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TO:		EPIC Steering Committee
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		Pat Lee, Administrative Services

		Bob Monn, Information Services Section

		Lynn Singleton, Information Integration Project

		Debbie Stewart, Information Services Section



FROM:	EPIC Project Team

		Marjorie Frith, Business Lead

		Randy Moore, Technical Lead

		Emily Ray, Project Manager



SUBJECT:	Over and Out!



Here is the report on the proposed Employee Plus Information Computer System (EPIC).  We are confident you will find that our options and recommendations provide a foundation for supporting Ecology’s Information Integration Project now and a comprehensive human resource management system in the future.



As designed, EPIC will provide an integrated employee database of  “core” employee data.  It will provide accurate, consistent and timely information for a number of agency applications.  It will go a long way toward eliminating many stand-alone, duplicative and inconsistent systems.  And it will provide data for key fields in many stand-alone systems. Future enhancements of EPIC can broaden its scope to address needs beyond the core.



You will see that we recommend either building EPIC or adapting a system developed by the Department of Labor and Industries (L&I).  L&I’s system offers many advantages, but some major unknowns prevent our unqualified endorsement.  By the time Ecology is ready to implement EPIC, the choice should be clear.



Our process has included:

Interviews with internal users of employee data and with selected state agencies

Review of internal systems that use employee data

The assistance of an internal business team to define needs for employee data, test our EPIC prototype, and recommend business rules

Analysis of opportunities for data integration with the Department of Personnel Data Ware-ouse Project, Ecology’s Information Integration Project and the Time Management System

How to accomplish migration and maintenance tasks efficiently
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Summary of Recommendations:



Make employee data broadly available, but limit access to sensitive data



Include:

telephone and fax numbers and internet email address

organizational units

location information

contact persons

work schedule description

building occupants

cubicle numbers, logonid

cell phone and pager lists

expertise lists

employee appointment information

position information

history on organization and employee appointments



Provide data to the Conveyant (telephone transfer) System



Make data available for use by other local applications either by downloading or direct access



Omit from the  core database detailed personnel information, a “notification system” for employee movements, and detail on employees’ work schedules



Migrate data from other internal applications



Continue to use as much data as possible from the Department of Personnel



Establish a cross-agency task team to develop expertise selections under the responsibility of the Administrative Services Division Assistant Director



Integrate with the Information Integration Project



Firmly vest accountability for EPIC data in a new EPIC Business Team and the Information Services Executive Steering Committee



Build EPIC internally or adapt the Department of Labor and Industries system

�EPIC Steering Committee

March 13, 1997

Page 3





Next Steps:



As members of the EPIC Steering Committee, the challenge of moving EPIC forward rests with you.



Select the implementation option you think should be pursued.



Obtain the agency’s commitment to proceed with EPIC.



Critical to the success of EPIC is the question of who will be responsible for creating and maintaining data.  This issue involves changes to business practices, concerns about turf and workload, and evokes considerable emotion.  Our report makes recommendations on this topic, but you should garner agency-wide endorsement on responsibility for data before building the system.



Establish the infrastructure for the implementation phase.



To support you in your efforts to make EPIC a reality, we recommend that you appoint a new EPIC project manager and establish a new user team.  The user team should be made up of people who will create and maintain employee data.  These people should be part of an ongoing team which “owns” the system and is proud of what it can do.  



We also recommend that you revisit the makeup of the EPIC Steering Committee and decide whether the group should be augmented or changed for the construction and implementation phase.



Attachments
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Problem:  Ecology currently has no integrated employee database available for agency-wide or program-specific systems.  This has resulted in the same information being tracked in many different places, problems with data integrity and management reporting, and overall lack of efficiency in processing employee information across the agency.



Process:  In late 1995 Ecology began to scope out requirements for an integrated employee database to support the Information Integration Project now and a comprehensive human resource management system in the future.  The EPIC Steering Committee was formed to guide the project.



Accomplishments:  The EPIC Steering Committee accepts the work of the EPIC Project Team and the EPIC Business Team.  Together, the team members have: Identified and agreed on system requirements and scope; documented current operations and procedures; agreed on “core” data elements; determined the needs for the history and timeliness of data; designed screens, reports, and operational procedures; tested system components; provided user documentation; and made recommendations for future expansions beyond the core. 



 The EPIC Project Team in addition has identified the likely technical requirements for the system; planned for data migration and maintenance; researched opportunities for linkages with the Department of Personnel’s Data Warehouse, Ecology’s Facility/Site Identification Project, the Office of Financial Management’s Time Management System, and Ecology’s “Conveyant” database; and evaluated options for buying or building the system.



