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5. New System Requirements
The City seeks a proven, fully integrated public sector finance, payroll and human resources management system. It is seeking to modify existing business processes to accommodate best practices, and will be looking to select a system that drives the implementation of best practices. More specifically, the New System should provide the following capabilities:
· Fully integrated system where data is entered only once;
· All transactions processed in real-time and immediately available for inquiry and reporting;
· Workflow capabilities across all modules;
· Reporting that is user friendly, allowing staff to create reports with minimal training;
· Online payment functionality for the public;
· Robust audit and transaction logging capabilities;
· Robust security features.
The remainder of this section identifies selected key features, functions, and capabilities the City is seeking from a New System. To assist Proposers to better understand what the City is seeking, each of the functional requirements is preceded by a brief description of the current process.
Proposers must respond to each section explaining how the proposed system meets the needs of the City, as well as identifying any features and functions that can further improve City processes.
To aid in the evaluation of the proposals, vendors are required to rate how their proposed solution meets the needs of the City using the following rating criteria. The City has provided Section 5 of the RFP in Word format so that Proposers can use the section below to respond to the ranking and comments.

	Rating
	Definition

	3
	Standard and available in the current release. Software supports this requirement. No customization is required.

	2
	Meets requirement with minor configuration or modification. Configuration maintains application on upgrade path. Testing and production of modifications will be completed by implementation date. Include an estimate for the cost of the modification.

	1
	Available with 3rd party software application.  Indicate name of the application recommended and number of installs jointly completed.

	0
	Not available. Software does not meet the requirement.

	F
	Future Release. Requirement will be available in the next release. Indicate anticipated release month and year.


5.1 General System Capabilities
The City seeks a New System that provides the following general system characteristics in terms of its user interface:
	General System Capabilities
These requirements apply to all modules. List any exceptions in comments column.
	Numeric Ranking
	Comments

	1. An intuitive, consistent well designed user interface.
	
	

	2. One-time single-points of data entry.
	
	

	3. Robust search capabilities on as many fields as possible.
	
	

	4. Comprehensive online documentation and training materials.
	
	

	5. Ability to drill-down and drill-across from a transaction to the supporting source documents.
	
	

	6. Ability to easily export information directly to Excel or PDF.
	
	

	7. User-defined tables, fields, screens, reports, and business rules/workflows.
	
	

	8. Ability to modify configuration without the assistance of the Proposer.
	
	

	9. Strong internal controls and system securities for e-commerce (PCI compliant).
	
	

	10. Ability to view audit history of system changes.
	
	

	11. Integrates with City email (Microsoft Outlook) alerting supervisors of pending transactions.
	
	


5.2 General Ledger (GL)
Current General Ledger
The General Ledger (GL) consists of balance sheet accounts and control accounts for revenues and expenditures, along with subsidiary ledgers for revenues and expenditures. Revenues are posted in batches weekly, and expenditures are posted weekly after the accounts payable check run to each control account and offsetting cash account.
During a typical year, approximately 2,800 journal entries are posted to the GL for budget adjustments, and revenues and expenditures that did not flow through the Current System.
New System
The New System should provide robust, easy to use reporting capabilities to support budget and expense reporting and financial analysis.
The City seeks to implement a new fully integrated General Ledger module which should:
	General Ledger
	Numeric Ranking
	Comments

	1. Provide a fully integrated system with all other modules.
	
	

	2. Provide a flexible Chart of Accounts supporting funds, departments, programs, projects, grants, etc.
	
	

	3. Provide workflow and approval options for journal posting.
	
	

	General Ledger
	Numeric Ranking
	Comments

	4. Provide all users access to the GL information based on security roles.
	
	

	5. Allow all users to enter GL transactions based on security roles.
	
	

	6. Provide journal entry templates for efficient data entry.
	
	

	7. Provide for year-end financial statement preparation.
	
	

	8. Have full drill-down capability – From a department summary, into the line item summary, into the line item activity, into the specific transaction and ultimately view the source documents as a PDF (i.e., invoice or other supporting documentation.
	
