[image: ]
Digital Timecards and HR Self Service
Frequently Asked Questions
View by Topic
Press CTRL and click one of the headers below to see questions and answers related to that topic.
System Functionality
Digital Timecards
Self Service
Core Oracle Functionality
Impact and Business Readiness
Training and Support

View by Question
Press CTRL and click one of the questions below to view the answer.
System Functionality
Can I amend a timecard after it has been submitted to Payroll?
Will the Timecard Submitter receive an email to advise that the timecard is ready for approval? Will they be able to submit the timecard via email?
Is it possible to delegate approval to a Secretary if the Principal is off?
What will be the process for removing leavers from the timecard?
Will working patterns on the timecard update if someone has gone through the variation of hours process?
Will annual leave and sickness be pre-populated on the timecard if these are completed on Self Service before the timecard is generated?
Does the Oracle System provide email alerts for approval? 
Do timesheets need be completed every week?
How will this process work for School Crossing Patrol staff?  Will this move to a digital online timecard submission?
Do the Timesheet Inputter and Submitter need to do the timesheets together, or can these be completed separately? 
I complete timesheets on behalf of a colleague who was unable to access timesheets. Will they also have to register to complete training? If I check M1 and M2 timesheets on behalf of a Principal – Should I be registered as a Timesheet Submitter? 
When does this new timecard system become available?
Will there be restrictions within the system to certain data within HR?
Will the ResourceLink portal still be available for staff to obtain historic copies of payslips/P60s if required, or will these be carried across to the new system?
I need some clarity on submitters and if delegation is possible if required? How many inputters & submitters are permissible? 
Will the Line Manager receive an email notification to approve a medical self-certification form when it is submitted on Self Service? Can the approval be done via email?
Will staff be expected to manage their own Self Service or will School Secretaries/Administrators?
Will staff who do not currently use internet for accessing payslips etc. need to gain internet access in the future for Self-Service functionality?
Do non-teaching staff have the ability to directly submit annual leave themselves?
Will non-teaching staff still use paper self certs until Self-Service is available in 2022 or will secretaries input these onto the new system?
Are paper copies of teaching and non-teaching self cert illness forms now input online? 
If the self-service is not mandatory, does the existing system still work?
Will I be notified when (my) staff are allowed to complete their own self certs? Will this be in the format of workflow mailer?
What interconnections are there between the self-service system and the timesheet? Is it possible to check one when inputting or submitting or approving in another?
Is the self-service for annual leave and sickness linked to the timesheet submission form, or does this element need to be manually inserted?
Can Oracle password expiration dates be extended? 
Will Oracle’s response time work better than for iFS? Has there been volume testing to ensure it can handle number of users around payroll deadlines?
Can the timing out time be extended beyond 30 minutes?
What will be the system specifications to access timecards and Self Service?
Impact and Business Readiness
Where will training guides and videos be made available?
Will we be able to show staff demonstrations of Self Service ahead of go live to introduce the idea to staff of managing their HR information?
Will there be a help desk to answer questions?
Will there be immediate help available if I make an error, or will there a wait for a reply? 
If I have a HR query, can I still phone HR or do I have to contact EA One by email? 


[bookmark: _Toc75860670]System Functionality
[bookmark: _Toc75860671][bookmark: _Toc34144342][bookmark: _Hlk75794040]Digital Timecards
1. [bookmark: _Hlk75794121][bookmark: _Is_it_possible][bookmark: _Toc34144344]Can I amend a Timecard after it has been submitted to Payrolll?
Once approved the Timecard cannot be amended by the Inputter.  In the event a change has to be made, the Inputter should follow the current process of emailing the details to Payroll who can then make any necessary changes.

2. Will the Timecard Submitter receive an email to advise that the timecard is ready for approval? Will they be able to submit the timecard via email?                                   When approval is required within the EA One System, you will receive an email notification prompting you to complete. When Timecard Submitters log into Oracle, they will see a Status column indicating a timecard has been validated by the Inputter and is now is ready for review and approval. Timecards cannot be reviewed/approved directly via email.