Outstanding Issues:   These issues must be resolved before EPIC is implemented.



Is the agency committed to maintaining accurate, up-to-date information on employees for multiple agency applications?  EPIC and other Information Integration Project applications will be successful only if responsibility for data input and maintenance is firmly assigned.  The EPIC Steering Committee must “sell” the advantages of EPIC to top management, and obtain an agency commitment to support and maintain the system.



Will Ecology management commit the resources for implementing EPIC?  Whether the choice is to build or buy, staff resources must be dedicated to the project.



Will there be a commitment to maintain information on expertise?  This information has always been strongly desired, but attitudes and behavior must change if the information is to be accurate and up-to-date.�

Should Ecology buy, borrow or build the software for EPIC?  The Department of Labor and Industries (L&I) has a mainframe system which addresses many of Ecology’s data needs and includes electronic forms for leave, training registration, and other human resource management functions.  L&I is planning to redevelop its system in a client-server environment, possibly using Sybase and Power Builder, and is willing to share it with Ecology.  Over the next few months, L&I will conduct a feasibility study on the issue of whether to buy or build their system.  If it is completed in June as expected, Ecology will be able to determine how well that that system and its schedule would meet our needs.
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Problem:  Ecology currently has no integrated employee database available for agency-wide or program-specific systems.  This has resulted in the same information being tracked in many different places, problems with data integrity and management reporting, and overall lack of efficiency in processing employee information across the agency.



Process:  In late 1995 Ecology began to scope out requirements for an integrated employee database to support the Information Integration Project now and a comprehensive human resource management system in the future.  A broadly representative agency team was an essential part of this process.



Accomplishments:  The EPIC Business Team has:  Identified and agreed on system requirements and scope; helped document current operations and procedures; agreed on “core” data elements; determined the needs for the history and timeliness of data; assisted in designing screens, reports, and operational procedures; tested system components; assisted in user documentation; made recommendations for future expansions beyond the core; and reviewed data migration and maintenance plans.



Endorsements:





_______________________________	________________________________

Carrie Berry, Central Programs		Joyce Beebe, Employee Services





_______________________________  	________________________________

Gwendolyn Campbell, 			Janet Hyre, Central Programs

Telecommunications





_______________________________	________________________________

Doris Murphy, Time Accounting		Steve Nielson, Payroll





_______________________________	_________________________________

Julie Ruster, Water Quality Program		Diane Schenk, Central Reception





_______________________________

Roger von Gohren, Legislative and

Intergovernmental Relations

�EPIC Executive Summary



Project Purpose:  Identify the high-level but comprehensive  business requirements for employee data.  Determine which data are core for the Facility/Site Identification System and other Information Integration Project systems.  Evaluate the alternatives to implement an employee database to serve as the foundation for the Information Integration Project and other priority business requirements.  Clarify  the demand for “non-core” employee data needs;  communicate the conclusions reached so that diverse internal interests can make decisions about whether or how to meet their informational needs now and in the future.

Summary of Recommendations

Make employee data broadly available but limit access to sensitive data



Include:		telephone and fax numbers and internet email address

	organizational units

	location information

	contact persons

	work schedule description

	building occupants

	cubicle numbers, logonids

	cell phone and pager lists

	expertise lists

	employee appointment information

	position information

	history on organization and employee sppointments



Provide data to the Conveyant (telephone transfer) System



Make data available for use by other local applications either by downloading or direct access



Omit from the core database detailed personnel information, a “notification system” for employee movements, and detail on employees’ work schedules



Migrate data from other internal applications



Continue to use as much data as possible from the Department of Personnel



Establish a cross-agency task team to develop expertise selections under the responsibility of the Administrative Services Division Assistant Director



Integrate with the Information Integration Project



Firmly vest accountability for EPIC data in the a EPIC Business Team and the Information Services Executive Steering Committee



Build EPIC internally or adapt the Department of Labor and Industries system

�Overview

Statement of the Problem:  

Ecology currently has no integrated employee database available for agency-wide or program-specific systems.  This has resulted in the same information being tracked in many different places, problems with data integrity and management reporting, and overall lack of efficiency in processing employee information across the agency.