	

	9. Provide simple, clean export of data to Excel and PDF.
	
	

	10. Provide business analytics on any data tracked in the system.
	
	


5.3 Budget
Current Budget Process
The City prepares an annual operating budget using Excel.  Personnel costs are estimated using Excel to calculate the salary and benefits for all filled and vacant positions.  Position control is not currently maintained within the existing system.  Departments submit their non-salary and benefit costs to Finance in an Excel template.  The adopted budget is manually entered into the MOM system by Finance Department staff. 
The final budget is prepared using Word and Excel and combined into one document using PDF.  A copy of the City’s FY 2015-16 budget is available at: http://www.ci.pinole.ca.us/admin/docs/finance/2015-16%20Budget%20Final.pdf.  
New System
The New System should include a fully integrated budget module that allows for the following:
	Budget
	Numeric Ranking
	Comments

	1. Decentralized data entry and import from external files.
	
	

	2. Easy to use department interface for the development of their operating and capital budgets.
	
	

	3. Excel integration.
	
	

	4. Modeling, including payroll projections.
	
	

	5. Options for including historical data within budgets.
	
	

	6. Allow multiple budget versions to track the evolution of the budget, from initial, to proposed, to adopted budget.
	
	

	7. Track all amendments to budget.
	
	

	8. Integrate Payroll Module with the Budget Module for salary projections.
	
	

	9. Ability for baseline, zero-based budgeting, etc.
	
	


	Budget
	Numeric Ranking
	Comments

	10. Benefit modeling based on growth percentage projections.
	
	

	11. Use of integrated reporting and analysis tools.
	
	

	12. Budget versus actual reporting that facilitates trend analysis.
	
	

	13. Drill down capability from on-screen reporting.
	
	

	14. Multiyear reporting with at least 3 but preferably 5 years.
	
	


5.4 Accounts Receivable
Current Accounts Receivable Process
The City invoices for interagency reimbursement billings, sports group field usage fees, property rentals, and lease agreements. The Current System does not have an Accounts Receivable module.  Invoices are prepared monthly using Excel and not recorded to the general ledger as a receivable.  When payments are received, a journal entry is processed to record to the General Ledger as revenue. 
New System
The City seeks to implement an Accounts Receivable (A/R) module that supports the preparation and tracking of miscellaneous invoices and monthly recurring invoices and statements. The A/R module should:
	Accounts Receivable
	Numeric Ranking
	Comments

	1. Integrate with Cash Receipting and GL.
	
	

	2. Allow payments via ACH and online.
	
	

	3. Allow the ability to reverse payment receipts (i.e. account corrections or insufficient funds).
	
	

	4. Allow departments to enter invoices for billing similar to Requisitions, subject to workflow rules. Finance will review and send out official invoices and track outstanding balances.
	
	

	5. Provide templates for various types of A/R invoices (i.e., health insurance premiums, lease agreements, property rentals, etc.).
	
	

	6. Provide departments with view only access to the A/R system.
	
	

	7. Post to the GL and to Accounts Receivable subject to workflow rules.
	
	

	8. Ability to allocate charges to various GL accounts. 
	
	

	9. Update the A/R Customer account outstanding balance with payments recorded in the Cash Receipts module automatically.
	
	

	10. Track unapplied credit balances.
	
	

	11. Track collection or write-off history.
	
	


	Accounts Receivable
	Numeric Ranking
	Comments

	12. Provide for electronic mailing of PDF statements to customers.
	
	

	13. Generate recurring invoices or statements and allow description changes.
	
	

	14. Calculate late payment fees.
	
	

	15. Generate late payment notices on past-due accounts.
	
	

	16. Calculate scheduled rate increases (i.e. facility rents with scheduled increases).
	
	

	17. Interface with permit and business license software to track invoices generated at the department level and reduce duplicate entries.
	
	

	18. Print various accounts receivable reports (i.e. aging report by fund, by invoice type, accounts forwarded to collections, etc.).
	
	


5.5 Cash Receipting
Current Cash Receipting Process
The City collects revenue for business licenses, plan check reviews and permits at the City Hall counter using SunGard TRAKiT. Receipts are issued from SunGard TRAKiT for check and credit card transactions, and handwritten receipts are issued for cash transactions.  
All recreation centers collect revenue and issue receipts using the CLASS system for the cashiering function.  Cash drawers are balanced weekly and recorded on an Excel spreadsheet.  Deposits are brought to Finance weekly to be deposited. 

The Police Department collects revenue for various fees such as towing and alarm fees.  Handwritten receipts are issued, and deposits are brought to Finance weekly to be deposited.  
A journal entry is processed weekly to record Cash Receipts transactions to the General Ledger.
The New System will need to interface with SunGard TRAKiT and CLASS software, or similar software.
New System
The City seeks to interface its current Cash Receipting system with the New System Accounts Receivable module. The A/R module should:
	Cash Receipting
	Numeric Ranking
	Comments

	1. Integrate with SunGard TRAKiT and CLASS software, or similar software.
	
	

	2. Allow departments to enter receipts subject to business rules (i.e. departments can be limited as to what type of receipts can be received or what accounts can be used).
	