3. [bookmark: _Toc34144345][bookmark: _Hlk75794192]Is it possible to delegate approval to a Secretary/Inputter if the Principal/Submitter is off?
If the Principal is off, there will be a process to set up proxy roles so another person can submit the timecard. To have a clear audit trail, a proxy submitter should not be the same person as the inputter. Details on how to set up proxy roles will be provided during Timecard Training which will be delivered before the system is implemented for your region.  We would like a minimum of two inputters and two submitters for each location, in the event of absences etc. If necessary, an individual could be given both Inputter and Submitter responsibility, but this would only be in unavoidable circumstances. Submitter responsibility would have to be removed from the secretary once the circumstance returns to normal.

4. [bookmark: _Will_working_patterns][bookmark: _Toc34144346]What will be the process for removing leavers from the timecard?
To remove Leavers from the timecard, the line manager completes a Termination of Contract form and sends it into HR. “Terminated Assignment” element should be selected on the Timecard, and the Electronic Leaver Form (link on Timecard Help Button) should be completed and emailed to HR – the validation message will provide instructions.  Once processed in HR, the employee will be removed from the Timecard. This will be covered in the Timecard Training. 

5. [bookmark: _Toc34144347]Will working patterns on the timecard update if someone has gone through the variation of hours process?
If an employee has gone through the correct variation of hours process with HR, their working pattern on the timecard will update to the new working pattern.
6. Will annual leave and sickness be pre-populated on the timecard if these are completed on Self Service before the timecard is generated?
The timecard will include an employee's contracted working hours and must be amended to reflect any sickness absence or annual leave as this will not automatically flow through from information provided on Self Service. 
7. [bookmark: _Can_I_amend][bookmark: _What_will_be][bookmark: _Will_annual_leave][bookmark: _Does_the_Oracle][bookmark: _Do_timesheets_need]Does the Oracle System provide email alerts for approval? 
Where approval is required within the EA One system you will receive an email notification prompting you to complete.
8. Do timesheets need to be completed every week?
As is the case today, timesheets need to be input and submitted in time for Payroll to process these monthly. Timesheets will generate weekly and we would encourage you to complete them weekly, however, they can be inputted and submitted on a monthly basis.
9. [bookmark: _How_will_this]How will this process work for School Crossing Patrol staff?  Will this move to a digital online timecard submission?
All staff will have their time recorded through the new digital timecard. We are currently asking Schools and EA Directorates to confirm who will be responsible for inputting and submitting time for all staff. Unless there is an explicit ask to change, responsibility will remain as it is today.
10. [bookmark: _How_does_this]How does this affect DSO timesheets for cleaning staff? 
[bookmark: _Will_the_system]All staff will have their time recorded through the new digital timecard. We are currently asking Schools and EA Directorates to confirm who will be responsible for inputting and submitting time for all staff. Unless there is an explicit ask to change, responsibility will remain as it is today.
11. Will the system have a log on like the existing timesheets?
The EA One system will be accessible with a username and password.
12. [bookmark: _If_a_Classroom]If a Classroom Assistant is off sick and there is a need to bring in emergency cover, will it be possible to input that sub onto the timesheets for that week due to the delay?
As is the case today, temporary workers need to be fully on-boarded through the HR process to receive payment in the next Payroll. We are introducing a new online form to improve the process for engaging temporary workers. This form will be available before EA One and we would encourage you to use it. Once EA One goes live for Payroll the form will be available within the system. We would strongly encourage you to use this approach to help speed up the process of engaging temporary workers. Adding temporary workers to the digital timecard manually will not be possible.
13. [bookmark: _Who_has_responsibility]Who has responsibility for inputting Teacher timecards?
The EA One Project wrote to schools on 3rd June 2021 seeking your support in validating who will be responsible for inputting and submitting timecards. We envisage responsibility will remain as it is today unless you explicitly ask us to change it. It is likely that whoever completes and sends the current teacher spreadsheet to the DE Teacher Pay Team should input the timecard and the Principal should approve.
14. [bookmark: _What_is_the][bookmark: _How_do_I]What is the expected turn around on getting Temporary Posts Live?
The new online form for engaging temporary workers is intended to streamline the process. The form has in-built validation which should reduce the potential for delay in the onboarding of new employees. EA HR will be monitoring submission of online forms each day and will endeavour to complete as quickly as possible. 
15. How do I alert the fact that I am going to be taking over inputting timesheets from the current person? 
Where responsibilities change, e.g. where a new person starts and needs access to timesheets, this can be facilitated through the EA One System Support Helpdesk.
16. [bookmark: _When_and_where]When and where will I be able to access the online Temporary Engagement Form? 
The new online form for engaging temporary workers is intended to streamline the process. The form has in-built validation which should reduce the potential for delay in the onboarding of new employees. The form is available on the Web Portal as of June / July 2021. 
17. [bookmark: _Can_the_Timesheet]Can the Timesheet Inputter and Submitter be the same person?
For audit reasons it is important to have separation of duties between the Timesheet Inputter and the timesheet Submitter.
18. [bookmark: _What_happens_if]What happens if my Timesheet Inputter (or Secretary) is off?
Where a Timesheet Inputter is on leave, there is delegation / proxy option to add someone else. Please contact the EA One System Support Helpdesk.
19. [bookmark: _Will_there_be]Will there be changes to the timesheet deadlines?