Background:  

In the winter of 1995, an agency task team began to identify business needs for employee data.  This effort was initiated for the following reasons:  to serve administrative needs--such as notifying Facilities and Information Services Section staff of physical and technical service needs of employees; to create a central employee database to be accessed by internal Ecology information systems; and to serve as the foundation for a future comprehensive human resource management system, and to address the need for an accurate up-to-date phone directory for employees to access.  The task team’s work was guided by an executive steering committee.  From the beginning, the project was known as “EPIC”--Employee Plus Information Computer System.  Conflicting expectations led the steering committee to suspend the project for re-evaluation in early 1996.



In the spring of 1996, the EPIC Steering Committee refocussed the project to address needs of the Information Integration Project (IIP).  By then, there had been a general realization that the IIP would require at least some employee data, and that EPIC had the potential to serve it.  In short order a project manager was chosen, the project statement was  revised, and the EPIC Business Team was expanded.  Roles and responsibilities of all parties were defined.  (See Appendix A)



The revised project was  to identify the high-level, comprehensive business requirements for employee data (work that had already been started and was mostly complete) and then  concentrate on “core” employee data:  common employee data currently required by multiple applications across the agency.  Included in the project statement was the objective of evaluating opportunities to share data with the Department of Personnel (DOP) Data Warehouse Project and Ecology’s IIP.



Figure 1, page 6, depicts conceptually the opportunity for integrating employee data .  �Figure 2, page 7, portrays the EPIC vision.

Process:  

From November 1995 to February 1996, the business team met four times and identified Human Resource Management Functions across the agency and other business areas that use employee data.  They also reviewed and approved a process model developed from the functions identified; and began identifying critical employee data elements (later known as “core”).  The technical team conducted a survey of agency computer information consultants to determine which automated applications use employee data.
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From August 1996 to December 1996, the EPIC Business Team met five times as a team and separately in small task-specific groups.  They refined the core employee data items; decided on the requirements for history, timeliness, and security of each data item; discussed access to the system; and debated responsibility for system maintenance.  They also tested the EPIC prototype for look and feel in terms of their own job functions.



The EPIC Project Team (comprised of the project manager, business lead and technical lead) prepared extensively for each meeting of the business team in order to maximize the efforts of that group.  At the same time, the project team carried out a number of concurrent tasks.  These included conducting internal interviews with job specialties not represented on the business team and meeting with selected state agencies to review their systems for employee data.  The project team also analyzed technical issues involved in linking with Ecology’s “Conveyant” (telephone routing) database system and Facility/Site Identification System as well as the State’s Time Management System and DOP’s Data Warehouse.  Periodically, the project team sought the advice and guidance of the EPIC Steering Committee.



Outcome:  This document provides the blueprint for an integrated database of  “core” employee data.  This database will provide accurate, consistent and timely information for a number of agency applications.  It will go a long way toward eliminating many stand-alone, duplicative and inconsistent systems.  And it will provide data for key fields in many other stand-alone systems. 



EPIC will contain basic information on employees of organizations (such as the Environmental Protection Agency) that share our facilities, as well as other “persons of interest” needed primarily for Reception staff use.  This data accounts for the “Plus” in EPIC.



As designed, the system is sensitive to employee safety concerns; under specified circumstances, information on employees’ names, building locations and telephone numbers will not be available to the public.



Confidential information, such as Social Security Number, will be limited to authorized persons only.



The bulk of EPIC data will be broadly accessible throughout Ecology.  However, access to create, update, or delete data will be strictly limited in order to maintain data quality.



Finally, EPIC will be the vehicle for information on employee “expertise,” a feature highly desired by assistant directors, division planners, and reception staff.



Looking into the Future:   Once EPIC is implemented, incremental adjustments will be possible.



We recommend that you give high priority to incorporating the notification system for service requests related to employee movement.  These requests relate to telephones, cubicles, telecommunications lines, network addresses, and other services essential for employee productivity.  The current paper system is resource-intensive and slow.



Ecology needs organization charts, for both internal and external purposes.  EPIC as designed will provide lists of people by organizational unit, but not in the familiar chart format.  We recommend that a future enhancement look at enabling EPIC to create organization charts.  There are numerous products on the market, such as Microsoft’s Organization Chart 2.0, that produce organization charts, but it is unknown at this time if EPIC data could be imported into any of them.  It cannot be imported into Microsoft’s Organization Chart 2.0.  The limited research that has been done seems to indicate that the ability to import data is generally restricted to prior versions of their own software.



EPIC provides amply for information related to persons, but not for information that is not tied to persons.  An example is 800 lines operated by Ecology and other entities that the receptionists may need for referrals.  We can accommodate the main receptionists’ needs, but unfortunately there may not be an elegant way to provide the same information to individual program receptionists.  It may be possible to allow the individual programs’ reception staff the ability to read the “Conveyant” database to obtain this information.  Additional research in this area is required to determine the potential impact on response times and the LAN/WAN traffic.   In the future, it would be desirable to expand the Agency’s database to include information pertaining to phones that are not tied to persons.  