	

	3. Provide templates to be used for different types of receipts.
	
	

	4. Subject to workflow rules automatically post to the GL and related modules.
	
	

	5. Update the A/R and any other related modules with payments recorded in the Cash Receipt module automatically.
	
	

	Cash Receipting
	Numeric Ranking
	Comments

	6. Allow for integration with remote check deposit and credit card transactions.
	
	

	7. Provide for online payment options for the public to pay all bills (i.e., animal license, Transient Occupancy Tax, business license, miscellaneous A/R, etc.).
	
	

	8. Prepare deposit at end of day.
	
	


5.6 Bank Reconciliation
Current Bank Reconciliation Process
The City transfers from the operating account to the payroll checking account each pay period funds to cover the entire payroll. A positive pay file is uploaded to the bank with each check run to ensure checks presented to the bank for payment match what was issued by the City. The balance in the payroll account will always equal the total of outstanding checks.  Positive Pay is reviewed daily, and checks are cleared from the general ledger monthly using the bank statements. 

Bank reconciliations are prepared monthly using Excel and bank statements for the operating and payroll accounts. A file is received online and downloaded, and then checks are cleared in MOMS.  The outstanding checks are calculated by the Current System using data that is uploaded to the Current System which matches up paid checks and prepares a list of outstanding checks. 
New System
The  City  seeks  to  implement  a  Bank  Reconciliation  module  that  supports  the  automatic reconciliation of all banking and investment accounts. This module should:
	Bank Reconciliation
	Numeric Ranking
	Comments

	1. Integrate with all aspects of the New System that affect cash accounts (i.e., Cash Receipts, A/P, payroll, etc.).
	
	

	2. Allow   clearing   of   outstanding   checks   individually, in groups, or electronically by downloading from the financial institution.
	
	

	3. Prepare reconciliation statement.
	
	

	4. Easily handle the posting of bank generated transactions that have not been posted to GL.
	
	


5.7 Treasury and Cash Management
Current Treasury and Cash Management Process
Most treasury and cash management is accomplished by means of Excel worksheets. The check book balances are tracked within the General Ledger on a monthly basis. Investments are tracked and managed manually and reports are prepared using Excel.  Interest earnings and other pertinent information are manually entered into the MOMS system via a journal entry. 
New System
The City seeks to implement an Integrated Treasury and Cash Management module whereby all cash 
transactions including investments and debt service transactions are automatically updated in the GL. The 
New System should:
	Treasury and Cash Management
	Numeric Ranking
	Comments

	1. Integrate with all aspects of the New System that affect cash accounts (i.e., Cash Receipts, A/P, payroll, etc.).
	
	

	2. Allocate investment earnings based on ending cash balances in each fund.
	
	

	3. Provide a daily treasurer’s report showing available cash balances.
	
	

	4. Automatically update GL accounts for all cash related transactions.
	
	

	5. Calculate and track investment earnings and accruals.
	
	

	6. Keep track of upcoming Debt Service payments to ensure prompt payment and help determine cash flow needs.
	
	


5.8 Purchasing
Current Purchasing Process
The departments prepare a Purchase Order (PO) in 4-part forms, which requires all the information needed to issue a PO. The forms are signed by the Department Director or Designee, and then sent to Finance for review and approval, with final approval provided by the City Manager. 
The Finance Director reviews the PO for budget availability, signs to approve, and then returns to issuing department who forwards to the City Manager for final approval.  Finance does not track the purchase orders and the budget encumbrance is not recorded in the financial system. 
The current purchasing process is very paper intensive, requiring the movement of paper. The current process and its lack of integrated systems support, creates the following challenges:
· Departments have to track paper-based information while the PO is circulating for approvals. If a piece of paper is lost, omitted, or unavailable, this holds up the approval process requiring inquiries and research;
· Lack of tracking PO’s in Finance increases the possibility of expenditures exceeding budget;
· The movement of paper between departments is inefficient and costly, requiring trips between departments.
New System
The City seeks to implement a new integrated Purchasing module that has the following capabilities:
	Purchasing
	Numeric Ranking
	Comments

	1. Integrates with Accounts Payable, Contracts Management, General Ledger, Project and Grant Accounting, and Vendor History.
	
