the Proposer’s solution is needed, and if so, how and by whom the interface to the third-party solution will be completed.

Note that the following requirements are listed as “optional,” meaning that the District may or may not purchase them. Although this is the case, Proposers must include pricing for these items in Appendix C – Price Sheets.
· Contract Management
· Recruitment
· Onboarding
· Employee Expense Reporting
· Training Certifications and Licenses
· Performance Reviews
· Labor and Employee Relations
· Offboarding

Note also that there are additional, optional requirements in RFP Section 5.2.E.9. As with the above, Proposers must include pricing for those items as well. While the costs for all these need to be accounted for in the Price Sheets, since they are optional, they should not be included in the project total cost.
[bookmark: _Toc1041331][bookmark: _Toc189728104]General
[bookmark: _Toc1041332][bookmark: _Toc189728105]User Interface
	[bookmark: _Hlk511657396]#
	Requirement
	Response Code
	Response/Comments

	
	Provides an intuitive, user-friendly interface that makes it easy for staff, including casual users, to navigate and use
	
	

	
	Provides the ability to create templated dashboards across all functions for user groups with the ability for the end user to change and share with others if desired
	
	

	
	Provides a browser-based user interface with search functions that reach across all modules and attachments
	
	

	
	Provides user defined shortcuts for frequently accessed records, processes, screens, and reports
	
	

	
	Provides the ability to drill down and drill-across from a transaction view to the supporting source data and documents
	
	

	
	Provides fully integrated functionality such that data is entered once and available throughout the modules and available in real time (single points of data entry) to eliminate re-keying of information
	
	

	
	Provides auto population of fields based on entry of information in one field to across all modules (i.e. entering a PO number will automatically fill in vendor information)
	
	

	
	Allows user to enter effective date of transactions throughout modules including future and past dates 
	
	

	
	Provides standard menu layouts that are customizable by the user to fit their needs
	
	

	
	Provides consistent use of icons, colors, and menus across all modules
	
	

	
	Supports mobile technologies (e.g. smartphones, tablets) for processes and approvals across all core modules
	
	

	
	Offers online, context-sensitive, and content-appropriate help, with downloadable manuals, including interfaces within the system
	
	

	
	Provides detailed user-guides for all modules
	
	

	
	Provides directory of standard ERP reports with descriptions
	
	



[bookmark: _Toc189728106]Workflow
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides integrated workflow management including generation, routing, notification and approval or rejection of forms, reports, other documents and processes for all modules
	
	

	
	Supports rules-based workflow routing to multiple approvers that can be concurrent or consecutive with prioritization, alerts, and electronic signatures if needed
	
	

	
	Provides the ability to establish multiple approval levels based on user-defined criteria (e.g., dollar amounts, types of items purchased, document types, etc.)
	
	

	
	Provides the ability to designate “out-of-office” review/approval delegation
	
	

	
	Integrates with the email system to facilitate notifications for approvals, rejections, and corrections via email, while supporting electronic signatures and the recording of transaction approvals
	
	

	
	Allows document attachment for review through all levels of workflow approval for all modules
	
	

	
	Provides rule-based alerts (including e-mail) for past-due and pending workflow items
	
	

	
	Enables users to view and monitor the workflow queue, including the status, priority, and progress of items within the system
	
	

	
	Provides user-defined visibility controls to restrict access to sensitive information and attachments within the workflow
	
	

	
	Notification when approver is no longer with District and triggers workflow to advance to next approver
	
	

	
	Allows certain user groups that have designated security setting to bypass workflow and move to next approval.
	
	



[bookmark: _Toc474300521][bookmark: _Toc474297212][bookmark: _Toc1041334][bookmark: _Toc189728107]Document Storage
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability to create, store, and retrieve electronic images (e.g., purchase orders, payroll checks, accounts payable invoices, etc.) that are attached to the appropriate transaction record for all modules
	
	

	
	Supports document scanning and attachment and makes documents accessible throughout all modules 
	
	

	
	Supports multiple media formats (e.g., audio, video, images) and file types (e.g., Excel, Word, PDF) with no size restrictions
	
	

	
	Offers drill-down/drill across features for users to view documents associated with financial, payroll, and HR transactions
	
	

	
	Supports retention policies for images managed by the system, tailored to meet various retention requirements
	
	


[bookmark: _Toc189728108][bookmark: _Toc1041335]Reporting and Analysis
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides a suite of standard ERP reports with customizable user filters, drill-down capabilities, and export options that include financial, HR, payroll, and other key organizational data, all accessible without requiring specialized knowledge or training to generate
	
	

	
	Provides a comprehensive ERP dashboard delivering real-time insights, approval notifications, task updates, financial summaries, alerts, and customizable user-defined metrics such as key performance indicators, reports, and charts
	
	

	
	Provides the ability to query and report on any field within an application based on user security setting
	
	

	
	Provides the ability to define filter and sorting parameters for reports
	
	

	
	Provides the ability to define report to and from dates, including dates across multiple fiscal years
	
	

	
	Provides the ability to obtain summary level or detail level reports
	
	

	
	Processes transactions in real-time so they are immediately available for inquiry and reporting
	
	

	
	Provides modeling tools to do ‘what if’ analysis and forecasting (e.g., analysis of revenue/expenditure trends and the ability to develop forecast projections)
	
	

	
	Provides full integration with Excel for all modules (e.g., worksheet export to Excel, data imported from Excel) and allows users to export reports to Excel that include formulas/formatting
	
	

	
	Provides the ability to copy, customize and share standard reports
	
	

	
	Enables the creation of report notification groups to inform and alert members when new reports are available
	
	

	
	Enables saving and publishing of ad hoc reports for use by the author and others, with options to schedule automatic execution and distribution to user-defined groups or individuals
	
	

	
	Allows for multiple output options (e.g. display, print, export, email, etc.)
	
	

	
	Provides the ability to choose a format when exporting a report (e.g., Excel, Adobe, flat file, delimited)
	
	

	
	Provides easily identifiable names for standard reports
	
	

	
	Provides the ability to stay current with changes in State and Federal payroll reporting requirements
	
	

	
	Provides automated, flexible, and efficient reporting for month-end, quarterly, and year-end processes
	
	

	
	Provides the ability to download transaction data to and upload data from Excel
	
	


[bookmark: _Toc189666002][bookmark: _Toc189728109]Software Training
NOTE 1: The training requirements identified below are specific to the Proposer’s software. Additional training requirements can be found in 
RFP Sections 5.2.F.4 and 5.2.G.1.

	#
	Requirement
	Response Code
	Response/Comments

	
	Provides built-in ERP module training resources including FAQ’s, how-to documentation, and interactive help to enable employees to quickly look up information and resolve issues efficiently
	
	

	
	Provides in-depth module training programs, including online courses accessible to all employees
	
	


[bookmark: _Toc1041336][bookmark: _Toc189728110]Finance and Payroll
0. [bookmark: _Toc1041337][bookmark: _Toc189728111]General Ledger (GL)/Accounting
[bookmark: _Toc189728112]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports accrual, modified accrual, and cash accounting methods
	
	

	
	Maintains account structures for transactions using elements such as fund, sub-fund, department, division, program, project, object, or other components necessary to meet the District's requirements
	
	

	
	Captures and records multiple date types, including transactional, posting, and data entry dates
	
	

	
	Allows multiple periods to be open at the same time
	
	

	
	Generates necessary entries for period-end processes and opening new periods, such as rolling forward account balances or reversing year-end entries
	
	


[bookmark: _Toc189728113]Chart of Accounts (COA)
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides a user-friendly chart of accounts with drop-down menus, search functionality, and hover-over tooltips to give clear descriptions for all accounting segments
	
	

	
	Supports a flexible chart of accounts (COA) structure with scalability within each segment and the ability to expand segment usage in the future and create new org keys
	
	

	
	Provides ability to reclassify the COA as necessary in support of organizational changes without having to create an entirely new COA
	
	

	
	Accommodates the mapping of historical transactional data across old to new account structures
	
	


[bookmark: _Toc189728114]Transaction Processing and Validation
	#
	Requirement
	Response Code
	Response/Comments

	
	Enforces transaction validation rules based on departmental or user roles to ensure accurate account coding
	
	

	
	Provides a message/warning if transactions are not balanced
	
	

	
	Supports posting of transactions individually and/or in summary to the GL regardless of the transaction source ensuring all entries are balanced and auditable
	
	

	
	Provides the ability to automate fund account allocations for certain transactions
	
	

	
	Provides the ability to add notes/comments to transactions that post to the GL
	
	


[bookmark: _Toc189728115]Journal Processing
	#
	Requirement
	Response Code
	Response/Comments

	
	Allows multiple options for creating a journal (e.g., onscreen, import from Excel, copy a prior journal)
	
	

	
	Supports various journal processing capabilities, including one-time, standing, automated recurring, allocations and distributions, automatic reversals (accruals), imports, and corrections
	
	

	
	Allows saving in-progress journal entries for completion later
	
	

	
	Provides a workflow to automate review and approval of journal entries and an alert to Finance staff when journal entries are ready for review
	
	

	
	Tracks the source of journals, such as budget entries, sub-systems, or imports
	
	

	
	Manages due to/due from transactions
	
	

	
	Offers multiple description fields (e.g., long, short, free form) and supports document attachments for journal entries
	
	

	
	Provides the ability to search for posted journal entries by date, creator, or keyword
	
	

	
	Provides the ability to attach and view supporting documents for journal entries
	
	


[bookmark: _Toc189728116]Bank Reconciliation
	#
	Requirement
	Response Code
	Response/Comments

	
	Enables pooled cash accounting by consolidating multiple funds into a single bank account
	
	

	
	Provides tools for managing and reconciling multiple bank accounts, including check clearing, stop payments, and credit card transactions
	
	

	
	Allows seamless transfer of funds between bank accounts
	
	

	
	Monitors cash balances across all funds, sub-funds, and projects 
	
	

	
	Automatically calculates and allocates interest earnings based on average daily balances, while accounting for negative balance interest charges
	
	

	
	Allows user-defined methodologies for interest allocation
	
	

	
	Distributes interest earnings with weighting, ensuring accurate allocation to relevant funds
	
	

	
	Provides flexibility for posting interest earnings to a different fund or sub-fund than the source
	
	

	
	Enhances security by supporting positive pay functionality with seamless bank integration
	
	


[bookmark: _Toc189728117]Closing
	#
	Requirement
	Response Code
	Response/Comments

	
	Enables secure soft close of accounting periods, restricting new entries for specific modules to ensure data integrity
	
	

	
	Facilitates automated closing of revenue and expenditure accounts while rolling forward balance sheet accounts as needed to establish accurate beginning balances for the subsequent year
	
	

	
	Allocates interest earning, investment gains/losses, and expenses based on a percentage of daily cash balances, and prepares journals entries for review and posting
	
	

	
	Accommodates multiple year-end closing periods (e.g., period 13, period 14) 
	
	





[bookmark: _Toc189728118]Cost Allocation
	#
	Requirement
	Response Code
	Response/Comments

	
	Enables the allocation of total costs related to internal service funds or activities across multiple departments or divisions, using user-defined factors such as employee count, office space, or number of desktop computers
	
	

	
	Allows billing from one department, division, or project to another, or within the same department, for streamlined cost recovery
	
	

	
	Provides tools to select specific revenue and expenditure accounts to be compiled for future allocation or billing purposes
	
	

	
	Automatically produces journal vouchers for allocations and billings on a user-defined schedule (e.g., monthly, quarterly, annually) to ensure timely financial updates
	
	


[bookmark: _Toc189728119]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability to generate a report displaying the descriptions of Chart of Accounts (COA) accounting segments
	
	

	
	Generates a comprehensive report to support journal entry approval and review, including details such as GL accounts, account names, amounts, descriptions, and other relevant information
	
	

	
	Provides the ability to categorize and summarize transactional data in support of the Annual Comprehensive Financial Report (ACFR)
	
	


0. [bookmark: _Toc1041338][bookmark: _Toc189728120]Budgeting and Revenue Tracking
[bookmark: _Toc189728121]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Allows multi-year budgeting with fields for objects, justifications, descriptions, and other relevant details for each year
	
	

	
	Allows budgeting for multiple years, enabling comprehensive planning for expenditures, revenues, and projections
	
	

	
	Enables the use of statistics (e.g., invoices paid, recruitments completed, etc.) as key performance metrics to evaluate budget effectiveness
	
	

	
	Offers automated tools to apply cost adjustments, inflation factors, and real-time comparisons to previous budgets
	
	

	
	Handles mass updates to various accounts during the budgeting process, such as reorganizations or rate changes
	
	

	
	Provides a workflow for budget amendments and transfer requests and approvals, including those involving multiple funds
	
	

	
	Streamlines the budgeting process through decentralized entry, workflow management, and notifications or alerts for improved collaboration and efficiency
	
	


[bookmark: _Toc189728122]Budget Methods and Controls
	#
	Requirement
	Response Code
	Response/Comments

	
	Accommodates multiple budgeting approaches, including zero-based, program-based, line-item, and rollover methods
	
	

	
	Allows budgets to be initiated as zero-based, using historical data (e.g., last year’s actuals) or with adjustable factors, such as percentage increases or decreases, down to the object level
	
	

	
	Enables users to define maximum budget amounts by fund, department, division, or object, and ensures the ability to report against these defined limits
	
	

	
	Allows negative amounts to be entered where applicable, providing flexibility for various budgeting scenarios
	
	

	
	Provides role-based security options, allowing administrators to assign department users access to specific budget functions while restricting sensitive information for enhanced data privacy and security
	
	


[bookmark: _Toc189728123]Budget Adjustments and Tracking
	#
	Requirement
	Response Code
	Response/Comments

	
	Tracks multiple budget versions (e.g., Submitted, Proposed, Amended, Approved)
	
	

	
	Enables the tracking of budget revisions and mid-year adjustments, such as mid-year estimates calculated by departments
	
	

	
	Monitors the status of departmental budget approvals
	
	

	
	Permits departmental entry of justifications and background data (including attachments) for budget requests, ensuring this information stays linked to line-item entries throughout the review cycle
	
	

	
	Offers the ability to control budget rollups at multiple levels, including mid-year estimates
	
	

	
	Enables departments to submit budget requests in bulk and make quick adjustments using batch upload, import, and export functionalities
	
	


[bookmark: _Toc189728124]Position Budgeting
	#
	Requirement
	Response Code
	Response/Comments

	
	Fully integrates with the position control module for real-time updates, automatic adjustments to budgeted positions, and alerts for budget-impacting changes
	
	

	
	Enables manual addition, deletion, reallocation, or shifting of positions while updating proposed budgets in real time
	
	