Not to be forgotten in future enhancements is the need for a comprehensive human resource information  system.  That need was beyond the scope of this project, but EPIC can be its foundation.  If the Labor and Industries system is revised to meet Ecology’s needs, it has the potential to fulfill that need since L&I will be migrating their entire Human Resource Information System to a client server environment.



For a representation of how EPIC data relates to existing and future systems, see Figure 3, page 10, EPIC Core Data Conceptual Relationships.
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Figure 3

�Summary of Technical Requirements for EPIC

(Updated 3/98)



The assumption of the EPIC Project Team is that the EPIC “core” project must be an enterprise-wide application conforming to requirements similar to those for the Information Integration Project (IIP) and the agency Cashiering System.



Hardware Platform:  At a minimum, client machines should be Pentium 166  machines with 32MB of RAM. Developer machines should be Pentium (90 or 133) machines with a minimum or 32MB of RAM. 

Operating System:  The target client operating system is Windows 95 and NT 4.0.  The development environment is Windows NT 4.0.    Both client and development will require the 32 bit versions of Microsoft’s TCP/IP stack, Sybase Open Client, and Sybase ODBC driver.

Ad Hoc Reporting Tools:  None required, but it is assumed that the users would utilize Microsoft Access, Crystal Reports, or other agency supported reporting tools.

Database Software:  Sybase SQL Server 11 on HP/UX.

Front-End Development Tools:  To be determined.  Agency standard for non-web development is Visual Basic, PowerBuilder, and C++.

Reporting Tools:  To be determined.  

Web Browers:  Microsoft Internet Explorer 3.x, 4.x and Netscape.
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Findings and Recommendations

The Need for EPIC

Employee data is widely used and needed for Ecology’s business functions.



The EPIC Business Team investigated how often and where data on employees is currently used within the department or likely to be needed in the future.  The initial step was to identify functions within the Human Resource Management Business Area.  (See Appendix B for “Human Resource Management Functions” and “Human Resource Management Process Model.”)  The next step was to survey lead Computer Information Consultants (CICs). The response was sketchy.  In general, CICs were well informed about systems already in operation.   Few had much, if anything, to suggest about needs for employee data. (See Appendix B for the “CIC Survey.”)



The team also examined in detail the 23 other business areas originally identified in 1995 by the Information Strategy Plan, the first product of the Information Integration Project (IIP).  Through sharing our own direct knowledge of the 23 areas, we found extensive current use of employee data.  For example, any time an employee writes a permit or order or takes any action that is tracked, the name of that employee is a minimum requirement.  In many cases the needs include telephone number, location, organizational information, and the like.  



We also identified two additional areas not obviously included in the IIP list of business areas but which use employee data intensively.  One was Payroll, which includes paying employees and attendance reporting.  The other was General Administration, for authorizing building key cards, driver licenses, fleet usage, and so forth.  (See Appendix B for  “Ecology Business Areas and Processes that Use Employee Data.”)



To augment the picture of the uses of and needs for employee data, the EPIC Project Manager conducted interviews with three assistant directors, an office manager, three division managers, and the division planners.  Depending on job responsibilities, the needs for particular information varied considerably.  However, these interviews revealed an overwhelming desire to be able to use information about employees strategically.  Examples of strategic uses included what sorts of training to offer in the coming months or years; analysis of the current status of Ecology’s workforce in order to plan for the future; how to control the unplanned costs of overtime; evaluating our progress in becoming a flatter organization; how best to staff and direct the work of satellite offices; etc.



Many of the people interviewed expressed an overwhelming need for more accurate and complete information on what employees do.  They need to know the duties and expertise of employees.  In this way, they can assemble the right people for task teams, or direct a call to the most appropriate individual.  In some instances, it would be desirable to have information on employees that includes geographic area and program as well as responsibilities.  (See Appendix B for “Internal Interviews.”)



A “master” database of core employee data can improve the accuracy and consistency of employee information in multiple applications and reduce the workload of maintaining such data.



Currently, data on employees is keyed into applications all over the agency.  Programs and offices produce telephone lists;  the agency provides a telephone directory; HQ Reception maintains a separate directory; and phone numbers are included in the Time Management System.  Programs keep lists of staff members by funding source and with equipment inventory lists; agency systems contain the same names.  Programs keep track of positions; so does Employee Services.  Program receptionists keep lists of staff members with particular expertise; agency receptionists do the same.  Examples of redundant effort abound.