	

	2. Tracks where the PO is in the approval process.
	
	

	3. Notifies the initiating department when the PO has been approved.
	
	

	4. Verifies budget availability during data entry.
	
	

	5. Supports the purchase of recurring services by automatically generating a purchase order based on pre-established criteria (i.e. health insurance, professional services, and leased vehicles).
	
	

	Purchasing
	Numeric Ranking
	Comments

	6. Attaches scanned documents to purchase order.
	
	

	7.    Supports approval of purchase order based on user defined pre-established business rules.
	
	

	8. Provides ability to restrict users to specific general ledger accounts.
	
	

	9. Allows authorized user to override limits placed by the system.
	
	

	10. Supports ability to roll outstanding PO’s to new fiscal year.
	
	

	11. Allows entering of PO for new fiscal year prior to the start of the fiscal year.
	
	

	12. Allows   change   orders   for   PO’s, subject   to   workflow approvals.
	
	

	13. Generates PO’s in PDF format for electronic distribution to vendors.
	
	

	14. Allows departments to generate PO’s if all business rules are met. (Finance will determine who should be allowed this feature).
	
	

	15. Provides for online approval from mobile devices.
	
	

	16. Supports imaging and archiving of purchasing related documents generated by the system.
	
	

	17. Supports secure electronic approval on PO’s.
	
	

	18. Ability to track informal and formal bidding process and compliance with local purchasing preference and integrate the award of bid with contract management and issuance of a PO.
	
	


5.9 Accounts Payable
Current Accounts Payable Process
Upon receipt of an invoice, the departments circulate the invoice for review, account coding, and approval and then forwards to the Finance Department for payment processing.  Invoices must be received in Finance by Tuesday at 12:00 p.m. in order to be paid that week.
Invoices approved for payment received in the Finance Department by the due date are entered into the AP module of the MOMS system.  Checks are printed once a week on preprinted check stock.
Some of the challenges with the current system are that:
· Process is very paper intensive;
· Departments have to call Finance for current invoice status;
· Vendor reporting and analysis is limited to a few specific reports;
· The Current System does not retain a copy of the check;
· The Current System is unable to track invoices applied to outstanding PO’s or contracts. 
New System
The City seeks to implement a new fully integrated Accounts Payable module that allows invoices to be entered directly into the system on a centralized or decentralized basis. Finance, in conjunction with each department, will determine who should be given access to the AP system. The software should:
	Accounts Payable
	Numeric Ranking
	Comments

	1. Integrate with Fixed Assets, GL, Project and Grants modules.
	
	

	2. Provide electronic workflow approvals for invoice payments.
	
	

	Accounts Payable
	Numeric Ranking
	Comments

	3. Allow for invoice processing without issuing a PO.
	
	

	4. Verify budget availability during data entry.
	
	

	5. Allow departments to scan invoices and supporting documentation into the system and index efficiently.
	
	

	6. Provide automated workflow that sends the invoice to the next person on the approval list based on pre-set approvals determined by each department.
	
	

	7. Track where the invoice is in the payment process.
	
	

	8. Automate check signature process and printing subject to workflow rules.
	
	

	9. Notify the initiating department when the invoice has been paid (if marked with such instruction in the transaction by the requestor).
	
	

	10. Post approved invoices to AP and the GL upon approval.
	
	

	11. Allow selection of open invoices for payment.
	
	

	12. Print payment register for approval subject to workflow approval.
	
	

	13. Optionally generate more than one check per vendor.
	
	

	14. Generate ACH and alternative payment options that interface with bank for processing.
	
	

	15. Capture an image of the check and attach it to the vendor record.
	
	

	16. View the purchase order image, invoice image, and check image in vendor inquiry.
	
	

	17. Allow departments to view vendor detailed payment history (i.e. see all PO’s outstanding and payments made).
	
	

	18. Support CA EDD reporting requirements for independent contractors.
	
	

	19. Provides Form 1099 reporting meeting all federal and state requirements.
	
	

	20. Allow reporting for payments by vendor for specified time frames.
	
	


5.10 Contracts Management
Current Contracts Management Process
The City does not currently have a formal contract management system.  Contracts are managed within each department.  
New System
The City seeks to implement an integrated Contracts Management module that allows every aspect of a contract to be tracked. The software should:
	Contracts Management
	Numeric Ranking
	Comments

	1. Integrate with Purchase Order’s, Accounts Payable, Grants, Capital Projects and document imaging.
	
	