EA One will not change the deadlines for submitting timesheets. We do encourage you to submit timesheets in good time to support people getting paid on time and accurately.
20. [bookmark: _Do_the_Timesheet]Do the Timesheet Inputter and Submitter need to do the timesheets together, or can these be completed separately? 
The Timesheet Inputter can input the working hours and the Submitter can submit separately.
21. [bookmark: _I_complete_timesheets]I complete timesheets on behalf of a colleague who was unable to access timesheets. Will they also have to register to complete training? If I check M1 and M2 timesheets on behalf of a Principal – Should I be registered as a Timesheet Submitter? 
The Timecard training is intended for those who are Timecard Inputters. Please encourage anyone who will input time to register and attend the training. 
22. [bookmark: _When_does_this]When does this new timecard system become available?
The EA One Payroll system will go live on a phased basis from October 2021. Non-teaching staff paid in legacy Omagh and Belfast regions at month end will get paid through the new system from the end of October 2021 with timesheets for that period due in advance.
23. [bookmark: _Will_there_be_1]Will there be restrictions within the system to HR data?
[bookmark: _Will_the_ResourceLink]The EA One system will be accessible with a username and password with responsibilities set in accordance with user duties. In this way information will be held securely and only accessible to those with associated permissions. 
24. Will the ResourceLink portal still be available for staff to obtain historic copies of payslips/P60s if required, or will these be carried across to the new system?
The ResourceLink Portal will be available until March 2023, however we would recommend downloading historic copies of materials you wish to keep prior to EA One going live.
25. [bookmark: _I_need_some]I need some clarity on submitters and if delegation is possible if required? How many inputters & submitters are permissible?
[bookmark: _For_staff_who][bookmark: _Is_it_likely/advisable]Submitters are being identified through a validation exercise with Schools and EA Directorates. We would encourage you to get in contact with us directly to ensure your set up is correct. Once live you can contact the EA One System Support Team to assign delegation is necessary.  
[bookmark: _Toc75860672]Self Service
[bookmark: _Will_the_Line][bookmark: _Toc34144348]Will the Line Manager receive an email notification to approve a medical self-certification form when it is submitted on Self Service? Can the approval be done via email?
Yes, once the medical self-certification is submitted for a position, the Line Manager for that position will receive an email and can approve via that email. They will receive options to Accept, Reject and Request More Information that can be selected within the body of the email. The Line Manager can also access it via the “bell notification” icon in Oracle.
[bookmark: _Will_staff_be][bookmark: _Toc34144349]Will staff be expected to manage their own Self Service or will School Secretaries/Administrators?
Staff will be expected to manage their own HR and Payroll information through Self Service. Where an employee is unable to access Self Service, paper forms can be made available to complete. It is not the EA's expectation that Secretaries/Administrators complete HR forms on behalf of employees as in certain instances this would have GDPR implications. 
Will staff who do not currently use internet for accessing payslips etc. need to gain internet access in the future for Self-Service functionality?
EA One will provide functionality to manage HR activities, including completion of medical self-certification online. Existing paper based processes will still be available for staff who cannot practically access the online system.
[bookmark: _Do_non-teaching_staff]Do non-teaching staff have the ability to directly submit annual leave themselves?
Non-teaching staff can use the EA One Self Service functionality to request annual leave. The Timesheet Inputter will still need to record absences on the digital timecard.
[bookmark: _Will_non-teaching_staff]Will non-teaching staff still use paper self-certifications until Self-Service is available in 2022 or will secretaries input these onto the new system?
Self Service will be available for non-teaching staff from 1 April 2022 and for teaching staff between April and June 2022. Until this point staff will continue to use the paper process. It is not intended that Secretaries will complete HR activities, such as medical self-certification on behalf of staff.
[bookmark: _Are_paper_copies][bookmark: _If_the_self-service]If self-service is not mandatory, does the existing system still work?
EA One will provide functionality to manage HR activities, including completion of medical self-certification online. Existing paper based processes will still be available for staff who cannot practically access the online system.
[bookmark: _Will_I_be]Will I be notified when (my) staff are allowed to complete their own self certs? Will this be in the format of workflow mailer? 
HR Self Service including the facility for employees to complete medical self-certification will be available from April 2022. We have written to schools (3rd June 2021) seeking your input on identifying who should have responsibility for approving HR Self Service requests within the system. Once the system is live, approvals will workflow through the system and the Approver will receive an email notification to request their approval.
[bookmark: _What_interconnections_are]What interconnections are there between the self-service system and the timesheet? Is it possible to check one when inputting or submitting or approving in another?
Self Service allows employees to update key information and process certain HR activities e.g. request annual leave. Approval where required will be work flowed to a Manager on the system. These activities do not link in with the digital timecard. The digital timecard will be pre-populated with the employees normal working pattern and the timesheet inputter will be required to amend as necessary e.g. to reflect absence.
[bookmark: _Is_the_self-service]Is the self-service for annual leave and sickness linked to the timesheet submission form, or does this element need to be manually inserted?
Non-teaching staff can use the EA One Self Service functionality to request annual leave. The Timesheet Inputter will still need to record absences on the digital timecard.