Over time, an employee may start out at Ecology in one program, change classification, move to another program, change building location, and change her name.  Each of these changes should trigger changes in applications kept for particular purposes.  However, the responsibility for employee data is so dispersed that the pressure for consistency and accountability is low.  For example, a person may be listed in the Time Management System under a prior supervisor, in a facility-oriented database under a prior name, on the Ecology Home Page under a previous responsibility, and in the agency telephone directory under a prior number.



The EPIC Business Team looked at broad functional areas to identify core  employee data for a master database.  (See Appendix B, page 122,  for the “Prioritized List of Core Elements.”)   From the standpoint of system users, there are 38 core data elements; however, from a information technology standpoint, there are over 100.



Department of Personnel’s Data Warehouse and EPIC

The project team evaluated the Department of Personnel (DOP) Data Warehouse prototype to determine how it could assist in meeting the needs of EPIC.  There are several areas where the data available does not meet EPIC’s requirements (data for non-employees, timeliness and history requirements)  or is simply not available (expertise, internet email address, workstation). 



Because the Department of Personnel’s system was built to accommodate payroll needs, the data frequently cannot be keyed in advance of an employee’s appointment date.  Sometimes the information cannot be keyed until up to one week after the appointment and the data is not available in the Warehouse until up to two weeks after the action.  There are a few key fields where this time delay is a problem (name, organization, agency start date).



For these reasons, Ecology cannot depend on the warehouse for our  needs, however EPIC will be extracting data that is not time sensitive from either the Warehouse or other download processes available through the Department of Personnel.



(See Appendix B, page 123-125, for “Comparison of EPIC Elements by Source” and “Data Warehouse Prototype.”)

What EPIC Will Provide 

Outputs from EPIC can serve many purposes.

Standard outputs will include information on telephone numbers, organizational units, employees’ supervisor or other contact persons, building occupants, cubicle occupants, cellular phone and pager number lists, persons on developmental assignments, and expertise lists.



Historical information will accumulate in many fields; for example, organization will capture the name changes of entities as well as their life spans; and as an individual changes work location and/or job, this history will be captured, too.



EPIC will also include information on people who are not employees, but are contractors, volunteers, or key contacts in other agencies (e.g., the Department of Health) to whom receptionists must frequently transfer calls.  The information on non-employees will be limited to name, number, agency, and expertise.



Outputs can be in the form of views, reports, and labels.  Employees will also have the ability to make ad hoc inquiries of the database to build reports.  These outputs in various ways will serve managers and administrative support staff.



Information from EPIC can serve specific “local” applications.

The EPIC Business Team learned that many program and section-specific applications would benefit from employee data.  This data can be downloaded or accessed directly.  For example, the person responsible for ensuring staff are in the proper medical aid classification for insurance purposes could extract employee data from EPIC to build her own database. The Telecommunications Unit could extract data to use as part of detailed tracking system on equipment location and use.  And, the training managers could use EPIC data in their training databases.



EPIC provides a place to store information on “expertise.”

The Ecology Directory has for years included information about staff contacts for particular areas of expertise.  Collecting and maintaining this information has been difficult, yet it is in high demand both internally and externally.  Our reception staff in particular depend upon it to direct inquiries to the right people.  Currently it is contained in the Conveyant System and another database maintained by Sarah Barrie, Transportation Unit.  



The “expertise” issue has often been confused with the issue of “duties.”  Most of the expertise in the directory consists of assigned duties.  However, the business team learned that there is a need to include non-duty areas of expertise.  Examples include knowledge of CPR, particular languages, team facilitation techniques, or knowledge gained in prior assignments that may periodically be useful today.



EPIC has been designed to include information on expertise, and a way to indicate if the expertise is part of an individual’s formal duties.



The business team also learned that some supervisors wish to help manage the workload of their staff members, and may also wish to review the way employees might self-describe their expertise.  The business rules for expertise give supervisors responsibility for determining what expertise should be listed for their employees.



Developing the actual terminology and methods for the directory is beyond the scope of EPIC.  The Assistant Director for Administrative Services has committed to overseeing a cross-agency task team to develop the expertise selections.  Thereafter, the programs will be responsible for making the expertise selections for their employees. HQ Reception will enter the data for non-Ecology people.





Access to EPIC Data

Employee data should be broadly available.