	
	Allocates employee costs by percentage across multiple accounts
	
	


[bookmark: _Toc189728125]Capital Improvement Plan (CIP) Budgeting
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports CIP budgeting
	
	

	
	Provides the ability to budget CIP projects as single year or multiple years
	
	

	
	Automates roll-forward for selected operational and multi-year CIP project budgets
	
	

	
	Provides the ability to highlight future projects but not allocate funding
	
	





[bookmark: _Toc189728126]Project Budgeting
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports Project budgeting
	
	

	
	Provides the ability to link the General Ledger and Project Ledger, while preserving original funding source history 
	
	

	
	Enables users to define budget amounts by fund, project phase, tasks, or object, and ensures the ability to report against these defined limits
	
	

	
	Permits departmental entry of justifications and background data (including attachments) for project budget requests, ensuring this information stays linked to line-item entries throughout the review cycle
	
	

	
	Supports sub-project budgeting
	
	


[bookmark: _Toc189728127]Grants Budgeting
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports Grants budgeting
	
	

	
	Provides tools for tracking budget and expenditures specific to grants
	
	


[bookmark: _Toc189728128]Revenue Tracking
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports an automated check processing workflow with features like automatic date-stamping and direct data entry into the system
	
	

	
	Centralizes concessionaire and special-use agreement data, providing automated tracking, reconciliation, and reporting tools that enable real-time access to detailed revenue information
	
	

	
	Centralizes data, integrates financial records, and automates payment verification to streamline possessory tax and GASB reporting
	
	

	
	Centralizes data needed to prepare quarterly reviews and annual projections
	
	


[bookmark: _Toc189728129]Forecasting
	#
	Requirement
	Response Code
	Response/Comments

	
	Allows users to change key underlying assumptions to impact forecasts
	
	

	
	Provides modeling for “what if” scenarios and forecasting tools for 5- and 10-Year Budget/Cash Flow Projections
	
	

	
	Provides an ability to apply “what if”/factor scenarios across funds, departments, programs, and/or objects as designated by staff
	
	

	
	Provides forecasting models, scenario planning, position cost calculators, and real-time budget impact analysis to support accurate staffing projections for full-time and part-time positions
	
	

	
	Provides automated projections of fund balances, factoring in reserves, revenues, expenses, and inter-fund transfers
	
	


[bookmark: _Toc189728130]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	
	Offers the ability to see budget-to-actuals in real-time with drill-down capabilities for both pending and posted transactions
	
	

	
	Provides the ability to run budget history reports over multiple years
	
	

	
	Offers a budget forecasting report with historical data, trend analysis, projected revenues and expenses, variance calculations, and customizable parameters
	
	

	
	Provides a budget-to-actual report with detailed comparisons of budgeted and actual figures, variance analysis, percentage differences, trend visualizations, over multiple years
	
	

	
	Provides a statement of special fund activity, including projected fund balances and current appropriations
	
	

	
	Reports provide multiple options for presenting and sorting data (division level, department level, location level, etc.) with the ability to export to Excel.
	
	

	
	Provides a revenue report detailing revenue purpose, amounts received, transaction dates, vendor information, and associated accounts and departments
	
	

	
	Provides the ability to report by organization budget, amended budget, year-to-date budget, and more
	
	

	
	Provides a detailed project budget and expense report by task group or funding sources
	
	

	
	Provides the ability to report on justification comments for individual budget line items
	
	

	
	Supports the publication of an annual budget document using system-generated outputs, forms, and reports
	
	

	
	Provides the ability to run reports on projects that are in a customizable field (i.e. category) depicting project number, project name, location, budget amount, proposed funding for budget year, funding source
	
	


0. [bookmark: _Toc1041339][bookmark: _Toc189728131]Vendor Management
[bookmark: _Toc189728132]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports auto-numbering of vendors
	
	

	
	Provides the ability to maintain vendor information to process payments
	
	

	
	Provides the ability to categorize vendors by type
	
	

	
	Provides the ability to auto-generate vendor descriptions by type
	
	

	
	Supports multiple remittance addresses for a vendor
	
	

	
	Provides the ability to view changes to vendor records (e.g., address, name, phone)
	
	

	
	Provides the ability to track insurance requirements and related certificates needed for doing business with the District
	
	

	
	Provides the ability to check any contracts, invoices, and POs associated with a vendor
	
	

	
	Provides appropriate levels of security to ensure vendor information is secure
	
	

	
	Provide the ability to have customized fields to track Vendor Information (i.e. Contractor’s License # and expiration date, DIR vendor # and expiration date, Certifications, Disadvantaged Business Enterprise(DBE), website URL)
	
	


[bookmark: _Toc189728133]Vendor Setup and Maintenance
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports decentralized vendor entry of new vendors with workflow to approve vendor prior to availability for use
	
	

	
	Supports decentralized entry of vendor changes including address and W-9 changes at the department level or through a vendor portal with workflow to approve vendor changes
	
	

	
	Provides the ability to attach supporting documentation to a vendor record
	
	

	
	Provides the ability to add notes to a vendor record
	
	

	
	Provides the ability to identify vendors as active, inactive, or suspended
	
	

	
	Prevents duplicate entry of vendor records
	
	

	
	Ensures a W-9 is on file prior to setting up a PO or contract encumbrance and identifies the last time a W-9 form was updated
	
	


[bookmark: _Toc189728134]Alerts and Notifications
	#
	Requirement
	Response Code
	Response/Comments

	
	Notifies staff if insurance requirements are near or past expiration
	
	

	
	Provides an alert to notify staff when a vendor has not been used for a user defined period so staff can determine if the vendor status should be changed to inactive
	
	

	
	Notifies staff if Contractor’s License or DIR has expired.
	
	


[bookmark: _Toc189728135]
Vendor Portal
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides vendor-related information online
	
	

	
	Allows vendors to submit requests to become a “registered” vendor to receive notifications of formal bids with the ability to download information and upload bids
	
	

	
	Allows vendors to submit invoices and access contract and payment status information
	
	

	
	Allows vendors to view user-defined transactional history associated with their PO
	
	

	
	Allows vendors to make address and contact information changes, upload W-9 Forms, upload insurance certificates, or other relevant information with workflow to notify Finance staff of changes
	
	


[bookmark: _Toc189728136]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability to report on payments made to a vendor in a specific time period
	
	

	
	Supports CA Employment Development Department (EDD) reporting requirements (cumulative payments over $600 within a given year) for independent contractors
	
	

	
	Provides the ability to report on vendors customized field data and include information on payments, contracts or purchase order amounts for a specific time period. (i.e. Report on DBE Contractors Name, Description of contract, amount of contract, start and end date)
	
	

	
	Provides the ability to report on all purchase orders, contracts, or invoice payments to a vendor with details such as description and amounts for a specific time period
	
	


0. [bookmark: _Toc1041340][bookmark: _Toc189728137]Purchasing and P Cards
[bookmark: _Toc189728138][bookmark: _Toc2161164]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Enforces purchasing policy rules for open market purchases, general purchases, informal bidding, formal bidding, authority limits, sole source, and emergency purchasing procedures
	
	

	
	Performs budget checks during requisition, purchase order (PO) creation, and invoice processing
	
	

	
	Provides the ability to configure alerts when invoices (or combinations of invoices) are approaching approved PO amounts or budget thresholds
	
	

	
	Offer a user-friendly dashboard that gives department users real-time visibility of purchase order and invoice status and items waiting on approval
	
	


[bookmark: _Toc189728139]Requisitions
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports the purchase of recurring services by automatically generating a requisition or PO based on pre-established criteria (e.g., health insurance, cleaning services, and leased vehicles)
	
	

	
	Provides the ability to pre-populate requisition with information from an approved contract including contract number, vendor details, terms and conditions, line items, pricing, delivery schedules, and funding sources
	
	

	
	Provides the ability to categorize a requisition as “in review”
	
	

	
	Provides the ability to hold or reject a requisition before converting it into a PO
	
	

	
	Provides the ability to attach supporting documentation to requisitions
	
	

	
	Provides the ability to enter notes or comments on a requisition
	
	

	
	Provides the ability to indicate a requisition as a capital asset
	
	

	
	Provides the ability to capture various units of measure
	
	

	
	Provides the ability to ID a requisition as taxable or non-taxable
	
	

	
	Provides workflow for the approval of requisitions
	
	

	
	Provides the ability to reject requisition, disencumber funds and enter explanation
	
	


[bookmark: _Toc2161166][bookmark: _Toc189728140]Purchase Orders (POs)
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports recurring and routine departmental POs based on dollar limits
	
	

	
	Supports annual, blanket, and multi-department PO types
	
	

	
	Provides the ability to associate a single PO with multiple departments and/or funding sources (e.g., cross-department POs)
	
	

	
	Supports multiple line items per PO with the option to associate different GL accounts with each line
	
	

	
	Captures internal or external justifications, notes, attached documents, and media files on POs, with internal comments and attachments visible only to staff
	
	

	
	Limits which users are authorized to override established PO limits
	
	

	
	Provides real-time expense tracking on all POs, including blanket POs
	
	

	
	Prevents a PO from being issued to an inactive vendor
	
	

	
	Provides options for distributing POs (e.g., print, email, not print, and mail)
	
	

	
	Provides option to issue POs that do not have contracts with terms and conditions and authorized signature.
	
	

	
	Provides the ability to re-open a closed PO, including recording the encumbrance (for the current fiscal year only)
	
	

	
	Provides workflow for the approval of POs
	
	

	
	Provides ability to reject PO and add notes to explain.
	
	

	
	Provides notification to requestor of approval or rejection of PO
	
	


[bookmark: _Toc189728141]Encumbrances
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability to pre-encumber and encumber requisitions and purchases, and the ability to override transactions that fail budget check
	
	

	
	Provides the ability to encumber service and construction contracts to separate POs
	
	

	
	When a requisition or PO is cancelled, or closed, automatically reverses pre-encumbrance and encumbrance amounts as appropriate
	
	


[bookmark: _Toc189728142]Purchasing Cards (P-Cards)
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports the administration of the District’s Purchase Card (P-Card) program
	
	

	
	Provides the ability to capture P-Card issuance details
	
	

	
	Provides a field in an employee record to show temporary work location and/or contact information when an employee with a P-Card temporarily changes locations
	
	

	
	Supports the ability to exclude certain items from P-Card purchases (e.g., entertainment, gas, meals)
	
	

	
	Enforces single purchase and overall transaction limits as defined in the District’s P-Card Procedures
	
	

	
	Allows for single purchase and monthly limits to be increased temporarily or permanently, with workflow approvals for such changes
	
	

	
	Provides the ability to flag sales tax for P-Card purchases
	
	

	
	Provides the ability to assign P-Card purchases to different GL accounts and displays vendor and transaction descriptions
	
	

	
	Provides an automated workflow to route completed P-Card transactions to designated supervisors for online review and approval
	
	

	
	Notifies supervisors of pending P-Card transactions, prompting approval by a specified deadline
	
	

	
	Prevents supervisor approval when P-Card transactions are incomplete with missing data like GL account codes or other required data
	
	

	
	Notifies P-Card owner when transactions are incomplete with missing data by a specified deadline. Notifies supervisor if P-Card transaction details have not been completed by specified deadline
	
	

	
	Provides the ability to scan and attach receipts and other support documentation for P-Card purchases
	
	

	
	Enables mobile access for uploading receipts for P-Card purchases
	
	

	
	Provides the ability to close P-Card transactions monthly
	
	


[bookmark: _Toc2161167][bookmark: _Toc189728143][bookmark: _Toc1041341]Year End 
	#
	Requirement
	Response Code
	Response/Comments

	
	Defines close and roll-over dates at the system and module level
	
	

	
	Supports the maintenance of open POs over multiple years
	
	

	
	Supports year-end activities such as conditional PO closure and the ability to roll POs to the new fiscal year
	
	

	
	Allows users to enter POs for the new fiscal year prior to the start of that fiscal year
	
	

	
	Automates PO rollover process for individual or groups of POs including appropriate treatment of carryover budget amounts
	
	

	
	Supports rolling of PO to different account numbers in the new year
	
	

	
	Ensures old year GL reflects PO and encumbrance balances after roll-forward
	
	

	
	Allows users to select POs that need to be rolled over to the new fiscal year and provides workflow for approval
	
	

	
	Automatically closes POs that meet certain criteria
	
	


[bookmark: _Toc189728144]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability to report on POs, including details such as vendor information, PO status, associated invoices, items received, payment history, remaining balance, and key dates (e.g., creation, approval, and expiration)
	
	

	
	Provides the ability to report on funds encumbered to date
	
	

	
	Provides the ability to report “large” POs for a specific period 
	
	

	
	Provides the ability to report on P-Card cardholders including employee’s name, title, permanent and temporary work location, and email
	
	

	
	Provides the ability to report on P-Card transactions by department, project, account, amount, or other criteria
	
	

	
	Provides the ability to report on P-Card exception items and trends
	
	

	
	Provides the ability to report on Blanket POs and Sub PO details and balances
	
	

	
	Provides the ability to report on pending PRs and POs with current workflow and duration
	
	

	
	Provides the ability to report on PR and PO approval durations for each stage in workflow approval
	
	

	
	Provides the ability to report on PO amendments with Vendor Name, Amount, and Description
	
	


0. [bookmark: _Toc189728145]Contract Management (Optional)
[bookmark: _Toc189728146]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides a centralized contract management module where all active contract information is stored, tracked, and accessed in one location 
	
	

	
	Supports multiple contract types (e.g., purchasing contracts, not to exceed contracts, encumbered contracts, multi-year contracts, revenue contracts, developer agreements)
	
	

	
	Provides the ability to establish parent/child relationships for contracts
	
	

	
	Provides the ability for contracts to validate against projects and default project details, such as funding sources and accounts, timelines, and associated task codes
	
	

	
	Provides the ability for purchase orders to validate against contracts and default details, such as funding sources and accounts, amounts, department, and timelines
	
	

	
	Allows contract costs to be allocated to multiple general ledger accounts based on fixed amounts, percentages, or specific milestones or phases in the contract
	
	

	
	Provides the ability for auto calculation of retention amounts by task, dollar amount, and percentage complete
	
	

	
	Provides the ability to purge contracts on a given retention schedule, with workflow to notify staff when they are scheduled for purging
	
	


[bookmark: _Toc189728147][bookmark: _Toc1041342]Developing, Executing, Amending, and Approving Contracts
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides a standardized workflow across all contract types, with clear guidelines and automated prompts for each process step of contract creation and/or amendments to help users understand and follow contract procedures and guidelines
	
	

	
	Provides a centralized document library for customized contract templates, ensuring that staff have easy access to the latest, compliant versions created by the Legal team
	
	

	
	Provides a centralized document library for customized contract related documents i.e. Notice to Proceeds, Notice of Completion, Notice of Acceptance, Notice of Cancellation
	
	

	
	Offers a centralized, collaborative system that provides real-time collaboration including viewing and editing of contracts being created
	
	

	
	Provides a workflow that includes review and approval of contracts by Legal and Risk teams at various stages of contract execution and amendment
	
	

	
	Provides a digital signature workflow that routes contracts to designated approvers based on predefined dollar thresholds, and controls vendor access to sensitive information including internal staff notes
	
	

	
	Provides the ability for staff to enter contract amendments into the system, with workflow for automated reviews and approvals 
	
	

	
	Provides the ability for changes in contract dollar amounts to trigger workflow for automated reviews and approvals
	
	


[bookmark: _Toc189728148]Encumbering Funds
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability for requisitions and POs to pre-encumber funds against a contract
	
	

	
	Provides the ability to encumber the full value of contract
	
	

	
	Provides the ability for contract encumbrances to be split across multiple fiscal years
	
	





[bookmark: _Toc189728149]Contract Payments
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability to track contract payment information including milestone payment schedules, payment terms, actual payments, and incentives
	
	

	
	Provides the ability to reflect credits applied by accounts payable and make appropriate amount updates automatically to contracts and POs
	
	

	
	Provides a workflow that prevents payments to vendors without current insurance certificates and sends automated alerts to notify Staff and vendors
	
	


[bookmark: _Toc189728150]Viewing Contract Information
	#
	Requirement
	Response Code
	Response/Comments

	
	Offers a centralized repository for contract information including executed contracts
	
	

	
	Allows contracts to be easily searchable by contract name, vendor, or other relevant fields
	
	

	
	Provides the ability to view all vendor data associated with a contract
	
	

	
	Provides the ability to view all requisitions, POs, payments, and credits, associated with a contract
	
	

	
	Provides the ability to track and view contract pricing tables
	
	

	
	Provides the ability to record notes on a contract
	
	

	
	Provides the ability to attach files to contracts in multiple file formats including PDF, Word, Excel, image files (e.g., JPEG, PNG), etc.
	