[bookmark: _Toc75860673]Core Oracle Functionality
[bookmark: _Can_Oracle_password][bookmark: _Will_Oracle’s_response][bookmark: _Toc34144351]Will Oracle’s response time work better than for iFS? Has there been volume testing to ensure it can handle number of users around payroll deadlines?
EA One runs on the same platform as iFS so response times are expected to be similar. There have been some reports of slow responses from iFS but on investigation these usually result from external factors (e.g. local connection speed). Specific incidents of slow responses should be reported to iFS Support for investigation. Our system supplier is also conducting tests to ensure the system can cope with the anticipated demand by both the EA and Schools when HR and Payroll goes live. 
[bookmark: _Can_the_timing][bookmark: _Toc34144352]Can the timing out time be extended beyond 30 minutes?
The Oracle system is set to timeout after 30 minutes, which is a standard security feature on Oracle. This cannot be amended, however the iFS Team and our system supplier are investigating how we can address timing out issues due to system speed.
[bookmark: _What_will_be_1][bookmark: _Toc34144353]What will be the system specifications to access timecards and Self Service?
Timecards and Self Service will be accessible from currently supported versions of Windows, MacOS, iOS and Android. These can also be accessed from employee’s personal computers, mobile and tablet devices.


[bookmark: _Toc75860674]Impact and Business Readiness
[bookmark: _Toc75860675]Training and Support
1. [bookmark: _Where_will_training][bookmark: _Toc34144354]Where will training guides and videos be made available?
Training guides will be stored on the EA One Hub. Links to these will be made available through our EA One Newsletter and through C2K. 
[bookmark: _Will_we_be][bookmark: _Toc34144355]Will we be able to show staff demonstrations of Self Service ahead of go live to introduce the idea to staff of managing their HR information?
A series of demo videos and step-by-step guides on each Self Service process will be made available ahead of its introduction. Guidance will also be provided to line managers on how to encourage adoption of Self Service by their staff.
[bookmark: _Will_there_be_2][bookmark: _Toc34144356]Will there be a help desk to answer questions?
Post go-live, a System Support team will be in place which will include a Help Desk as a single point of contact for all EA One queries. The system support will provide guidance on queries, investigate issues and provide support on running processes in the new system. The Help Desk will be contactable via telephone, email and KACE.
[bookmark: _Will_there_be_3]Will there be immediate help available if I make an error, or will there a wait for a reply? 
An EA One Helpdesk will be available through Phone call or Email should help be needed during business hours. There may be a possibility of a wait during busy periods or if the query was raised outside of business hours.
[bookmark: _If_I_have]If I have a HR query, can I still phone HR or do I have to contact EA One by email? 
Queries regarding the new system should be directed to the EA One Helpdesk. This can be done through KACE / Phone call / Email (eaone@eani.org.uk) 
(Queries regarding HR matters can go to HR as usual.
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