The EPIC vision is that most of the data within the EPIC database will be accessible by all Ecology employees, and that selected information will be available externally through Ecology’s Internet site.  However, an employee’s actual ability to access the database may be limited by his or her technical environment, the number of database connections available, and the number of concurrent connections allowed. Cost and performance issues must be considered for each new connection.  These constraints are identical to those for each new user of the technical environment that supports any application that is a part of the IIP.



In some cases access to particular data should be limited.

Some employees have experienced domestic violence or other frightening situations in their personal lives.  Telephone harassment and unwelcome visits can follow them into the workplace.  These employees need to be shielded from such abuse.  At the same time, employees must be accessible to one another and the public in order to accomplish the agency’s work.  Generally, EPIC information will not be confidential within Ecology, but under certain circumstances Employee Services, in conjunction with the person’s supervisor, may determine that information on some employees should be excluded from public distribution.



A second issue of concern relates to cellular and pager numbers due to the potential for unnecessary interruptions.   With the exception of some Washington Conservation Corps supervisors, all employees have a desk phone at a permanent location.  Cellular and pager numbers need to be included in EPIC, but access to them should be controlled by the employee’s “contact” person.





A third concern relates to information that is posted to Ecology’s Home Page or is otherwise available to the public.  Some managers and employees prefer that contacts for particular topic be focused and limited; the system therefore must be able to exclude some people from listings posted for public use.



And last, Social Security Number must be treated as confidential, with access limited to supervisors, time keepers, and a few others with legitimate business need to know.



The security levels currently envisioned for EPIC give certain groups of people access to some information.  The groups are essentially horizontal across the agency rather than limited to a particular organization.  Ad hoc inquiries by such people could inadvertently disregard intended protections.  However, iron-clad protections would be time-consuming and extremely complicated to build.  We prefer to rely on a well-trained, reliable user team to ensure that sensitive information remains protected appropriately.



(See Appendix C for “Security of Confidential and Sensitive Data,” “Security Concepts,” and “Data Access/Security Worksheet.”)





What EPIC Will Not Provide

EPIC will not contain detailed personnel information.

Managers frequently want to “profile” their divisions or programs.  The Department of Personnel’s data will continue to be the source of information on employees’ age, ethnicity, salary, employment history with the state, and so forth.  The DOP data can be accessed through Employee Services.



EPIC initially will not provide a “notification system” for employee movements.

EPIC has the potential of serving the Administrative Services “notification” system related to providing workstations, phones, and other services which facilitate employee movements.  However, the notification system is beyond the scope of the core system.  It should be considered for a future EPIC enhancement.



EPIC initially will not provide detail on employees’ work schedules.

Some members of the EPIC Business Team were strongly interested in being able to access the work schedules of employees, particularly those they supervise.  EPIC will include a descriptive field, but a detailed table of work hours by days must be considered for a future enhancement.



�Strategy for Moving Forward

The EPIC Steering Committee must seek agency endorsement of EPIC.  

It is important for the EPIC Steering Committee to “sell” the benefits of EPIC and get agency concurrence before proceeding with implementation.



EPIC will require some changes in business practices.  The EPIC proposal assigns responsibility for creating and updating data elements, and for doing so within particular timeframes. Those individuals given EPIC responsibility may feel they are being asked to take on a new, unfair work burden even though EPIC will reduce the overall effort and cost of creating and updating employee data.  (See Table 1, “EPIC Data Maintenance Plan” on the next page and Appendix B, “Worksheet on Timeliness and History Recommendations” and “Data Creation Matrix.”)



The actual amount of time for updating information will be minimal; throughout the agency, there are on average only 42 personnel movements, or about four per program per month.

�Table 1.  EPIC Data Maintenance Plan



EPIC Data Maintenance Plan  ��

To address concerns about the number of people updating the data and to simplify security access, we propose that each program have a primary and back-up designee to maintain changes to the database with following exceptions:



	Logonid & Internet Email Address - Information Services

	Appointment and Position Information - Dept. of Personnel Downloads

	Building Occupants and People of Interest - Reception

	WCC Corps Members and EYC Crew Members - Dept. of Personnel Downloads



The designees would also serve on a standing user team to advise the technical support staff on system operation and improvements.  We expect that the designees will develop a sense of ownership in the system and take pride in keeping it up to date.





Workload



Following are some statistics on Ecology personnel activity to give an idea of the workload this will require:

	

January 1995 - December 1996 Personnel Actions



	New Hires:			240

	Off Staff:			300

	Appointments Within:	454



	Total Actions:			994

	Monthly Average:		  42



The above statistics do not include 

WCC Corps Members or EYC Crew Members 

Actions which do not involve employee movement 

Movement of employees that is not initiated by a personnel action or re-organizations.