	

	
	Provides the ability to redact and/or hide elements of a contract by user and/or role to secure information 
	
	


[bookmark: _Toc189728151]Tracking Data
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability to track contract expiration dates and send alerts to staff and vendors
	
	

	
	Provides the ability to track expiring insurance certificates and send alerts to staff and vendors
	
	

	
	Provides the ability to track aggregate contract awards to multiple vendors, including the ability to track amounts spent with each vendor to ensure that overall contract limits are adhered to
	
	

	
	Provides the ability to enter and track multiple contracts and amendments per vendor
	
	

	
	Provides the ability to define and track contract thresholds and performance levels over the life of the contract
	
	


[bookmark: _Toc189728152]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability to report on contracts, including details such as vendor information, contract type, contract status, contract value, Board Resolutions, start and end dates, scope of services, renewal options, associated purchase orders (POs), and payment history
	
	

	
	Provides the ability to report on contracts against which no purchase orders have been entered
	
	

	
	Provides the ability to report on insurance requirements that are near and past expiration dates
	
	

	
	Provides the ability to report on contracts that are expiring
	
	

	
	Provides the ability to report on contract or amendment workflow routing status, and duration in each step of workflow
	
	


0. [bookmark: _Toc189728153]Accounts Payable
[bookmark: _Toc2161170][bookmark: _Toc189728154]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports payments to a variety of entities, including vendors, employees, retirees, and others as needed
	
	

	
	Provides and applies appropriate controls over all payments
	
	

	
	Offers real-time invoice posting capabilities, providing finance and department staff immediate visibility into outstanding expenses across all modules
	
	

	
	Provides the ability for Finance staff and department users to easily look up an invoice by multiple methods including invoice number, vendor number, and vendor name directly within the system
	
	


[bookmark: _Toc2161171][bookmark: _Toc189728155]Invoice Receipt/Entry
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports receipt and entry of hardcopy and electronic invoices
	
	

	
	Supports the auto population of invoice information into the system
	
	

	
	Automates matching the PO, receiver, and invoice
	
	

	
	Provides the ability to identify duplicate invoices from vendor
	
	

	
	Checks the status of all open and pending invoices
	
	

	
	Manages vendor invoice credits with associated adjustments to encumbrances and PO balances 
	
	

	
	Supports checking available PO balances
	
	

	
	Provides the ability to define a threshold for payments to process if it exceeds PO balance (e.g., due to taxes, shipping, etc.)
	
	

	
	Allow staff to reject an invoice without deleting it from the system, and provides staff the ability to include notes justifying why the invoice was rejected
	
	

	
	Supports checking of items received
	
	


[bookmark: _Toc189728156][bookmark: _Toc2161172]Approvals
	#
	Requirement
	Response Code
	Response/Comments

	
	Allows invoices to be automatically routed to multiple approvers 
	
	

	
	Prevents the approval of invoices that are incomplete or lack GL coding
	
	

	
	Creates alerts and reminders for unapproved invoices, providing specific details and easy access to approval screens
	
	

	
	Displays invoices that are pending approval on user’s dashboard
	
	

	
	Allows approver to put an invoice on hold and ability to include notes
	
	

	
	Allows approvers to designate backup approvers, enabling authorized staff to electronically approve invoices on their behalf
	
	

	
	Provides notification from the HR module to AP staff when an employee designated as an approver on a PO is no longer working for the District or is on a leave of absence, allowing approval to be reassigned
	
	

	
	Allows all purchase orders assigned to an employee to be reassigned in a batch transaction
	
	


[bookmark: _Toc189728157]Payment Calculation
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports automatic calculation of shipping and taxes as appropriate for items being paid at time of data entry
	
	

	
	Provides the ability to add a county to a vendor record to accurately reflect the sales tax for that county, with automatic updates when tax rates change
	
	

	
	Populates a sales tax rate from a vendor record onto a purchase order
	
	

	
	Provide a no sales tax option for invoices
	
	

	
	Alerts staff of and calculates payment discounts
	
	

	
	Provides the ability to automatically calculate retainage using percentage indicated on a purchase order
	
	


[bookmark: _Toc2161173]
[bookmark: _Toc189728158]Payment Process
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides for ACH and wire transfer payments to vendors, with system-generated email notifications confirming payment
	
	

	
	Simplifies check tracking by displaying check numbers directly on invoice screens, offering search filters for quick lookups, and providing a check history dashboard
	
	

	
	Creates positive pay files to ensure secure and accurate payment processing
	
	

	
	Allows payments to be set or scheduled, with associated tracking of payment terms
	
	

	
	Provides alerts for aging invoices and those nearing penalty thresholds
	
	

	
	Allows for the tracking, deduction, and reporting of garnishments
	
	

	
	Supports refund and retention payment processing
	
	

	
	Supports processing of 1099s 
	
	

	
	Supports the creation of automated splits by fund, department, and/or account according to user-specified requirements
	
	

	
	Allows pre-payment amounts to be allocated across accounting periods (e.g., for software maintenance agreements)
	
	

	
	Provides the ability to short-close POs based on user defined parameters
	
	

	
	For multi-line item POs, allows selection of one or more of those line items during invoice processing
	
	


[bookmark: _Toc189728159][bookmark: _Toc2161174]Check Generation
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides an option for more than one check for a vendor during a check process
	
	

	
	Supports generating multiple page checks
	
	

	
	Provides an option for on demand manual checks
	
	

	
	Allows reprinting checks with or without void and reissue if an error occurs during check printing 
	
	


[bookmark: _Toc189728160]Attachments
	#
	Requirement
	Response Code
	Response/Comments

	
	Allows users to delete duplicate attachments while creating an audit log of when an attachment was deleted and who deleted it
	
	

	
	Supports attachments with different file types including PDF, Word, Excel, image formats (e.g., JPEG, PNG), etc.
	
	

	
	Supports attachments without file size limitations
	
	

	
	Provides an option to attach and view attachments and notes within a payment record
	
	


[bookmark: _Toc189728161]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides reports with drill down features including additional vendor and invoice information
	
	

	
	Allows reports to be configured to automatically save a copy to a designated location 
	
	

	
	Provides an active PO report that includes information such as PO number, vendor name, PO status, creation date, total value, remaining balance, associated invoices, payment history, and expiration date
	
	

	
	Provides a paid and unpaid accounts payable invoice report that includes details such as invoice number, vendor name, invoice date, due date, payment date (if applicable), payment status (paid or unpaid), associated PO number, invoice amount, remaining balance, and aging information for outstanding invoices
	
	

	
	Provides a vendor report that includes information such as vendor name, ID, contact information, remittance addresses, active/inactive status, W-9 status, last transaction date, associated POs, payment history, and outstanding balances
	
	

	
	Provides the ability to generate an annual report to calculate the District’s sales tax liability for vendors that did not collect sales tax
	
	

	
	Ensure compliance with 1099 reporting requirements
	
	


0. [bookmark: _Toc1041343][bookmark: _Toc189728162]Capital Assets
NOTE: The District currently uses other asset related software: Gordian VFA (Facility Capital Planning) and Accruent FAMIS 360 (Work Orders).
The Proposer’s solution may need to interface with one or both of these software applications.
[bookmark: _Toc189728163]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides functionality to capture and maintain information associated with leased and capitalized assets, including land and related equipment
	
	

	
	Provides the ability to import new capital assets and attributes
	
	

	
	Supports barcoding/scanning of capital asset tags
	
	

	
	Provides, or interfaces with, asset tag solution
	
	

	
	Provides parent/child associations for assets
	
	

	
	Supports the ability for an image to be attached to the asset record
	
	

	
	Supports the ability for a note field with no character limit restrictions to be attached to the asset record
	
	


[bookmark: _Toc189728164]Asset Funding and Tracking
	#
	Requirement
	Response Code
	Response/Comments

	
	Allows multiple funding sources per asset, including grant funding sources
	
	

	
	Provides the ability to link an asset(s) to a CIP project with real-time fund tracking and funding alerts 
	
	

	
	Provides the ability to track non-capitalized assets like fencing and equipment related to the management of land but have the ability to filter so it does not skew the total capital asset value
	
	

	
	Supports various asset depreciation schedules, the ability to change depreciation methodologies based on asset types, and from a point in time, recalculates depreciation based on the remaining life
	
	

	
	Provides the ability to record depreciation expense to the General Ledger
	
	

	
	Allows multiple entries for post-completion costs and links these add-on costs to the original project
	
	

	
	Provides the ability to record asset impairment
	
	


[bookmark: _Toc189728165]Asset Lifecycle Management
	#
	Requirement
	Response Code
	Response/Comments

	
	Allows for the initial establishment of an asset record as part of purchase requisition
	
	

	
	Tracks asset maintenance, including enhancement and transfers, and projected associated costs
	
	

	
	Tracks asset disposal and salvage values
	
	


[bookmark: _Toc189728166]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability to report on both capital and non-capital assets including details such as asset type, description, asset ID, acquisition date, purchase cost, current value, depreciation (for capital assets), location, assigned custodian, maintenance history, and disposal status
	
	

	
	Allows users to define fields for asset reporting to assist with analysis (e.g. APN, motor vehicles, buildings, equipment etc.)
	
	

	
	Reports on assets nearing full depreciation
	
	

	
	Provides the ability to generate asset reports by location, fund, depreciation, department, and category, with reconciliation to the GL, including single-line reconciliation reports and reports for additions, disposals, and retirements
	
	


0. [bookmark: _Toc1041344][bookmark: _Toc189728167]General Billing/Accounts Receivable
[bookmark: _Toc189728168]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports billing of various entities including, but not limited to, citizens, former employees, businesses, developers, and other governmental entities
	
	

	
	Supports billing for a variety of items including, but not limited to, false alarms, grants, property damage, COBRA, NSF check fee, and other miscellaneous items and services
	
	

	
	Provides the ability to edit and revise billings, including details such as address, comments, and amounts, while recording any adjustments to the revised amount in the GL
	
	

	
	Provides a centralized, searchable database where billings can be quickly accessed by customer, date, or invoice number
	
	

	
	Supports the creation and management of recurring billings
	
	


[bookmark: _Toc189728169]Billing Process
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides employees with customizable billing request templates and allows them to enter billing requests directly into the system
	
	

	
	Provides the ability to add user-defined messages to billings and statements
	
	

	
	Provides a workflow to route initial billing request document to user-defined department supervisors for approval
	
	

	
	Provides a workflow for department approved billing requests to automatically route to AR staff for review, approval, and processing
	
	

	
	Provides a workflow to route pending billings to the AR supervisor for online approval before sending them to customers
	
	

	
	Provides the ability to send copies of billings via email
	
	

	
	Provides options for off-cycle and regular batch billing runs
	
	


[bookmark: _Toc189728170]Payments
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides automated alerts to notify AR staff and requestor when customer payments are deposited
	
	

	
	Provides functionality to record receivable and payments against customer accounts
	
	

	
	Sends an alert to AR staff when an entered payment does not match a billed amount, invoice # does not exist in system or when no invoice exists for that payment
	
	

	
	Ensures appropriate cross-references to payment history and open balances for refunds processing
	
	

	
	Provides an option for payments to immediately affect customer account balances while batches are still open
	
	


[bookmark: _Toc189728171]Overdue and Uncollectible Invoices
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability to search for items identified as uncollectable
	
	

	
	Provides comprehensive (Non-Sufficient Funds) NSF check processing including reversing payments, appropriate reversing of accounting transactions, rebilling with NSF check charge(s), and associating these events with the customer accounts
	
	

	
	Provides NSF support by enabling the application of additional fees, adjustments to receivables, and other necessary actions
	
	

	
	Provides support for past due payments with on-demand and interval-based processing (e.g., weekly)
	
	

	
	Provides detailed accounts aging data to support efficient collection activities
	
	

	
	Automates 2nd and 3rd notices of missed payments based on user-defined periods
	
	

	
	Enables the reversal of payments and the preparation of write-off journal entries
	
	


[bookmark: _Toc189728172]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides a detailed billing report, including a breakdown of billed items, amounts, dates, and customer information
	
	

	
	Provides an unapplied credit report, including outstanding credits, associated customer accounts, and unapplied amounts
	
	

	
	Provides end-of-the-month billing reconciliation reports
	
	

	
	Provides a customer aging report, including overdue balances, categorized aging periods, and customer details
	
	

	
	Provides statements of cumulative billing by customer and payment activity for a specific date range
	
	


0. [bookmark: _Toc1041345][bookmark: _Toc189728173]Cash Receipts (Cashiering)
[bookmark: _Toc189728174]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Offers a centralized cashiering module to efficiently collect and manage daily transactions (e.g., cash, checks, credit cards, Apple Pay, ACH, and other electronic payments) from multiple locations
	
	

	
	Provides for chip and Pi/PCI compliance capabilities
	
	

	
	Supports breaking down of trial balance into the five unique GASB 54 categories
	
	


[bookmark: _Toc189728175]Payment Processing
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports online payments
	
	

	
	Supports various payment processors
	
	

	
	Automatically generates and assigns unique cash receipt numbers
	
	


[bookmark: _Toc189728176]Payment Tracking and Posting
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports posting of all transaction receipts (cash, credit cards, checks, wires, etc.)
	