	2. Provide electronic workflow approvals for contract changes.
	
	

	3. Track all aspects of a contract (i.e., terms, due dates, deliverables, quantities, milestones, etc.).
	
	

	4. Verify budget availability during data entry.
	
	

	Contracts Management
	Numeric Ranking
	Comments

	5. Allow for multi-year contracts.
	
	

	6. Make contract management and reporting an efficient process.
	
	


5.11 Human Resources
Current Human Resources Processes
The City’s Human Resources (HR) module was never fully implemented and therefore does not fully integrate with the Payroll module. Employee actions are not tracked within the HR module.  The employee master file data includes hire date, department name, account number, and compensation and benefits.  Position information currently is not tracked within the system and is maintained in the employee’s paper file.  Standard reports built into the system are limited and do not export into Excel format.
The HR system does not support applicant tracking. The City posts open positions on its website, and interested applicants can download an application to complete or come to City hall to pickup an application. The Current System requires paper transactions to process new hires, and changes to current personnel. Open enrollment is cumbersome and requires manually processing paper forms. Performance Reviews are completed using paper forms.
New System
The City seeks to implement an integrated HR module as part of the New System. The module should be capable of managing all of the City’s employees, certification/license requirements, and retirement and benefit packages. It should also feature extensive use of employee self-service and decentralized HR functions. The City will consider an integrated robust system that provides for online application and reports to receive applicant data and to track and process applicants during the recruitment and selection process up to the point of hiring depending on the price and capability of the applicant tracking system.

The Human Resources module should:
	Human Resources
	Numeric Ranking
	Comments

	1. Provide applicant tracking, with the ability to group applicants by custom selection criteria, ability to notify selected or all applicants for a particular recruitment, and ability to track documents for each applicant.
	
	

	2. Incorporate Position Control.
	
	

	3. Make extensive use of table-based salary maintenance schedules and other field components.
	
	

	4. Provides Business Analytics and simple ad hoc reporting.
	
	

	5. Provide self-service online options supporting W-4 changes, time-off requests, cash-out requests, employee profile changes, beneficiary changes, subject to workflow rules.
	
	

	6. Provide workflow and self-service options for open enrollment process.
	
	

	7. Provide   workflow   approvals for time-delayed actions/events (i.e., compensation that begins after a specific number of hours).
	
	

	8. Track certifications including expiration date.
	
	

	Human Resources
	Numeric Ranking
	Comments

	9. Provide the ability to specify required certifications by job title.
	
	

	10. Support   employee   photo/profile   management   and   integrate   with Outlook and employee directory.
	
	

	11. Support automatic notifications of upcoming salary step increases.
	
	

	12. Provide Employee Event tracking to manage performance evaluations, training, certifications, and salary increases.
	
	

	13. Provide tracking and reporting for employees on medical leave and/or workers’ comp leave.
	
	

	14. Provide reports to determine FMLA eligibility (which is primarily based upon hours worked, excluding certain leave types).
	
	

	15. Provide workflow for the above tracking and reporting functionalities such as performance evaluation, FMLA, etc., wherein emails are sent to the HR administrator, employees, and their supervisors.
	
	

	16. Provide an online portal for employee access to personnel forms, MOUs, policies and procedures, Injury Illness and Prevention Program (IIPP), personnel manual, salary schedule, etc.
	
	

	17. Provide reporting of all annual EEO data (i.e. employee race, gender, ethnicity, etc.).
	
	

	18. Provide an audit report of all system changes with specific change(s) (before and after), user who made the change, and date & time of change.
	
	

	19. Implement strict security measures concerning employee ID and access to system.
	
	

	20. Implement an electronic Employee Performance Review process.
	
	

	21. Organization charting capability.
	
	

	22. Provide benefits administration capabilities.
	
	

	23. Provide COBRA billing capabilities.
	
	

	24. Ability to print reports on user defined fields.
	
	


5.12 Time & Attendance
Current Time & Attendance Process
The City’s timesheet system is paper based. Every employee is given a bi-weekly timesheet on which they have to enter the actual hours worked and any time-off. Each department has a designated timekeeper who collects timesheets from employees and submits them to payroll.  The Accounting Specialist in Finance Department enters all the information from the paper timesheets into the MOM payroll system each pay period.
When Finance receives the timesheets, all timesheets are reviewed for accuracy. Timesheets are reviewed for any Personnel Action adjustments, Special Assignment Pay, and verification of Acting Pay, and then entered into the payroll system.
New System
The City seeks an electronic time tracking and attendance tool that facilitates the payroll process. The time entry module should:
	Time & Attendance
	Numeric Ranking
	Comments

	1. Support various methods of timesheet entry (i.e., online, workstation, mobile). 
	
	

	2. Use electronic workflow for review and approval of timesheets.
	
	

	3. Alert employees and supervisors of errors in timesheet entries such as charging to an incorrect account code, overages in leave balances, etc.
	