New hires will require the most data entry but at the maximum it should take 10 minutes to enter.  Updates should take considerably less time.  Most of the data entry would involve pointing and clicking to select options.  ��

A new project manager can help the EPIC Steering Committee launch the project.

The new project manager can help the EPIC Steering Committee refocus its charter toward implementation, develop a communications plan, and frame the charter for a new EPIC Business Team.  The steering committee should ensure continuation (if possible) of the individuals who have served as technical and business leads on the EPIC Project Team.



An important early task will be to ensure that data to be migrated to EPIC is accurate before it is transferred.



EPIC can capitalize on data already available by migrating data from other applications.

The Time Management System, Ecology Conveyant Database System, Department of Personnel data, and Ecology Employee Services databases all contain data that can be used to populate EPIC.  Additional data can be obtained from Ecology’s Information Services Section, Telecommunications Unit, Transportation Office, and Payroll.  (See Table 2 for a summary of migration possibilities and Appendix C for greater detail on system interfaces.)

�Table 2.  EPIC Data Migration Plan



EPIC Data Migration Plan  ��

Most of the data needed for EPIC can be migrated from the following existing systems:



1.	OFM Time Management System (Time Accounting)

		Phone # (Desk)

		Supervisor

		Contact

		Organization Information (Division, Program Section)

		Location

Provides the easiest mechanism for migrating information because the data can be linked by Social Security Number

The Programs have access to update the system .

We can ask Timekeepers to verify that the data is correct for all employees by a certain date.



2.	Conveyant or Phone Directory Database 

Workstation Number

Expertise Listing

Fax Number

People of Interest to Ecology



3.	Department of Personnel (Data Warehouse or FOCUS Download)

		SSN

		Name

		Appointment Data

		Position Data



4.	Ecology Employee Services Databases 

		Name Change

		Developmental Assignment Information



5.	Other Potential Sources:

		Payroll - Non-standard Work Week Database

		Telecommunications - Pager Number and Cellular Phone Number

		Information Services - Logonid, internet email address



Historical data would not be migrated.



This migration plan should keep the amount of data entry needed to a minimum. 



Data Entry

The following data will most likely need to be entered by program designees once the migration is completed:

		Nickname

		Non-standard work week

		Units (Data currently available stops at the Section level)



Entering it will help Program Designees to get used to the system.



Verification

Once the data is migrated, the information will be verified by the Programs.  We will work with the Program Designees to determine the best way to check the information. ���Plans for integration with the Facility/Site Identification System have been made.

EPIC will integrate with Facility/Site (F/S) through  its use of both the F/S ‘PARTY’ table and the F/S ‘GEOGRAPHIC_LOC’ table.  The decision was made to incorporate both the Employee and Non-Employee information into a single “Party” table.  In order to accommodate the integration, the following items would have to be put in place:



An indicator needs to be added to the “Party” table to differentiate between Ecology Employees and Non-Employees.  

Prior to the implementation of the EPIC system, maintenance rules will have to be established in the F/S system to insure that Employee data is only maintained  through the EPIC system. 

All EPIC relationships to the ‘PARTY’ must be made optional.

EPIC users will be free to add NON-EMPLOYEES through the EPIC system.   However, they will first have to check the ‘Party’ table to make sure the ‘Party’ has not been entered via the F/S system

‘Party’ records can only be deleted by EPIC users if these records are not being used by F/S,  EPIC, or other IIP application.  EPIC history requirements dictate that an Employee ‘Party’  record should NEVER be deleted by a F/S or other IIP user.

To accommodate limitations in F/S where an Employee may also be a Non-Employee, the individual would be entered twice, once as an Employee and another time as a Non-Employee.  The complexity associated with the implementation of a single individual was far greater than the extra work  of entering the individual twice



The above items are to be addressed as part of the enhancements being made by the Claremont Technology Group, Inc. to the Facility/Site system.



Other possible integration possibilities were not pursued.  These include use of the ‘FACILITY_SITE’ table in place of the EPIC ‘LOCATION’ table and the use of the new F/S ‘ORGANIZATION’ table instead of the EPIC ‘ORGANIZATION’ table.



(See Appendix C, page 161, for more detail on integration with Facility/Site).



Accountability for EPIC data must be firmly vested in the new EPIC Business Team.  