	

	
	Supports immediate recognition of payments received by credit card
	
	

	
	Provides both summary and detailed information about daily activity, including the number and total amount of checks, the number of cash transactions, and the cash total
	
	

	
	Supports daily tracking of deposits by user and type for end of day balancing
	
	

	
	Provides the ability to track deposits in transit and cash in vault
	
	

	
	Provides the ability to track and report all monthly cash (and cash equivalents) receipted in and disbursed out
	
	

	
	Provides the ability to track and report the number of specific types of transactions by time frame (e.g., EFTs in a specific month, ACHs executed during the year, deposits on a specific date)
	
	


[bookmark: _Toc189728177]Bank Deposits and Reconciliation
	#
	Requirement
	Response Code
	Response/Comments

	
	Generates daily reports to prepare bank deposit slips and tracks receipted cash by denomination, checks, electronic deposits, and other payment types
	
	

	
	Automates the bank reconciliation process with tools to match transactions directly and generate reports and alerts for any discrepancies
	
	


[bookmark: _Toc189728178]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides reports on cash receipting activities by individual users who processed transactions
	
	

	
	Generates batch reports summarizing or detailing cash receipting activities grouped by batches
	
	

	
	Produces reports summarizing cash receipting activities over specified date ranges
	
	

	
	Provides monthly reporting of cash receipts and GL entries that hit cash
	
	

	
	Provides check register reports by account
	
	

	
	Provides reports for cleared checks, uncleared checks, and voided checks
	
	


0. [bookmark: _Toc189728179]Project and Grant Accounting
[bookmark: _Toc189728180]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides functionality to manage projects and grants, including tracking funding sources and budget to actual expenditures
	
	

	
	Provides a project ledger featuring a project numbering system that supports sustainable future growth
	
	

	
	Provides the ability to associate project account number to GL account numbers and set controls to ensure correct coding
	
	

	
	Supports tracking of multi-year projects and grants
	
	

	
	Provides functionality to divide projects and grants into multiple categories and subcategories
	
	

	
	Provides sufficient data fields to input and store all critical project details, such as project dollar amounts, funding sources, scope of work, accounting information, length of project, project description, project manager, department, location (latitude/longitude, ward, metro area) and 5-year spending plans
	
	

	
	Includes fields to record grant-specific details, such as type (local, state, or federal), grantor information, grant/contract ID, match terms, grant begin and end dates, grant drawdown activity, and reporting deadlines
	
	

	
	Provides the ability to upload and attach project and grant documents in a variety of formats and data sizes
	
	

	
	Provides the ability to extract data out in various formats
	
	

	
	Provides the ability to notify of grant reporting deadlines
	
	

	
	Provides a chart of accounts structure that has an ample numbering series to support both current and future projects
	
	

	
	Allows important project documents like journal entries, board resolutions and permits to be stored for easy access and links to documents stored in contract, PO, and invoice modules
	
	

	
	Provides an easily accessible audit log of fund transfers, allowing staff to trace and verify fund origins accurately
	
	


[bookmark: _Toc189728181]Project Creation and Amendments
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides a workflow that allows project managers to enter new project data into the system and route the project data for approval
	
	

	
	Provides a workflow that allows project managers to enter project updates into the system and route the updated data for approval
	
	

	
	Provides a workflow for staff to request and obtain the necessary approvals for project fund transfers
	
	

	
	Provides the ability to upload and attach support documentation
	
	


[bookmark: _Toc189728182]Project Funding and Costs
	#
	Requirement
	Response Code
	Response/Comments

	
	Supports multiple funding sources for flexibility in managing diverse project and grant funding streams
	
	

	
	Provides fields to record information on the types of funding sources available for each project, with workflows to approve the designated funding sources
	
	

	
	Provides the ability for staff to designate multiple funding sources for a project and allocate invoiced amounts to each funding source, including: 1) By a specific formula, or 2) Automatically charging future invoices to the next available funding source once the primary source is exhausted
	
	

	
	Provides the ability to establish limits on uses of funding sources and amount available i.e., by GL object code, location. Prohibits expenditures to be posted against funding sources if limit has been reached or source is inactive
	
	

	
	Provides the ability to code project invoices to specific funding sources, with workflows for designated staff to approve funding sources before invoices are paid
	
	

	
	Provides data fields to input and report on projected future project costs, funding programs, and associated line items
	
	

	
	Tracks actual, committed, and estimated (or budgeted) costs
	
	

	
	Supports recording revenues and expenditures against the project
	
	

	
	Captures staff time and associates it directly with specific projects using a blended hourly rate (or actual rate) based on defined project rules, allowing staff to log hours and capture both hourly and cost data in real time and identify if system can capture time/hours data for informational purpose only and without incurring cost from the project budget
	
	

	
	Enables task-level cost tracking by allowing staff to assign specific expense codes to distinct project tasks, such as permitting, construction, or design
	
	

	
	Provides the ability to distribute costs and units (including labor hours) to an unlimited number of projects, job phases, and sub-phases
	
	

	
	Provides the ability to establish overhead rates
	
	

	
	Provides the ability to record appropriated and unappropriated funds by location or program for Bond Funds
	
	


[bookmark: _Toc189728183]Grant Expenditures and Reimbursement Requests
	#
	Requirement
	Response Code
	Response/Comments

	
	Allows users to track activities and manage reimbursements or billings related to grants and associate those grants with projects as appropriate
	
	

	
	Supports recording detailed budget by Task, revenues and expenditures against the grant
	
	

	
	Tracks actual, committed, and estimated (or budgeted) costs for grants
	
	

	
	Distributes costs and units (including labor hours) to an unlimited number of grants (job phases) and sub-divisions (job-sub-phases)
	
	

	
	Provides the ability to collect grant reimbursements at a project level
	
	

	
	Allows for grant ineligible expenses to be reallocated to a different funding source
	
	


[bookmark: _Toc189728184]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides a project/grant report that includes details such as project or grant name, ID, funding source, budgeted amount, funds allocated, funds spent to date, remaining balance, associated expenses, key milestones, start and end dates, and compliance or reporting requirements
	
	

	
	Provides the ability to provide a historical report of fund transfers to projects 
	
	

	
	Provides the ability to create a project/grant cost summary report that also includes the dates work was performed
	
	

	
	Provides the ability to report on project/grant activity by period and over the life of the project/grant
	
	

	
	Provides the ability to report on categorized project/grant costs, including labor, materials, equipment, subcontractor expenses, overhead, and other indirect costs, with breakdowns by project phase, task, funding source, and budget versus actual expenditures
	
	

	
	Provides the ability to report on project/grant costs by task group, task code, or project phase
	
	

	
	Provides the ability to report on grant activity by period and over the life of the grant award
	
	

	
	Provides the ability to report on payroll and timecard data, detailing components of each employee’s pay for each payroll period to help staff determine eligible pay, benefits, and leave for grant reimbursement calculations
	
	

	
	Provides reports with data needed for the quarterly reporting of grants
	
	

	
	Provides the ability to report on all projects by Funding Source with Project Number, Name, Location, Appropriation, expenditures, encumbrances, balance, and other customized fields for a specific time period
	
	


0. [bookmark: _Toc189728185][bookmark: _Toc1041360]Inventory
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides real-time access to inventory data, asset status, and locations
	
	

	
	Includes customizable options to sort, filter, and focus on specific inventory categories
	
	

	
	Offers automated alerts for low stock levels and reorder thresholds, ensuring proactive inventory management
	
	

	
	Includes integrated barcoding capabilities to enable quick scanning for inventory updates, order fulfillment, and tracking 
	
	

	
	Provides mobile-friendly capabilities for real-time access to inventory data, order placement, and warehouse management functions on tablets or other devices
	
	

	
	Provides RFID inventory capabilities and RF wireless upload of inventory files
	
	

	
	Auto-generates pick tickets upon order approval and instantly notifies warehouse staff to begin fulfillment 
	
	

	
	Allows real-time tracking of inventory, including safety equipment issued to employees across multiple locations
	
	

	
	Ability to generate reports of prior year’s sales and compare to current year  
	
	






0. [bookmark: _Toc189728186]Employee Expense Reporting (Optional)
NOTE: The District currently uses the Cornerstone Learning Management System (LMS) for training tuition tracking. Although the District expects to keep the Cornerstone’s core functionality, they are interested in what the Proposers have to offer in the way of employee expense reporting functionality. Depending on what the District decides, the Proposer’s solution may need to interface with Cornerstone. 
[bookmark: _Toc189728187]General, Tuition Reimbursement, and Reporting
	#
	Requirement
	Response Code
	Response/Comments

	11. 
	Provides for web-based employee expense reimbursement
	
	

	11. 
	Provides access via mobile devices
	
	

	11. 
	Provides electronic workflow for expense review and approval
	
	

	11. 
	Provides functionality that allows employees to submit tuition reimbursement requests with supporting documentation, routing them to supervisors for approval and HR staff for final approval and processing
	
	

	11. 
	Calculates an employee’s remaining eligible training reimbursement balance, compares it with the requested amount, and automatically adjusts the request to prevent overpayments
	
	

	11. 
	Provides the ability to route in-state travel requests to supervisors and out-of-state travel requests to the General Manager for approval
	
	

	11. 
	Provides the ability to report on in-state and out-of-state travel requests, including submission dates, approval statuses, and routing (e.g., to supervisor or General Manager)
	
	

	11. 
	Provides the ability to report on tuition reimbursement balances by employees, including requested amounts, paid amounts, payment dates, and remaining eligible reimbursement balances
	
	

	11. 
	Offers a centralized cashiering module to efficiently collect and manage daily transactions (e.g., cash, checks, credit cards, Apple Pay, ACH, and other electronic payments) from multiple locations
	
	


0. [bookmark: _Toc189728188]Pay Administration (Salary Management)
[bookmark: _Toc189728189]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides the ability to track when employees are eligible for scheduled pay increases and to notify supervisors accordingly
	
	

	12. 
	Provides workflow approvals for pay increases
	
	

	12. 
	Provides the ability to set up Classic and PEPRA employees in CalPERS with different retirement benefits and caps on contributions
	
	

	12. 
	Provides the ability to track key benefit dates, including benefit start dates and usage dates
	
	

	12. 
	Provides the ability to allocate payroll expenses across fiscal years when a pay period spans workdays in multiple fiscal years
	
	

	12. 
	Enables payroll staff to view an employee’s pay advice for the current or any prior pay periods
	
	

	12. 
	Provides staff the ability to review, print, and reprint a payroll register for the current or any prior pay period
	
	


[bookmark: _Toc189728190]Pay Management and Compliance
	#
	Requirement
	Response Code
	Response/Comments

	12. 
	Supports flexible definition of shift work, split shifts, and work schedules (e.g. 4/10, 9/80, 5/40, etc.) to ensure compliance with the Fair Labor Standards Act (FLSA)
	
	

	12. 
	Provides the ability for wages to be based on user-defined rules, including status, overtime rules and eligibility, out-of-class pay, longevity pay codes, premium pays, multiple work schedules, FLSA overtime, and accommodating FLSA split days
	
	

	12. 
	Provides the ability to define premiums in either percentage-based or flat-rate terms
	
	

	12. 
	Enables pay rates to be automatically applied based on starting and ending dates specified 
	
	

	12. 
	Supports multiple pay codes including acting pay and special pay that may change between pay periods
	
	

	12. 
	Provides the ability to process pay increases, including acting pay adjustments, triggered by specific dates or the required number of hours as defined by MOUs
	
	

	12. 
	Supports setup of earning codes, wage scale, deductions codes, and other pay components based on bargaining unit level
	
	

	12. 
	Provides the ability to maintain consistent step variances between pay steps, including during inflation adjustments, ensuring uniform percentage separations between steps and grades
	
	

	12. 
	Provides the ability to accommodate differing pay rates within a pay period, such as changes in salary due to salary adjustments
	
	

	12. 
	Provides the ability to support multiple employee groups with different benefits, such as differing premiums or leave accruals
	
	

	12. 
	Provides the ability to monitor, adjust, and comply with proper CalPERS compensation amounts
	
	

	12. 
	Provides the capability for adherence to established state employment regulations, such as minimum wage laws
	
	

	12. 
	Provides the ability to perform paycheck modeling for employees' "what-if" analyses, including salary increases, benefit changes, and CPI/COLA adjustments
	
	


[bookmark: _Toc189728191]Deduction Management
	#
	Requirement
	Response Code
	Response/Comments

	12. 
	Allows for deductions to be taken every pay cycle, second pay cycle, or other pattern (e.g. 24 out of 26 pay periods)
	
	

	12. 
	Enables deductions to be automatically applied based on starting and ending dates specified 
	
	

	12. 
	Provides the ability to automatically generate payables for payroll deductions such as taxes, retirement contributions, garnishments, benefit premiums, union dues, and other employee-authorized deductions
	
	

	12. 
	Ability to enter payroll deductions based on secondary assignment (i.e. rent deductions for Security residents)
	
	

	12. 
	Ability to pre-enter benefit rate changes and apply them to all applicable EEs
	
	

	12. 
	Allow the employee to define prioritization of employee-authorized deductions
	
	


[bookmark: _Toc189728192]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	12. 
	Provides the ability to report Fair Labor Standards Act (FLSA) information as required by legislation
	
	

	12. 
	Provides the ability to report Family Medical Leave Act (FMLA) leave on employee time entries
	
	

	12. 
	Provides the ability to track protected leave
	
	

	12. 
	Allows for reporting accrual and usage of employee benefits
	
	

	12. 
	Ensures compliance with California Unemployment Insurance Code by providing the ability to generate state unemployment reports required by the Employment Development Department (EDD)
	
	

	12. 
	Supports 834 reporting and COBRA billing
	
	

	12. 
	Provides the ability to report on CalPERS compensation in a format that can be transmitted to CalPERS
	
	

	12. 
	Provides the ability to generate a report of worker’s compensation payments
	
	



0. [bookmark: _Toc189728193]Time and Attendance
[bookmark: _Toc189728194]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Provides clock in and clock out functionality for hourly employees
	