	

	4. Integrate with financial modules for tracking and reporting purposes (i.e. Project and Grant accounting).
	
	

	5. Allow requests for time-off to be submitted electronically subject to workflow rules.
	
	

	6. Allow employees to enter comments/notes for each entry.
	
	

	7. Integrate with Human Resource module to automatically reflect & process authorized voluntary cash-out requests of leave time.
	
	

	8. Customizable user-interface (screens) to simplify time entry.
	
	

	9. Provide ability to print reports by period and/or specified date range for all hours or specified hour type(s).
	
	

	10. Provide for schedule templates so that recurring schedules can be entered for specific employees or positions.
	
	

	11. Ability to mass populate holidays and roll-out organization-wide by employee groups.
	
	

	12. Support multiple schedules (i.e. 4/10, 9/80, 96/120, etc.).
	
	

	13. Allows for approvals to be entered from mobile device.
	
	


5.13 Payroll
Current Payroll Process
The City’s bi-weekly pay period ends on a Sunday. Paychecks are issued five (5) days after the pay period ends. Typically, the City issues 15 paychecks and 140 ACH direct deposits.
New System
The City seeks to implement a full-featured payroll system that is capable of accurately processing payrolls comprised of multiple employee groups, varying work week periods, and varying pay and benefit calculations. It should also feature extensive use of functionality allowing for employee online self-service.
The Payroll Module should have the ability to:

	Payroll
	Numeric Ranking
	Comments

	1. Calculate payroll in accordance with all federal and state requirements including FLSA.
	
	

	2. Calculate and report payroll using required CalPERS reporting elements.
	
	

	3. Ability to code certain pay types as, “Subject to PERS” or “Not subject to PERS”.
	
	

	4. Support Public Employees’ Pension Reform Act (PEPRA) requirements for alternate benefit offerings.
	
	

	Payroll
	Numeric Ranking
	Comments

	5. Provide an Employee Self-Service module for employees to enter timesheets, review previous payroll information, W-2’s, dependent information, leave balances, and other relevant employee information.
	
	

	6. Provide an Employee Self Service module for employees to enter direct deposit information, W-4, and DE4 changes.
	
	

	7. Integrate Payroll with the HR, GL, A/P, Budget, and Project and Grant Accounting modules.
	
	

	8. Ensure that all payroll related costs (i.e., taxes and benefits) can be allocated to Projects and Grants.
	
	

	9. Track all compensation elements necessary for the annual compensation report to State Controller http://sco.ca.gov/compensation_search.html.
	
	

	10. Provide detailed postings to the GL with the ability to drill back into the payroll module to see who actually got charged to a specific account and their hours charged.
	
	

	11. Generate paychecks, direct deposit advices (supporting deposits across multiple accounts on a single check), EFT files, and related positive pay files.
	
	

	12. Support check and direct deposit advice imaging.
	
	

	13. Generate off-the-shelf and ad hoc reports that support data requirements associated with CalPERS, auditors, deferred compensation providers, Payroll Register review, sick and vacation accrual reports for management, edit lists, overtime reports, tax reports, auto allowance reports, extensive exception and payroll calculations/generation reports, etc.
	
	

	14. Prepare CalPERS files and reports (evidenced by multiple California references) and support upcoming CalPERS changes.
	
	

	15. Support time entries for projects and grants.
	
	

	16. Allocate payroll costs and associated benefits to multiple accounts per employee based on time card entry allocation of hours, or based on budget.
	
	

	17. Generate all State and Federal quarterly and annual payroll regulatory reports.
	
	

	18. Automatically update State and Federal tax rates, withholding, etc.
	
	

	19. Defines leave accruals by employee group or individual designation and ability to track these multiple leave types.
	
	

	20. Alert employees/supervisor that leave accrual cap has been reached.
	
	

	21. Withhold and remit all taxes (via EFT/ACH) to the appropriate governmental agencies (i.e. withholding and remittance of social security tax, Medicare, etc.).
	