	

	13. 
	Provides the ability to accommodate different shifts and alternative work schedules
	
	

	13. 
	Provides the ability to collect time, perform exception-based time entry, and make time adjustments for multiple work schedules
	
	

	13. 
	Automatically tracks and calculates time for variable shifts, overtime, and differentials based on preset rules, captures worked hours across pay periods, flags discrepancies, and notifies payroll staff of necessary adjustments for off-cycle pay or corrections
	
	

	13. 
	Provides the ability to track part-time employee work hours to ensure adherence to annual limits and displays pop-up notifications at the time of entry when employees are close to 1,000 or 1,560 hours worked
	
	

	13. 
	Provides the ability for system to not accept time entry if over base hours, under base hours or a holiday and provide an error message/notification with reason why time entry cannot be accepted
	
	

	13. 
	Supports adjustments of leave accruals when employees are working less than full-time or are in an unpaid status
	
	

	13. 
	Ability to track and record hours in quarter hour or tenth of an hour increments
	
	

	13. 
	Allows automated pay rate adjustments, accurate hours tracking, and benefits eligibility management tailored to seasonal and multi-assignment roles
	
	

	13. 
	Defines and validates business rules during time collection (e.g., prevents entries that exceed leave balances)
	
	

	13. 
	Provides the ability to enforce minimum hour entry for certain activity types
	
	

	13. 
	Provides leave request workflow that allows employees to request time off, enables supervisors to verify leave balances and project accrued hours as of the requested leave date, routes requests for supervisor approval, and automatically updates the supervisor’s calendar
	
	

	13. 
	Allow employee to pre-submit approved vacation or leave and it will load in future timecards
	
	

	13. 
	Generate warning message if employee enters hours in excess of their available leave balance
	
	


[bookmark: _Toc189728195]Time Collection and Entry
	#
	Requirement
	Response Code
	Response/Comments

	13. 
	Collects time data from various sources, including Employee Self Service, mobile devices, facility entry badges, and manual input
	
	

	13. 
	Allows multiple pay periods to be open for time entry, enabling employees to enter time worked and leave taken for both prior and future periods
	
	

	13. 
	Pre-populates holidays on employee timecards based on their work schedules and based on established rules
	
	

	13. 
	Allows customization of timecard codes based on individual roles, departments, or situations ensuring employees only see and access relevant codes
	
	

	13. 
	Supports creating codes for protected leave, including FMLA and CFRA, allowing leave to be recorded as part of employee time entry
	
	

	13. 
	Provides multiple pay codes on timecards, automatically applying different pay rates, differentials, and special pays as needed when entered on an employee’s timecard
	
	

	13. 
	Supports multiple pay rates in an employee’s record, allowing employees to select the correct assignment and pay rate directly on their timecard
	
	

	13. 
	Provides functionality to allow time entered to be coded to projects, grants, or other departments, with each line of time entered assigned accordingly
	
	

	13. 
	Provides the ability for employees to enter FEMA details, such as specifying work types for FEMA-related activities
	
	

	13. 
	Allows timekeepers to view and edit employee timecards with built-in access controls, including role-based permissions and audit trails
	
	

	13. 
	Provides the ability to include notes with time entries, with the option to require notes for specific activity types
	
	

	13. 
	Provides system-generated email notifications to staff (employees and supervisors) who have not completed the required time entry by a designated time for each payroll period
	
	

	13. 
	Allows for a timecard once an employee has an EEID and does not require active pay status before a timecard can be seen or submitted
	
	


[bookmark: _Toc189728196]Approval
	#
	Requirement
	Response Code
	Response/Comments

	13. 
	Provide workflow that allows supervisors to view and approve employee timecards online
	
	

	13. 
	Displays real-time employee leave balances for supervisors to review during the approval process
	
	

	13. 
	Provides system generated email notification to supervisors who have not approved timecards by a designated time each payroll period
	
	

	13. 
	Provides the ability to designate backup timecard approvers
	
	

	13. 
	Provides workflow to notify the backup approver if the primary approver has not approved timecards by a specified deadline within the pay period
	
	

	13. 
	Allows EE to request bank hours from Union/PAM Donated Leave banks through Workflow.
	
	

	13. 
	Prevents employees to report leaves they are not authorized to use without a workflow process (i.e., FMLA hours are approved by HR; JIL approved by Risk)
	
	

	13. 
	Allows EE to request special or protected leaves
	
	


[bookmark: _Toc189728197]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	13. 
	Provides the ability to print a timecard exception report that shows missing, incomplete, or unapproved timecards
	
	

	13. 
	Provides the ability to run an audit trail report that shows who made changes to a timecard and when those changes were made
	
	

	13. 
	Provides the ability to report on employee work schedules
	
	

	13. 
	Provides the ability to report on employee time-off requests and their approval status
	
	

	13. 
	Provides a leave balance and usage report for employees
	
	

	13. 
	Provides the ability to report on regular hours, overtime hours, and other pay codes for employees for each payroll period
	
	

	13. 
	Provides the ability to report on overtime and compensatory time and associated costs by employee, department, or project
	
	

	13. 
	Provides a report that is scheduled to run after each payroll period with a part-time employees’ fiscal year-to-date work hours, highlighting those that are nearing 1,000 and 1,560 hours
	
	

	13. 
	Provides the ability to report on time employees spent on specific tasks, projects, grants, or job codes for detailed activity tracking and export to excel
	
	

	13. 
	Provides the ability to report on labor costs by department, project, or grant for financial and budget management
	
	

	13. 
	Provides the ability to report on time employees spent on FMLA activities with details about those activities limited to users with specific roles
	
	

	13. 
	Allow for easy adjustment of hours each pay period that does not require to report what the time reported was and what it should be
	
	



0. [bookmark: _Toc189728198]Payroll Processing
[bookmark: _Toc189728199]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Generates paychecks, direct deposits, EFT files, bank files, and related positive pay files
	
	

	14. 
	Allows for multiple  separate direct deposit account options per employee within a payroll run and prohibits negative amounts to be deposited in any given account
	
	

	14. 
	Supports batch update capability (e.g., COLAs, bargaining unit changes, etc.) with review prior to accepting the changes
	
	

	14. 
	Supports multiple concurrently open payrolls (e.g., vacation, sick, or comp time cash outs)
	
	

	14. 
	Automatically generates journal entries to record payroll expenses to the GL after the payroll process is complete
	
	

	14. 
	Provides the ability to allow late posting entry
	
	

	14. 
	Allows Payroll supervisors to view and electronically approve payroll files before they are processed
	
	

	14. 
	Supports the creation of annual W2s and ACA documents
	
	


[bookmark: _Toc189728200]Payroll Calculations
	#
	Requirement
	Response Code
	Response/Comments

	14. 
	Provides functionality to calculate employee payroll, deductions, and accruals based on components managed in the benefits, leave, and pay administration module
	
	

	14. 
	Provides the ability to calculate step, increment, and percentage pay adjustments (CPI/COLA) for all or a group of employees (e.g., bargaining units, classes, etc.) and then mass updates the changes
	
	

	14. 
	Provides the ability to automatically calculate FLSA salary thresholds for each pay period
	
	

	14. 
	Provides the ability to automatically calculate pay period deduction amounts for benefits, taxes, garnishments, and other employee-authorized deductions
	
	

	14. 
	Provides an automated process to calculate retroactive pay, including all special pay components associated with the employee
	
	

	14. 
	Provides workflow to notify Payroll staff when employees are receiving temporary disability, and automatically calculates the required leave hours to ensure full supplemental coverage for employees
	
	

	14. 
	Ability to automatically calculate retroactive payments based on effective dated transactions
	
	


[bookmark: _Toc189728201]Data Validation
	#
	Requirement
	Response Code
	Response/Comments

	14. 
	Provides the ability to support multiple ‘runs’ of payroll prior to final payroll run with options to correct and update information
	
	

	14. 
	Provides and enforces rule-based validation and prevents duplicate earning and deduction codes at employee level
	
	

	14. 
	Provides the ability to set an employment status indicator to prevent terminated employees from being processed in payroll
	
	

	14. 
	Provides the ability to generate payroll file reports and receive automated notifications for exception reporting, including alerts for failed interface errors, unusually high or low payment amounts or number of hours reported.
	
	

	14. 
	Allows users to define customizable rules for identifying and analyzing hours that deviate from standard schedules, such as overtime or unapproved absences
	
	

	14. 
	Provides the ability to provide payroll earnings data to CalPERS, including the upload of data in a pre-defined template as required
	
	

	14. 
	Supports processing and payment of contributions to third-party benefit providers, including the upload of data in a pre-defined template as required
	
	

	14. 
	Provides the ability to process and submit State and Federal tax filings
	
	


[bookmark: _Toc189728202]Pay Statements
	#
	Requirement
	Response Code
	Response/Comments

	14. 
	Provides the ability to identify all elements used to calculate pay on the pay statement
	
	

	14. 
	Provides the ability to identify key information for employees (leave balances, allocation of direct deposit accounts, employee vs. employer pay benefits, etc.) on the pay statement
	
	

	14. 
	Provides the ability to generate electronic PDF pay statements and automatically post them to the ESS portal or email them to employees
	
	

	14. 
	Ability to modify information on the pay statement
	
	


[bookmark: _Toc189728203]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	14. 
	Offers standard and ad hoc report capabilities and the ability to export payroll data in a user-defined format or specifications
	
	

	14. 
	Provides the ability to generate year-end payroll compensation reports by employee
	
	

	14. 
	Allows the generation of employee pay and deduction reports spanning multiple years
	
	

	14. 
	Enables department staff to generate role-based reports showing specific non-confidential pay codes, like incentive pay and certificate pay, with associated dates while ensuring data security to confidential data
	
	

	14. 
	Provides reporting of hours recorded for all employee types, including full-time, part-time, and retired annuitants
	
	

	14. 
	Provides the ability to report on leave taken by department, division, employee, and specific leave banks
	
	

	14. 
	Provides the ability to run reports to reconcile payroll and benefits data with third-party vendors, such as CalPERS and benefit providers
	
	

	14. 
	Provides the ability to complete all Federal and California tax reporting requirements (e.g., 941 tax return, DE9/DEC) and automate the submission process, eliminating the need for payroll staff to manually mail completed tax forms
	
	




1. [bookmark: _Toc189728204]Human Resources
1. [bookmark: _Toc189666106][bookmark: _Toc189666107][bookmark: _Toc189666113][bookmark: _Toc189666118][bookmark: _Toc189666123][bookmark: _Toc189666128][bookmark: _Toc189666133][bookmark: _Toc189666138][bookmark: _Toc189666143][bookmark: _Toc189666148][bookmark: _Toc189666153][bookmark: _Toc189666158][bookmark: _Toc189666163][bookmark: _Toc189666169][bookmark: _Toc189666174][bookmark: _Toc189666179][bookmark: _Toc189666184][bookmark: _Toc189666189][bookmark: _Toc189666194][bookmark: _Toc189666195][bookmark: _Toc189666201][bookmark: _Toc189666206][bookmark: _Toc189666211][bookmark: _Toc189666216][bookmark: _Toc189666221][bookmark: _Toc189666226][bookmark: _Toc189666232][bookmark: _Toc189666237][bookmark: _Toc189666242][bookmark: _Toc189666247][bookmark: _Toc189666253][bookmark: _Toc189666258][bookmark: _Toc189666263][bookmark: _Toc189666269][bookmark: _Toc189666274][bookmark: _Toc189666279][bookmark: _Toc189666284][bookmark: _Toc189666289][bookmark: _Toc189666294][bookmark: _Toc189666299][bookmark: _Toc189666304][bookmark: _Toc189728205]Position Control
[bookmark: _Toc189728206]General
	#
	Requirement
	Response Code
	Response/Comments

	
	Provide integration between the budget and position control modules, enabling seamless real-time updates to allow for budgeted positions to be automatically adjusted in response to changes in position control, while also generating alerts for any position changes that affect the budget or that exceeded approved or budgeted FTE
	
	

	15. 
	Provides the ability to enter position changes with future effective dates at any time
	
	

	15. 
	Provides the ability to use position control information to generate organizational charts
	
	

	15. 
	Provides the ability to reserve a position upon request to fill a vacancy
	
	

	15. 
	Provide the ability to view the history of employees who have held a position and the length of time they were in the position
	
	

	15. 
	Provide the ability to view position details including the length of time a position has been active and the length of time a position has been vacant 
	
	

	15. 
	Provide the ability to view the history of salaries associated with each position along with the corresponding effective dates
	
	

	15. 
	Provides the ability to create length of time limits and alerts for positions that are overfilled or accommodating a temporary acting assignment
	
	

	15. 
	Provides the ability to ensure position control integrates with pay tables to assist with providing a complete position profile
	
	

	15. 
	Contains a notes field to capture details of position changes
	
	

	15. 
	Provides a way to note when an EE is acting in another position, without vacating their primary position
	
	


[bookmark: _Toc189728207]Position Control Number (PCN) Structure
	#
	Requirement
	Response Code
	Response/Comments

	15. 
	Provides a Position Control Numbering (PCN) structure that enables effective tracking of positions and employees while remaining flexible to accommodate organizational changes
	
	

	15. 
	Provides a PCN structure that integrates with project codes to enable automated tracking of labor costs by project
	
	

	15. 
	Provides a PCN structure that is adaptable to location changes and eliminates the need for staff to manually end-date one PCN and create a new one during reorganizations
	
	

	15. 
	Provides a PCN structure that allows temporary overfill assignments, with more than one employee in a position, and does not require creating new PCNs or repeatedly moving employees between PCNs
	
	

	15. 
	Provides a PCN structure that allows temporary acting assignments that do not require creating new PCNs or repeatedly moving employees between PCNs
	
	


[bookmark: _Toc189728208]Assigning Employees
	#
	Requirement
	Response Code
	Response/Comments

	15. 
	Provides the ability to assign employees to positions with workflow for approvals
	
	

	15. 
	Provides the ability to assign part-time/temporary employees each to a separate position or all grouped within one position based on District needs
	
	

	15. 
	Allows the entry of position details and codes for EEO function, bargaining unit, department, division, and salary, with a workflow that automatically populates an employee's record when they are assigned to the position
	
	

	15. 
	Provides the ability to designate underfill, overfill, Temp during furlough, Budgeted temp, Workers Comp, and acting assignments
	
	

	15. 
	Provides the ability to designate system permissions based on position with a workflow to add or change permissions for an employee when assigned to a position
	
	


[bookmark: _Toc189728209]Assigning Funding Sources
	#
	Requirement
	Response Code
	Response/Comments

	15. 
	Provides the ability to assign funding to a position with workflow for approvals by budget
	
	

	15. 
	Allows positions to be associated with multiple funding sources, including the ability to allocate funding across multiple funds, departments, divisions, and other categories
	
	

	15. 
	Identifies positions that are either fully or partially grant funded and have a position end date (end of grant date)
	
	


[bookmark: _Toc189728210]Assigning Supervisors
	#
	Requirement
	Response Code
	Response/Comments

	15. 
	Allows the entry of a supervisory PCN within a position record, with a workflow that automatically updates an employee's record with the name and job title of the supervisor currently assigned to the supervisory position
	
	

	15. 
	Provides a workflow that automatically updates supervisor information in an employee's record when a supervisor changes positions or an employee moves to a new position, with alerts sent to designated staff to notify them of these changes
	
	

	15. 
	Replace EEID with PCN for all workflows to avoid issues with movement of people versus positions
	
	


[bookmark: _Toc189728211]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	15. 
	Provides the ability to report on filled full-time, part-time, temporary, and seasonal positions and employees in those positions
	
	

	15. 
	Provides the ability to generate a vacancy report that identifies whether a position is vacant and actively being recruited or if the vacancy is due to the incumbent being on leave of absence
	
	

	15. 
	Provides the ability to report on the history of employee position assignments
	
	

	15. 
	Provides the ability to report on the history of position locations
	
	

	15. 
	Provides the ability to report on temporary acting assignments
	
	

	15. 
	Provides the ability to report on temporary overfill assignments
	
	

	15. 
	Provides the ability to report on underfilled positions
	
	

	15. 
	Provides the ability to generate an FTE Budgeted Positions listing for the budget document
	
	



1. [bookmark: _Toc189728212]Recruitment (Optional)
NOTE: The District currently uses NeoGov for recruitment but is interested in what functionality vendors offer. If the District stays with NeoGov, the Proposer’s solution will need to interface with it.
[bookmark: _Toc189728213]General
	#
	Requirement
	Response Code
	Response/Comments

	16. 
	Provides a web portal for recruitment information to be posted and allows applicants to submit applications and related documents
	
	

	16. 
	Supports sharing and display of candidate applications/resumes among interview panelists
	
	

	16. 
	Reports point-in-time status of the completion of recruitment tasks and provides related workflow capabilities
	
	

	16. 
	Provides notification to hiring manager when a candidate accepts an offer
	
	


[bookmark: _Toc189728214]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	16. 
	Provides recruiting-related reporting including EEO-4, etc.
	
	





1. [bookmark: _Toc189728215]Onboarding (Optional)
NOTE: The District currently uses NeoGov for onboarding but is interested in what functionality Proposers offer. If the District stays with NeoGov, the Proposer’s solution will need to interface with it.
[bookmark: _Toc189728216]General
	#
	Requirement
	Response Code
	Response/Comments

	17. 
	Provides an employee self-service (ESS) module that facilitates onboarding activities
	
	

	17. 
	Provides a workflow designed to alert designated staff (e.g., Benefits, Training, Payroll, IT, Hiring Department) of pertinent information about a new hire like start date, department/division, and job classification so they can begin set-up and assignment of necessary resources such as equipment, system access, benefits enrollment, training, and orientation scheduling
	
	

	17. 
	Provides the ability to accept digital signatures from new hires to acknowledge receipt and understanding of important new hire information, including policies, employee handbooks, and training materials and notifies hiring manager if not completed
	
	

	17. 
	Provides the ability to accept digital signatures from new hires to acknowledge receipt of District equipment, system access, and other essential resources and notifies hiring manager if not completed
	
	

	17. 
	Provides the ability to store and maintain I-9 forms and backup documentation as attachments in an employee record
	
	

	17. 
	Provides the ability to track District property (badge, phone, vehicle, etc.) provided to the employee throughout their tenure with the District
	
	


[bookmark: _Toc189728217]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	17. 
	Provides a report on the completion status of employee orientation sessions or activities
	
	

	17. 
	Provides a report tracking the submission and processing status of required employee forms
	
	

	17. 
	Provides a report detailing the assignment and receipt of equipment issued to new employees
	
	

	17. 
	Provides a report verifying the setup of system access, including account creation and permissions granted
	
	



1. [bookmark: _Toc1041363][bookmark: _Toc189728218]Employee Master File
[bookmark: _Toc189728219]General
	#
	Requirement
	Response Code
	Response/Comments

	18. 
	Allows for the auto-generation of employee IDs, enabling their creation before the full employee record is completed
	
	

	18. 
	Provides a workflow that notifies HR staff and hiring manager upon completion of new hire paperwork and automatically transfers that data to the employee records in the HR, benefit, and payroll modules
	
	

	18. 
	Includes separate fields for an employee’s preferred and legal names, enabling screens, records, and reports to display preferred names while restricting access to legal names to authorized personnel for confidentiality
	
	

	18. 
	Provides the ability to store and view an employee photo
	
	

	18. 
	Provides the ability to attach documents to an employee record
	
	

	18. 
	Provides the ability to manage separated employee and retiree demographic information 
	
	

	18. 
	Provides a workflow that allows both the HR staff and Payroll staff to coordinate the completion of Employment Verification forms simultaneously
	
	

	18. 
	Provides a centralized employee directory that is automatically created and continuously updated using HR data, ensuring accurate and up-to-date information on employee roles, contact details, and organizational structure
	
	


[bookmark: _Toc189728220]Employee Information
	#
	Requirement
	Response Code
	Response/Comments

	18. 
	Provides the ability to enter, view, and track basic employee demographics, date of birth, gender, marital status, social security number, employment type, employment status, bargaining unit, and other relevant data
	
	

	18. 
	Provides the ability to enter, view, and track key dates, including hire, termination, rehire, and benefit eligibility dates
	
	

	18. 
	Provides the ability to enter, view, and track addresses and phone numbers for the employee and for their emergency contacts
	
	

	18. 
	Provides the ability to enter, view, and track employee dependent and beneficiary information for employee benefit plans
	
	

	18. 
	Provides the ability to enter, view, and track current and historical salary, position, department, and supervisor information
	
	

	18. 
	Provides the ability to enter and view details of historical personnel actions
	
	

	18. 
	Provides the ability to enter, view and track details of employee certifications and licenses
	
	

	18. 
	Provides the ability to enter, view, and track special assignments, including an employee’s designation as a Disaster Service Worker and their assigned role in Emergency Operations
	
	

	18. 
	Allows designation of preferred pronouns
	
	

	18. 
	Allows to quickly identify when an EE is on an accommodation or leave of absence
	
	

	18. 
	Takes rehire dates and separation dates without having to override current info
	
	

	18. 
	Displays Park District Service Time
	
	


[bookmark: _Toc189728221]Pay and Position Assignments
	#
	Requirement
	Response Code
	Response/Comments

	18. 
	Offers flexibility to add employee pay and position assignments to an employee record for new hires and promotions at any point within the payroll period, without complicating payroll processing
	
	

	18. 
	Provides the ability to distinguish pay assignments within an employee record including temporary acting, temporary overfill, and underfill assignments
	
	

	18. 
	Enables the creation of pay codes for acting pay, either as a flat dollar amount or percentage, and allows their assignment to an employee record during an acting pay assignment, ensuring supplemental payment is added to the regular pay rate
	
	

	18. 
	Provides the ability to allow supervisors to add and remove discretionary pay in the employee record with a workflow that notifies HR staff so they can review and approve the changes without having to re-enter them
	
	


[bookmark: _Toc189728222]Tracking Employee Data
	#
	Requirement
	Response Code
	Response/Comments

	18. 
	Provides the ability to track TB test dates collected upon hire, with automated workflows notifying employees and HR staff when an employee needs to be re-tested
	
	

	18. 
	Enables tracking of Class A commercial drivers and their required drug testing schedules, with automated workflows for reminders and authorizations sent to occupational health service providers
	
	

	18. 
	Enables tracking and adjustment of probationary and step increase dates based on pre-defined rules, such as changes due to promotions, leave of absence, or performance requirements, with automated workflows for reminders about upcoming evaluations and step increases
	
	


[bookmark: _Toc189728223]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	18. 
	Provides the ability to report on new employees, including their hire dates, job titles, departments, supervisors, employment status, and other relevant demographic or employment details
	
	

	18. 
	Provides the ability to report on employee demographics including contact information, job titles, employment status, work locations, supervisor, and organizational assignments
	
	

	18. 
	Provides the ability to report on employee dependent and beneficiary information
	
	

	18. 
	Provides the ability to report on current and historical salary, position, department, and supervisor information 
	
	

	18. 
	Provides the ability to report on employees in acting, overfill, and underfill assignments
	
	

	18. 
	Provides a next step increase report that includes employee details, current salary and step, proposed next step or increase, and effective dates
	
	

	18. 
	Provides the ability to generate seniority listing and time in grade reports
	
	

	18. 
	Provides the ability to provide a contact listing for employees designated as Disaster Service Workers and/or with Emergency Operations roles
	
	

	18. 
	Provides the ability to report on District property and equipment assigned to each employee
	
	

	18. 
	Provides the ability to report on TB test dates and required retest deadlines
	
	

	18. 
	Provides the ability to report on Class A Commercial Drivers and required drug testing dates
	
	

	18. 
	Provides the ability to generate employee audit reports for each payroll period to ensure that the employee changes have been correctly entered
	
	

	18. 
	Offers role-based access controls that allow non-HR staff to view non-confidential employee metrics—such as headcount, hire dates, job classification, overtime, and leave usage—without compromising confidential information
	
	

	18. 
	Generates reports for Federal and State government mandated reporting, including but not limited to:
· IRS 1099
· IRS 941
· SSA W-2 
· EEOC EEO-4 
· DOL VETS 100 
· EDD New Hire
· EDD Quarterly Contribution Return and Report of Wages (DE9 and DE9C)
· EDD Report of Independent Contractors (DE542)
· EDD SDI and UI
	
	


1. [bookmark: _Toc1041364][bookmark: _Toc189728224]Benefits Administration
[bookmark: _Toc189728225]General
	#
	Requirement
	Response Code
	Response/Comments

	19. 
	Provides flexible, rules-based benefit management functionality to manage union specific benefits such as medical, dental, and vision 
	
	

	19. 
	Provides flexible, rules-based benefit management functionality to set-up and maintain  retirement benefits such as CalPERS, deferred compensation, and retiree medical
	
	

	19. 
	Provides flexible, rules-based benefit management functionality to manage supplemental benefits such flexible spending accounts (FSAs), life insurance, and disability insurance based on employee type or classification
	
	

	19. 
	Complies with current and future Affordable Care Act (ACA) requirements, including automatic notification to employees when a dependent reaches age 26 and is no longer eligible for coverage 
	
	

	19. 
	Complies with HIPAA requirements, including secure handling of protected health information
	
	

	19. 
	Complies with Consolidated Omnibus Budget Reconciliation Act (COBRA) requirements and supports the ability to track and invoice health care deduction amounts for COBRA participants through Accounts Receivable
	
	

	19. 
	Provides the ability to establish benefits tiers based on factors such as hire date, employee type (board member, full-time, and part-time), job classification, and bargaining group
	
	

	19. 
	Tracks eligibility dates for various benefit plans based on rules that may use a date that differs from an employee's initial hire date
	
	

	19. 
	Provides the ability to enter employee benefit changes with future effective dates at any time
	
	

	19. 
	Provides the ability to enter changes to benefit plans such as annual premium changes at any time
	
	

	19. 
	Provides the ability for employees to enter dependent information for benefit plan coverage directly with automatic updates to employee benefit screens and seamless uploads to benefit provider portals
	
	

	19. 
	Provides the ability to reconcile vendor invoices for benefits against employee benefit contributions
	
	

	19. 
	Provides the ability to maintain dependent information for each health plan, with the ability to update it through a workflow process
	
	

	19. 
	Makes the naming convention of employee benefit easy to understand
	
	

	19. 
	Allows all benefits to be set-up in one portal rather than multiple windows
	
	


[bookmark: _Toc189728226]New Employee Benefits
	#
	Requirement
	Response Code
	Response/Comments

	19. 
	Provides a process that uploads new employee benefit information and attachments submitted into the benefit modules with workflow to alert HR staff to review and approve uploaded information
	
	

	19. 
	Provides a process that uploads new employee benefit information into applicable third-party benefit provider portals, including workflow to alert HR staff to review and approve before information is uploaded
	
	

	19. 
	Provides a workflow that alerts HR staff and employees if benefit elections are not completed within a specified timeframe from the hire date
	
	

	19. 
	Allows benefit staff to download health enrollment confirmation and supporting documents, for saving into the personnel file
	
	


[bookmark: _Toc189728227]Part-Time Benefits
	#
	Requirement
	Response Code
	Response/Comments

	19. 
	Provides the ability to pro-rate benefits based on hours worked per payroll period and/or based on FTE
	
	

	19. 
	Provides a workflow that notifies employees, supervisors, HR staff, and Payroll staff when a part-time employee’s fiscal year-to-date work hours are nearing 1,000 hours, which would trigger enrollment in CalPERS
	
	

	19. 
	Provides a workflow that notifies employees, supervisors, HR staff, and Payroll staff when a part-time employee’s fiscal year-to-date work hours are nearing 1,000 hours, which would trigger enrollment in a medical plan
	
	

	19. 
	Supports the pre-tax withholding of deferred compensation for part time, seasonal, and temporary employees in lieu of Social Security or CalPERS withholding 
	
	

	19. 
	Provides the ability to retain payroll history, including part-time hours worked and applicable pay rates, to allow employees to submit information to CalPERS for service credit purchases
	
	

	19. 
	Allows the ability to calculate benefits for EEs that work less than full time but eligible for 100% benefits and those who go on furlough 3-months per year
	
	


[bookmark: _Toc189728228]Calculated Benefits
	#
	Requirement
	Response Code
	Response/Comments

	19. 
	Calculates cafeteria allowances based on predefined criteria, updating amounts directly in the system and automatically notifying Payroll staff and employees of any changes
	
	

	19. 
	Calculates the maximum retiree benefit allowances based on eligibility and benefit criteria for retirement, mid-year changes, and open enrollment with workflow to notify retirees of their maximum allowance and provide actual monthly reimbursement information 
	
	

	19. 
	Calculates mid-year FSA elections by factoring in the annual election amount and the remaining payroll periods in the calendar year, updating amounts directly in the system and automatically notifying Payroll staff and employees of any changes
	
	

	19. 
	Provides multiple fields in each employee record to automatically calculate years of service based on distinct benefit requirements and formulas, making this information accessible through ESS and available in reports for easy reference by employees
	
	





[bookmark: _Toc189728229]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	19. 
	Provides the ability to report benefit elections and changes made through the ESS including benefit selections, incomplete benefit changes, and employees opting out of coverage throughout the year (i.e. , open Enrollment, qualifying event, new hire)
	