	

	22. Withhold and remit all garnishments (via EFT/ACH) to the appropriate governmental agencies based on various withholding options.
	
	

	Payroll
	Numeric Ranking
	Comments

	23. Prepare and remit annual W-2s to the appropriate agencies and provide paper and electronic copies to the City.
	
	

	24. Automatically generates an audit report of all system changes with specific change(s) (before and after), showing user who made the change, and date & time of change.
	
	

	25. Support complex Police and Fire department payroll, schedules, time & attendance.
	
	

	26. Support ability to suspend leave accruals for employees while on authorized leave without pay and/or worker’s comp. leave.
	
	

	27. Ability to mass populate changes for COLA, salary, flex allowance, etc., by employee groups.
	
	

	28. Ability to create mass change templates for various global changes.
	
	

	29. Ability to have different EDD Unemployment Insurance numbers and rates and generate separate unemployment reports by EDD number.
	
	

	30. Ability to calculate value of Excess Life Insurance which will be reported on W-2.
	
	

	31. Ability to generate Form 1094C to IRS and employees per the 2015 Affordable Care Act for employer provided health insurance. 
	
	

	32. Automated check reconciliation via bank import file.
	
	


5.14 Project and Grant Management
Current Project Accounting Process
All City projects are accounted for within applicable funds and are assigned a four (4) digit project number within the GL.  Revenue and expenditures related to the project are coded to the applicable fund, account, and project number.  The City does not have a project accounting module, but uses the department number field to identify a project using a special number sequence.
Current Grant Accounting Process
The City does not have a grant accounting module but uses separate funds, program numbers, and sometimes project numbers to account for grant activity. All grant tracking is done using Excel. Data from the various grants are entered into Excel worksheets to track the grant expenditures and calculate the grant reimbursement amounts.
New System
As part of a fully integrated system, the City wants a Project and Grant Accounting Module which can accommodate the following:
	Project and Grant Management
	Numeric Ranking
	Comments

	1. Track budget and expenditures over the life of a project or grant.
	
	

	2. GL entries (AP and Payroll) automatically flow into the Project/Grant Accounting module.
	
	

	3. Provide grant accounting reports that cover multiple years.
	
	

	Project and Grant Management
	Numeric Ranking
	Comments

	4. Provide users view-only access to the Project/Grant Accounting module so that they can better track their projects and are not dependent on Finance for information.
	
	

	5. Provide budget-vs-actual reporting on a year-to-date or grant-to-date basis.
	
	

	6. Can generate reports tailored to the requirements of the department or external granting agency.
	
	

	7. Ability to budget and report on a project/grant within an existing program.
	
	

	8. Ability to track and generate report for Capital project budget over a multi-year period of at least 5 years by account.
	
	

	9. Ability to track Operating Budget for project revenue and expenditures over multiple years.
	
	

	10. Ability to track multiple revenue funding sources for each capital project and set priority of which funds are used first or for specific expenditure line items.
	
	

	11. Robust revenue and expenditure tracking abilities for current projects.
	
	


5.15 Fixed Assets
Current Fixed Assets Procedures
The City uses MOM to track and report on fixed assets. MOM calculates depreciation or any other changes; those amounts have to be entered as Journal Entries into the system.
New System
The City seeks to implement a fully integrated fixed assets system that should:
	Fixed Assets
	Numeric Ranking
	Comments

	1. Integrate with AP and GL.
	
	

	2. Allow AP staff to designate an invoice record as a fixed asset item and automatically add record to the fixed asset ledger.
	
	

	3. Addition of fixed asset records should be subject to workflow approvals.
	
	

	4. Allow users to add additional information to fixed asset record after purchase.
	
	

	5. Calculate depreciation which will post directly to GL subject to workflow approvals.
	
	

	6. Provide all GASB 34 required fixed asset reports.
	
	

	7. Calculate beginning and ending balance, additions, retirements, and accumulated depreciation by CAFR fixed asset categories such as land, machinery & equipment, buildings, improvements other than buildings, etc.
	
	

	8. Allow system to track non-capitalized items for inventory control.
	
	

	9. Allow users to have view only access to fixed assets module.
	
	


5.16 Document Imaging
Current Document Imaging Process
The Current System does not have document imaging capabilities.  The City currently uses SIRE to store electronic copies of various citywide documents. 
New System
The City desires to streamline processing in order to capture, store, index, search, and retrieve electronic images associated with financial, payroll, and personnel transactions as they are being handled by the system. The City seeks to move to a paperless environment. To that extent, the New System should have basic document imaging capabilities to allow scanned documents attached via a paperclip feature.
The document management capabilities integrated into the New System should provide the following basic capabilities:
	Document Imaging
	Numeric Ranking
	Comments

	1. Provide PDF type images of documents created by the system including PO’s, AP checks, payroll checks, W2's, 1099's, etc. (SSNs redacted)
	
	

	2. The images should be available by individual record; for example, an individual's paycheck and not the entire check run for the pay period.
	
	

	3. Allow manually scanned images to attach to appropriate transaction records. The module should prompt for scanned attachments.
	
	

	4. Provide drill-down ability for the user to view related documents associated with financial, payroll, and personnel transactions. For example, vendor inquiry should provide the ability to view images of AP checks, associated PO’s, the requisition and associated manually scanned documents including bids and packing lists.
	
	

	5. Provide system coordination to allow batch processing of images. For example, allow AP invoices received to be scanned in a batch and then associated with each PO.
	
	

	6. Capture data upon scanning wherever possible to minimize keying in of data.
	
	

	7. Conform to records management requirements including retention schedules.
	
	


5.17 Financial Reporting and Business Analytics
Current Financial Reporting Process
The Current System produces limited standard financial reports. Reports can be printed, and exported to Excel on a limited basis. The departments would like to have more access to financial reporting. 
The City seeks to obtain a robust reporting capability to support the finance, payroll, and human resource functions. The New System should provide the following reporting features:
	Reporting
	Numeric Ranking
	Comments

	1. Export data to Excel.
	
	

	2. Export reports to various formats (i.e. Excel, HTML, PDF, etc.).
	
	

	3. User-friendly report writer that is easy to use.
	
	

	4. Ability to share reports within the system.
	
	

	5. Ability to run and distribute reports.
	
	

	6. Provide easy to use Business Analytics to expand the reporting capabilities (i.e. Crystal Reports).
	
	

	7. On screen dash board analytics that are easy to create and customize by the users.
	
	

	8. Integrated online interactive visualization tool fed directly from the new system database.
	
	

	9. Preparation of standard CAFR reports.
	
	


5.18 System Audit and Security
The City seeks to implement a New System with robust security and transaction audit/logging capabilities. The system audit capabilities should include the ability to track transaction processes and updates to the database. The New System should create audit trails for transactions processed through the system allowing authorized staff to drill down on transactions to view supporting detail. Audit logging should allow authorized staff to easily determine the source of each transaction to include identifying user ID and date/time for all table changes.
The City seeks to begin receiving revenue by means of online payment options and the use of alternative vendor payment types such as ACH or EFT. In doing so, the City seeks a system and vendor that is very secure in such e-commerce and database management and that is in compliance with all regulatory requirements concerning the use of e-commerce.

5.19 Workflow
The City seeks to implement a New System with strong workflow capabilities to help automate common financial, payroll, and personnel transactions. The system workflow capabilities should include the ability to automatically notify a user when action is needed. The system should include automated approvals and notifications supporting a paperless environment. 
The New System should have the ability to:
	Workflow
	Numeric Ranking
	Comments

	1. Track transactions submitted for approval and review with the date/time stamp.
	
	

	2. Automate approval notification both at the system level and via the City’s email system.
	
	

	3. Implement best practice workflow templates for all core financial, payroll, and personnel transactions (i.e. payables processing, purchase orders, GL transaction approval, personnel actions, payroll processing, etc.).
	
	

	4. Integrate with the City’s email system to assist in the notification and approval steps.
	
	

	5. Create custom workflows based on City business rules.
	
	

	6. Use a rich set of attributes in determining what users participate in which steps in the approval processes (e.g. GL number segments, unique groupings, project/task codes, object/spend category codes, consideration of roles, etc.).
	
	

	7. The ability to perform approvals on smartphones or tablets is highly desirable, so that approvals can be done at any time not just when present at workstation.
	
	


5.20 Technical Requirements
The City desires to leverage its existing technology infrastructure as much as possible to support the implementation of the New System. Proposers should therefore reference Section 4.1 for a discussion of the City’s current IT systems.
The City will acquire new infrastructure as deemed necessary in order to make optimal use of the New System. The City wants to make use of the best practices in technology as long as it is financially feasible.
Proposers should state clearly not only the minimum IT requirements for their software, but more importantly the optimal requirements for best use of their software.
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