	

	19. 
	Provides the ability to report on all employees enrolled in a specific benefit plan (e.g., CalPERS, health insurance, FSA, deferred compensation, etc.) by specific criteria (i.e., bargaining unit)
	
	

	19. 
	Provides the ability to report on dependents that are covered by medical, dental, and vision plans including their name, age, coverage, and relationship to the employee
	
	

	19. 
	Provides the ability to report on beneficiaries for plans such as CalPERS, deferred compensation, and FSAs, and for employees to see this information
	
	

	19. 
	Provides the ability to generate employee enrollment and change reports for third-party benefit providers based on pre-defined templates
	
	

	19. 
	Provides the ability to generate employee benefit audit reports each payroll period to ensure correct entry of employees, accurate enrollment, and proper deductions
	
	

	19. 
	Provides the ability to report on benefit enrollment and utilization, including employee participation rates, plan selection trends, dependent coverage details, and costs per plan
	
	

	19. 
	Provides the ability to support benefit carrier billing, facilitate self-bill reconciliation, and generate comprehensive reporting
	
	

	19. 
	Provides the ability to report on cafeteria allowance amounts by employee
	
	

	19. 
	Provides the ability to report on maximum retiree allowance amounts and actual retiree reimbursement amounts by retiree
	
	

	19. 
	Provides the ability to report on FSA annual and per payroll period elections by employee
	
	

	19. 
	Provides the ability to generate reports detailing employer-paid and employee-paid benefits
	
	

	19. 
	Provides the ability to generate total compensation reports for employees, detailing salary, benefits, bonuses, incentives, retirement contributions, and other monetary or non-monetary rewards
	
	

	19. 
	Provides the ability to generate annual sick time and vacation time payout reports by employee
	
	

	19. 
	Provides the ability to schedule a report to run after each payroll period, detailing fiscal year-to-date hours worked by part-time employees, and automatically send the report to designated supervisors
	
	

	19. 
	Provides the ability to report on the history of part-time hours worked and applicable pay rates for CalPERS service credit purchases
	
	

	19. 
	Provides the ability to report on years of service dates for different benefit plans for each employee
	
	

	19. 
	Provides the ability to report on separated employees enrolled in COBRA, including their enrollment dates, coverage types, premium payment status, and the duration of their COBRA eligibility period
	
	

	19. 
	Provides the capability to generate and distribute ACA reporting Form 1095-C, ensuring compliance with Affordable Care Act requirements
	
	

	19. 
	Provides the ability to generate reports to comply with AB119 requirements including employee names, job titles, work locations, contact information, and union representation details
	
	

	19. 
	Provides info on CalPERS Years of Service
	
	


1. [bookmark: _Toc1041365][bookmark: _Toc189728230]Leave Administration
[bookmark: _Toc189728231]General
	#
	Requirement
	Response Code
	Response/Comments

	20. 
	Provides the ability to capture, track, and manage leave balances, including leave earned and taken, for all types of leave such as PTO, vacation, sick leave, FMLA, disability, workers’ compensation, light duty, donated leave, and military leave, and disaster leave like COVID
	
	

	20. 
	Supports an unlimited number of leave types and leave banks
	
	

	20. 
	Provides notification to HR staff, supervisors, and employees when leave balances are nearing a defined threshold
	
	

	20. 
	Provides a workflow that notifies employees of leave that will be lost, cease to accrue, or be automatically paid
	
	

	20. 
	Supports cash out of accrued leave at different rates
	
	

	20. 
	Supports transfer of leave accrued by District employees to a catastrophic leave bank, and subsequent transfer of hours to other District employees for catastrophic health
	
	

	20. 
	Provides the ability to automatically calculate eligible “guaranteed” leave for employees based on years of service, bargaining group, and utilization of leave within the prior five years
	
	

	20. 
	Provides a workflow that notifies HR staff, the supervisor, and the employee when an employee on leave returns to work, ensuring that the acting employee transitions back to their normal assignment
	
	


[bookmark: _Toc189728232]Leave Accruals
	#
	Requirement
	Response Code
	Response/Comments

	20. 
	Provides the ability to automate leave accruals on a recurring schedule based on hire dates, seniority, job classification, and bargaining unit
	
	

	20. 
	Provides the ability to pro-rate accruals based on hours worked
	
	

	20. 
	Provides the ability to cap accruals such as vacation and sick time
	
	

	20. 
	Provides the ability to report leave hours to supplement disability benefits or PFL without having to do integration of benefits and leave credits later, and still maintain full health benefits
	
	

	20. 
	Limits certain leave codes to people who are approved for that leave, such as FML and Workers Comp.
	
	

	20. 
	Allows employee who are separating from the District the ability to self- report how they want their leave payouts processed
	
	


[bookmark: _Toc189728233]Leave Usage
	#
	Requirement
	Response Code
	Response/Comments

	20. 
	Provides integration with time entry for a standardized leave request workflow, allowing employees to request time off and enabling supervisors to verify leave balances and project accrued hours as of the requested leave date and allowing for an upload to Outlook
	
	

	20. 
	Routes leave requests for supervisor approval and automatically updates the supervisor’s calendar upon approval
	
	

	20. 
	Allows flexible rules for taking leave when balances are at zero, but accrual is pending
	
	


[bookmark: _Toc189728234]Protected Leave
	#
	Requirement
	Response Code
	Response/Comments

	20. 
	Supports automatically uploading protected leave data into leave management screens, including the type of leave, leave dates, and leave request status (e.g., requested, pending, denied, and, if applicable, the reason for denial)
	
	

	20. 
	Supports the creation of leave codes for timecard entry, such as FMLA and CFRA, allowing leave to be recorded as part of employee time entry when authorized by HR staff
	
	

	20. 
	Supports the creation of a leave code for workers’ compensation, allowing leave to be recorded as part of employee time entry when authorized by Risk staff
	
	

	20. 
	Enables employees to supplement disability pay with a workflow that notifies Payroll staff when employees are receiving temporary disability and automatically calculates the required leave hours to provide full supplemental coverage
	
	


[bookmark: _Toc189728235]COVID Leave
	#
	Requirement
	Response Code
	Response/Comments

	20. 
	Captures critical COVID leave data including positive cases and close contacts
	
	

	20. 
	Calculates COVID leave dates including exposure periods, retest dates, and return-to-work dates
	
	

	20. 
	Provides workflows to send COVID leave information to HR staff, Payroll staff, supervisors, and employees with information on retest dates and return to work dates
	
	


[bookmark: _Toc189728236]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	20. 
	Provides the ability to generate leave balance reports by employee and on paystub
	
	

	20. 
	Provides the ability to generate leave usage reports by employee
	
	

	20. 
	Provides the ability to report on employees whose leave balances are nearing a defined threshold
	
	

	20. 
	Provides the ability to generate reports on employee leave that is set to expire, cease accruing, or be automatically paid out, along with the associated dates
	
	

	20. 
	Provides the ability to report on donated leave
	
	

	20. 
	Provides the ability to report on guaranteed leave eligibility and usage by employee
	
	

	20. 
	Provides the ability to report on protected leave including types of leave, dates of leave, and status of pending leave requests
	
	

	20. 
	Provides the ability to report on COVID stats including new cases, active cases, positivity rates, close contacts, leave dates, and return to work dates
	
	

	20. 
	Provides the ability to generate reports on cashed-out leave, including the total dollar amount by employee
	
	


1. [bookmark: _Toc1041368][bookmark: _Toc189728237][bookmark: _Toc1041369][bookmark: _Toc1041366]Personnel Action Forms (PAFs)
[bookmark: _Toc189728238]General
	#
	Requirement
	Response Code
	Response/Comments

	21. 
	Provides functionality to manage personnel actions through PAFs, including initiation, review, and approval for actions such as promotions, demotions, salary increases, discipline, separations, and leave
	
	

	21. 
	Enables automated online PAFs with workflows for approvers, supporting the redaction of sensitive information, digital signature approvals, and the attachment of various supporting documents
	
	

	21. 
	Allows PAFs to specify an effective date and time for personnel actions (e.g., promotions, COLA adjustments, etc.)
	
	

	21. 
	Allows PAFs to include end dates that automatically stop a personnel action at a specified time (e.g., discontinuing administrative leave without pay or leave of absence)
	
	

	21. 
	Notifies HR staff upon the completion of new hire paperwork, automatically transfers the data to a PAF, and routes the form to supervisors and HR staff for approval
	
	

	21. 
	Enables the upload of approved PAF changes into employee records across HR, benefits, budget, and payroll modules for seamless updates
	
	

	21. 
	Allows an approved PAF document to be uploaded directly to an employee’s record
	
	

	21. 
	Allows the creation of PAFs from spreadsheets
	
	

	21. 
	Creates PAFs when global transactions are done such as COLAs, Park ReOrg, onboarding of seasonal staff
	
	

	21. 
	Create a record of change only, to the employee record
	
	






1. [bookmark: _Toc189728239]Training Certifications and Licenses (Optional)
NOTE: The District currently uses the Cornerstone Learning Management System (LMS) to manage, deliver, and track training programs. Although the District expects to keep the Cornerstone’s core functionality, they are interested in what the Proposers have to offer in the way of Training Certifications and Licenses. Depending on what the District decides, the Proposer’s solution may need to interface with Cornerstone.
[bookmark: _Toc189728240]General
	#
	Requirement
	Response Code
	Response/Comments

	22. 
	Provides a centralized location to upload, view, and track certifications and licenses
	
	

	22. 
	Provides a workflow that allows employees and supervisors to submit certification and license information for HR review, with an automated process to add approved data to the employee’s online record
	
	

	22. 
	Supports tracking of mandatory training required for certifications and licenses, along with automated reminders for employees and supervisors to attend/complete the trainings
	
	

	22. 
	Ties certifications with applicable pay codes to allow employees to be paid or not paid based on the status of their certifications
	
	





[bookmark: _Toc189728241]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	22. 
	Provides the ability to report on all certificates and licenses by employee, including issue and expiration dates, status, related training requirements, and special pay associated with them
	
	

	22. 
	Provides the ability to report on employees’ pay eligibility based on certification/licenses
	
	

	22. 
	Provides the ability to report on required training linked to certifications and track employee completion and compliance
	
	



1. [bookmark: _Toc1041367][bookmark: _Toc189728242]Performance Reviews (Optional)
NOTE: The District currently uses the Cornerstone Learning Management System (LMS) for performance reviews. Although the District expects to keep the Cornerstone’s core functionality, they are interested in what the Proposers have to offer in the way of performance review functionality. Depending on what the District decides, the Proposer’s solution may need to interface with Cornerstone.
[bookmark: _Toc189728243]General
	#
	Requirement
	Response Code
	Response/Comments

	23. 
	Provides functionality to manage performance reviews, including initiating reviews, sending reminders, recording results, and processing approvals
	
	

	23. 
	Provides notification to supervisors and managers of upcoming performance reviews based on user-defined rules
	
	

	23. 
	Provides alerts for past due evaluations and sends escalation notifications to supervisors
	
	

	23. 
	Provides a workflow to notify HR staff when performance review approvals remain pending beyond a designated period, with the ability to re-route evaluations to a designated backup supervisor
	
	

	23. 
	Supports defining and managing electronic evaluation forms that vary by department and job classification
	
	

	23. 
	Provides the ability to attach external forms and documents throughout the performance review workflow
	
	


1. [bookmark: _Toc189728244]Labor and Employee Relations (Optional)
[bookmark: _Toc189728245]General
	#
	Requirement
	Response Code
	Response/Comments

	24. 
	Provides the ability to enter and track information pertaining to labor and employee relations issues (grievances, investigations, labor relations notices, and disciplines) within the system with the ability to set up security-based roles that restrict access to this confidential information
	
	

	24. 
	Offers customizable fields for tracking specific types of confidential, date-sensitive employee and labor relations data, with restricted access to designated HR staff to ensure confidentiality
	
	

	24. 
	Provides a workflow for union release time and business leave, managing manager approval requests, notifying payroll of approved time, informing employees of hours to log on their timecards, and sending reimbursement cost details to the union
	
	


[bookmark: _Toc189728246]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	24. 
	Allows users to create ad-hoc reports and queries with filters within the system
	
	

	24. 
	Allows employee reports to display only preferred names, with access to legal names restricted to authorized personnel for confidentiality
	
	

	24. 
	Provides the ability to report on employees by job classification
	
	

	24. 
	Provides the ability to report on employee work schedules
	
	

	24. 
	Provides the ability to report on who reports to whom
	
	

	24. 
	Provides the ability to provide statistical reports of labor and employee relations incidents
	
	

	24. 
	Provides the ability to report on position vacancy rates
	
	

	24. 
	Provides the ability to report on vacant positions for each supervisor
	
	

	24. 
	Enables reporting on employees and the dates they utilize union release or union business time
	
	


1. [bookmark: _Toc189728247]Employee Self Service (ESS)
[bookmark: _Toc189728248]General
	#
	Requirement
	Response Code
	Response/Comments

	25. 
	Provides an ESS portal that allows employees to access and update designated employee information
	
	

	25. 
	Allows employees to view and update information through the ESS portal from mobile devices
	
	

	25. 
	Provides the ability for employees to reset passwords
	
	

	25. 
	Provides workflow for HR and/or payroll staff to approve the changes
	
	

	25. 
	Updates employee records in applicable external systems (e.g., CalPERS, third-party benefit providers, etc.) after HR and/or payroll staff have reviewed and approved the changes
	
	

	25. 
	Provides EEs the ability to see designated beneficiary information and dependents. And make modifications to either
	
	

	25. 
	Provides the ability to update preferred pronoun or preferred name with a workflow approval through HR
	
	

	25. 
	Allows new employees to enter confidential data such as address, phone number, email, at time of hire
	
	


[bookmark: _Toc189728249]ESS Updates
	#
	Requirement
	Response Code
	Response/Comments

	25. 
	Provides the ability to update benefits during open enrollment or due to a qualifying event, and upload backup documents to substantiate dependent status and eligibility of qualifying events
	
	

	25. 
	Provides an automated workflow to alert HR staff to review and approve changes
	
	

	25. 
	Provides the ability to view and update tax withholding information
	
	

	25. 
	Provides the ability to view and upload direct deposit information
	
	

	25. 
	Provides the ability to view and update emergency contact information
	
	

	25. 
	When submitting a qualifying event or open enrollment change, the employee is notified when request is under review, rejected, or approved
	
	

	25. 
	Allows new employees to select preferred benefits upon hire to avoid paperwork
	
	

	25. 
	Provides the ability to view current benefit enrollments (including FSA enrollment), with dependent info
	
	


[bookmark: _Toc189728250]Viewing and Printing Information
	#
	Requirement
	Response Code
	Response/Comments

	25. 
	Provides the ability to view and print paycheck history
	
	

	25. 
	Provides the ability to view and print tax withholding information and W-2 history
	
	

	25. 
	Provides the ability to view and print position information
	
	

	25. 
	Provides the ability to view and print leave usage history and current leave balances
	
	

	25. 
	Provides the ability to view and print benefit enrollment history and current benefit elections
	
	

	25. 
	Provides the ability for EEs to forecast leave usage and when leave could potentially exhaust
	
	

	25. 
	Employees can perform paycheck calculating/modeling
	
	


1. [bookmark: _Toc189666348][bookmark: _Toc189666349][bookmark: _Toc189666355][bookmark: _Toc189666360][bookmark: _Toc189666365][bookmark: _Toc189666370][bookmark: _Toc189666375][bookmark: _Toc189666380][bookmark: _Toc189666385][bookmark: _Toc189666390][bookmark: _Toc189666391][bookmark: _Toc189666397][bookmark: _Toc189666402][bookmark: _Toc189666407][bookmark: _Toc189666412][bookmark: _Toc189666417][bookmark: _Toc189666422][bookmark: _Toc189666427][bookmark: _Toc189666432][bookmark: _Toc189666437][bookmark: _Toc189666442][bookmark: _Toc189666447][bookmark: _Toc189666452][bookmark: _Toc189666457][bookmark: _Toc189666462][bookmark: _Toc189666468][bookmark: _Toc189666473][bookmark: _Toc189666478][bookmark: _Toc189666483][bookmark: _Toc189666489][bookmark: _Toc189666494][bookmark: _Toc189666499][bookmark: _Toc189666504][bookmark: _Toc189666509][bookmark: _Toc189666514][bookmark: _Toc189666519][bookmark: _Toc189666524][bookmark: _Toc189666525][bookmark: _Toc189666531][bookmark: _Toc189666536][bookmark: _Toc189666541][bookmark: _Toc189666546][bookmark: _Toc189666551][bookmark: _Toc189666556][bookmark: _Toc189666561][bookmark: _Toc189666566][bookmark: _Toc189666571][bookmark: _Toc189666576][bookmark: _Toc189666581][bookmark: _Toc189666587][bookmark: _Toc189666592][bookmark: _Toc189666597][bookmark: _Toc189666602][bookmark: _Toc189666607][bookmark: _Toc189666612][bookmark: _Toc189666617][bookmark: _Toc189666622][bookmark: _Toc189666627][bookmark: _Toc189666632][bookmark: _Toc189666637][bookmark: _Toc189666642][bookmark: _Toc189666647][bookmark: _Toc189666653][bookmark: _Toc189666658][bookmark: _Toc189666663][bookmark: _Toc189666668][bookmark: _Toc189666673][bookmark: _Toc189666678][bookmark: _Toc189666684][bookmark: _Toc189666689][bookmark: _Toc189666694][bookmark: _Toc189666699][bookmark: _Toc189666704][bookmark: _Toc189666709][bookmark: _Toc189666714][bookmark: _Toc189666719][bookmark: _Toc189666724][bookmark: _Toc189666729][bookmark: _Toc189666734][bookmark: _Toc189666739][bookmark: _Toc189666740][bookmark: _Toc189666746][bookmark: _Toc189666751][bookmark: _Toc189666756][bookmark: _Toc189666761][bookmark: _Toc189666766][bookmark: _Toc189666771][bookmark: _Toc189666776][bookmark: _Toc189666781][bookmark: _Toc189666786][bookmark: _Toc189666792][bookmark: _Toc189666797][bookmark: _Toc189666802][bookmark: _Toc189666807][bookmark: _Toc189666812][bookmark: _Toc189666817][bookmark: _Toc189666822][bookmark: _Toc189666828][bookmark: _Toc189666833][bookmark: _Toc189666838][bookmark: _Toc189666843][bookmark: _Toc189666848][bookmark: _Toc189666853][bookmark: _Toc189666858][bookmark: _Toc189666863][bookmark: _Toc189666868][bookmark: _Toc189666874][bookmark: _Toc189666879][bookmark: _Toc189666884][bookmark: _Toc189666889][bookmark: _Toc189666895][bookmark: _Toc189666900][bookmark: _Toc189666905][bookmark: _Toc189666910][bookmark: _Toc189666915][bookmark: _Toc189666920][bookmark: _Toc189666925][bookmark: _Toc189666930][bookmark: _Toc1041372][bookmark: _Toc189728251]Offboarding (Optional)
[bookmark: _Toc189728252]General
	#
	Requirement
	Response Code
	Response/Comments

	26. 
	Provides a workflow that creates a checklist of tasks that need to be performed to successfully exit an employee based on type of separation and forwards those tasks to the appropriate staff
	
	

	26. 
	Ensures all applicable staff are notified of separating employees
	
	

	26. 
	Provides the ability to enter separation details in an employee record, including separation type, reason for leaving, and eligibility for return
	
	

	26. 
	Updates third-party vendor portals (e.g., CalPERS, benefit providers, etc.) with employee separation information
	
	

	26. 
	Provides employees with an exit interview questionnaire, automates data collection, and generates statistical results
	
	

	26. 
	Supports tracking of recovery of equipment issued to employees
	
	

	26. 
	Supports the ability to deactivate or suspend seasonal employee status as necessary
	
	

	26. 
	Allows separated employees access to W-2 forms during the calendar year
	
	


[bookmark: _Toc189728253]Pay and Benefit Information
	#
	Requirement
	Response Code
	Response/Comments

	26. 
	Provides the ability to estimate final paycheck information to share with employee
	
	

	26. 
	Provides the ability to generate an estimate of leave balance payout information to share with employee
	
	

	26. 
	Provides the ability to generate a retiree medical allowance projection to share with employee
	
	

	26. 
	Automates COBRA notifications, approvals, deadline reminders, and forms processing 
	
	


[bookmark: _Toc189728254]Reporting
	#
	Requirement
	Response Code
	Response/Comments

	26. 
	Provides the ability to report on the status of completion of specific offboarding tasks, including exit interviews, return of company property, revocation of system access, final paycheck processing, and benefits termination
	
	

	26. 
	Provides the ability to report on termination data including employee name, department, position, termination date, reason for termination, and eligibility for rehire
	
	

	26. 
	Provides the ability to report on exit interview feedback including statistical trends on job satisfaction, high turnover roles or departments, and common reasons for separation
	
	

	26. 
	Provides a report on status of equipment returned
	
	

	26. 
	Provides a report on status of system access removal
	
	


[bookmark: _Toc1041373]


1. [bookmark: _Toc189728255]Technical
2. [bookmark: _Toc474155071][bookmark: _Toc1041374][bookmark: _Toc189728256]General
	#
	Requirement
	Response Code
	Response/Comments

	27. 
	Provides a production environment that ensures system stability, supports real-time data processing, allows seamless integration with other modules, and facilitates secure, uninterrupted access for all authorized users
	
	

	27. 
	Provides system availability 24 hours a day, 365 days a year (not including Force Majeure Events or scheduled downtime)
	
	

	27. 
	Ensures scheduled downtime is pre-approved by the District two weeks in advance
	
	

	27. 
	In addition to the production environment, provides training, test, and development environments that can be refreshed regularly to match production to ensure accurate testing of system configurations, workflows, updates, and new features without impacting live operations
	
	

	27. 
	Provides the ability to roll-back changes and refresh in Development, training, test and production environments
	
	

	27. 
	Provides the ability to configure workflows, report parameters, and other elements by the District to meet specific business needs without the assistance of the software vendor
	
	

	27. 
	Integrates with Active Directory/Entra ID to enable single sign-on (SSO) and multi-factor authentication (MFA), streamline user authentication, manage role-based access controls, ensure secure synchronization of user accounts and permissions, and supports multi-factor authentication EntraID (Microsoft)
	
	

	27. 
	Provides customizable cloud configurations with enhanced admin permissions or support, secure role-based data access, and flexible backup options for custom reporting, quick data retrieval, and tailored backup strategies that align with cloud security standards
	
	

	27. 
	Offers mobile-friendly functionality that can provide staff with easy access to essential modules, such as time entry, budgeting, purchasing, and cash receipts
	
	

	27. 
	Offers Adaptive web interface (or application) for smartphone, tablet and desktop/web interface
	
	

	27. 
	Provides for upgrades to accommodate changes in laws, regulations, best practices, and new technology
	
	

	27. 
	Provides a dedicated customer service team that is available 24/7/365 to handle ERP issue escalations and ensure quick resolution
	
	

	27. 
	Proposers are to disclose and describe any and all use of Artificial Intelligence (AI), including the functions supported, how they are supported, and how it would affect the proposed solution. 
	
	


[bookmark: _Toc474155072]
2. [bookmark: _Toc1041375][bookmark: _Toc189728257]Regulatory Compliance/Certifications
	#
	Requirement
	Response Code
	Response/Comments

	28. 
	Is Government Cloud Certified
	
	

	28. 
	Provides a solution that is PCI DSS compliant
	
	

	28. 
	Ensures the system qualifies as a “Trusted System” in accordance with California Government Code
	
	

	28. 
	Provides a hosting facility that has undergone an SSAE 18 attestation
	
	


2. [bookmark: _Toc1041376][bookmark: _Toc189728258]System and Data Security
	#
	Requirement
	Response Code
	Response/Comments

	29. 
	Implements Role-Based Access Control (RBAC) or a similar methodology to define and manage functional and data access roles
	
	

	29. 
	Allows the system administrator to:
· Configure control access to the application, modules, transactions, data and reports
· Defines access rights (e.g. create, read, update, delete) by user ID or functional role
· Defines functional access rights (e.g. processes, screens, fields, and reports) by user ID or functional role
· Restricts access to sensitive data elements (e.g. social security numbers, banking data, etc.) by user ID, user groups, or functional role
	
	

	29. 
	Provides an audit trail across all modules, capturing user, date, and time stamps, with field-level change tracking (before and after values) and record-level activity, including creation, viewing, editing, deletion, and exporting (where applicable)
	
	

	29. 
	Provides the ability to view multiple levels of audit history in the application, not just the last change
	
	


2. [bookmark: _Toc1041377][bookmark: _Toc189728259]Interoperability/System Interface
	#
	Requirement
	Response Code
	Response/Comments

	30. 
	Provides Application Program Interfaces (APIs) to enable the exchange of information (both inbound and outbound) with other business applications using a variety of protocols including, but not limited to, JSON, XML, and other flat text/delimited sources
	
	

	30. 
	Provides security and auditing of data exported and imported via any API interface
	
	

	30. 
	Provides a configurable API such that new interfaces can be defined, or existing interfaces can be modified by an administrator without requiring the support of the software provider
	
	

	30. 
	Provides the ability to specify the editing criteria (including both field validation and consistency edits) to be applied to inbound transactions and ensures that transactions submitted via the API are subject to the same business rules as transactions submitted via the user interface
	
	

	30. 
	Provides notification to users of transactions that fail edits and provides a way for user to view, update, delete, and automatically resubmit transactions for processing or to be returned to the originating applications
	
	


2. [bookmark: _Toc189728260][bookmark: _Toc1041378]Data Storage
	#
	Requirement
	Response Code
	Response/Comments

	31. 
	Stores data in the Continental U.S.
	
	


2. [bookmark: _Toc189728261]Potential Interfaces
	#
	Requirement
	Response Code
	Response/Comments

	32. 
	AdobeSign (Digital Signatures)
	
	

	32. 
	DocuSign (Digital Signatures)
	
	

	32. 
	DocuPhase (Electronic Document Management)
	
	

	32. 
	Bank of Montreal (BMO) and US Bank (Banking)
	
	

	32. 
	ACTIVENet (Cash Receipts - Reservations)
	
	

	32. 
	Reserve America (Cash Receipts – Advanced Reservations)
	
	

	32. 
	Ventek (Cash Receipts – Parking Fees)
	
	

	32. 
	J.P. Morgan Chase (P-Cards)
	
	

	32. 
	AirTable (Project Management - Safety)
	
	

	32. 
	When2Work (Shift Scheduling)
	
	

	32. 
	NeoGov (Recruitment and Onboarding)
	
	

	32. 
	CalPERS (Retirement and Medical)
	
	

	32. 
	Delta Dental (Dental)
	
	

	32. 
	VSP (Vision)
	
	

	32. 
	Empower (Deferred Compensation)
	
	

	32. 
	Navia (Flexible Spending Accounts)
	
	

	32. 
	P&A Group (Retiree Medical)
	
	

	32. 
	New York Life (Leave Administration)
	
	

	32. 
	Sedgwick (Workers’ Compensation)
	
	

	32. 
	Cornerstone Learning Management System (LMS) (Training and Performance Review/Management)
	
	

	32. 
	Gordian VFA (Facility Capital Planning)
	
	

	32. 
	Accruent FAMIS 360 (Work Orders)
	
	

	32. 
	StreetSaver (Pavement Management)
	
	

	32. 
	Esri (Geographic Information System GIS)
	
	

	32. 
	Clariti (Permit Processing)
	
	

	32. 
	Chevin Fleetwave (Fleet Management)
	
	

	32. 
	Microsoft Outlook?
	
	


2. [bookmark: _Toc1041379][bookmark: _Toc189728262][bookmark: _Toc474155075]Data Breaches and Audit Logging
	#
	Requirement
	Response Code
	Response/Comments

	33. 
	Maintains audit logging to record access activity as follows:
· Login/logout attempts by user and workstation
· User submitted transactions
· Initiated processes
· System overrides
· Additions, changes, or deletes to application-maintained data
	
	

	33. 
	Upon discovery or reasonable belief of any data breach, notifies the District by the fastest means available, and in writing within 24 hours. Notification should include: 
· The nature of the breach
· The data accessed, used, or disclosed
· The person(s) who accessed, used, disclosed, and/or received data (if known)
· What has been done to quarantine and mitigate the breach
· What corrective actions has been taken to prevent future breaches 
	
	

	33. 
	Provides daily updates regarding findings and actions performed until the breach has been effectively resolved to the District’s satisfaction
	
	

	33. 
	Provides a report containing the results of the investigation into the breach
	
	


2. [bookmark: _Toc1041380][bookmark: _Toc189728263][bookmark: _Toc474155076]Disaster Recovery
	#
	Requirement
	Response Code
	Response/Comments

	34. 
	In the event of a disaster or catastrophic failure, informs the District:
· Within one hour
· The scale and quantity of the data loss
· What proposer has done to recover the data and mitigate any effect of the data loss
· What corrective action the proposer has taken to prevent future data loss
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