Ecology has long struggled to improve the quality and timeliness of agency data.  The problem is particularly vexing when responsibility for data is dispersed.  The Information Integration Project will be successful only if all the contributors do the best job they can to maintain the data in their applications.

�To ensure the quality and timeliness of employee data, each program should have an EPIC Designee and EPIC Alternate on the EPIC Business Team.  (Administrative Services and Employee Services may have several members.)  Responsibility for EPIC should be a component of these individuals’ official duties.



In addition to overseeing the quality and timeliness of the data, the EPIC Business Team should also be responsible for reviewing and suggesting enhancements to EPIC, and evaluating the overall effectiveness of the application.  



Build vs. Buy

Ecology must as soon as possible decide whether to buy or build a system.  

The EPIC Project Team would prefer building a system that is customized to Ecology’s needs.  We found during external interviews that most agencies using “turnkey” systems are using them in a limited way.  They generally are looking for solutions that relate to their human resource management needs only.  They have not attempted to integrate their employee data systems with other agency business areas. (See Appendix B, page 137, “External Interviews.”)   By contrast, the mission of EPIC is to provide employee data for multiple agency applications in an integrated way.



Ecology should closely evaluate the possibility of using the Department of Labor and Industries’ system.

The Department of Labor and Industries (L&I) has constructed an application containing extensive personnel administration information and an automated leave process.  The agency is now planning to move it to a client server environment.  A study of options for the redevelopment effort is to begin soon and intentions are to complete it by June 30, 1997.



L&I’s application addresses a large percentage of the EPIC core data elements, and in addition provides for a comprehensive human resource management system which otherwise would be years away for Ecology.  The paperless leave approval component would also appeal to the resource-conscious Ecology culture.  Staff-to-staff discussions indicate that L&I would be willing to consider Ecology’s needs in the redevelopment effort, and give us the application free of charge.



L&I’s timing and technical choices will determine how well their system will meet Ecology’s needs.



For detail on L&I’s system, see page 145.



For a visual depiction of the options, see “EPIC High Level Process Flow,” on the next page.

 �
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�EPIC  Data Dictionary





Model Description

This is a DRAFT physical data model of the tables needed for the EPIC system.  It should be noted that in addition to the tables described herein, there will most likely be additional look-up tables created.��Some data attributes, Social Security Number in particular, are considered confidential and should only be available to a limited number of staff.  This may require the inclusion of additional data attributes and/or the creation of data views that are not depicted in this model.  The levels and depths of security have not been fully defined at this time. ��All attributes with DOP as their prefix contain data that is planned to be loaded on a regular basis from sources outside the Department of Ecology.  Limited definitions for these elements have been included.��This model incorporates the changes made to integrate EPIC with the IIP and  Facility/Site system.  Tables that are shared include PARTY and GEOGRAPHIC_LOC.  It should be noted that GEOGRAPHIC_LOC contains many fields but they have not be included as part of this model.  EPIC  locations will use many of the fields on this table.  Please see the F/S data dictionary for more information concerning GEOGRAPHIC_LOC table.

�EPIC Tables

Name�Code�Number� �DOP_Appointment�DOP_APPOINTMNENT�10000� �DOP_Job_Class�DOP_JOB_CLASS�1500� �DOP_Person�DOP_PERSON�2000� �DOP_Position�DOP_POSITION�2000� �Ecology_Appointment�ECOLOGY_APPOINTMENT�500� �Expertise�EXPERTISE�250� �Expertise_Set�EXPERTISE_SET�500� �Geographic_Loc�GEOGRAPHIC_LOC�50� �Org_RelationShip�ORG_RELATIONSHIP�200� �Organization�ORGANIZATION�100� �Party�PARTY�2000� �Per_WorkStation�PER_WORKSTATION�1500� �Person_Contact�PERSON_CONTACT�3000� �Person_Expertise�PERSON_EXPERTISE�500� �Person_Name�PERSON_NAME�2500� �Person_Org�PERSON_ORG�3500� �Person_Phone�PERSON_PHONE�2500� �Person_Type�PERSON_TYPE�2500� �Person_Work_Location�PERSON_WORK_LOCATION�2000� �Work_Location�WORK_LOCATION�50� �

�

�EPIC Core Data Fields���Field Name�Type� �ALT_PHONE_NR�char(15)� �DOP_AGENCY_NR�char(3)� �DOP_APPOINT_END_DT�datetime� �DOP_APPOINT_START_DT�datetime� �DOP_APPOINT_TYPE_CD�char(10)� �DOP_JOB_CLASS_CD�char(5)� �DOP_JOB_CLASS_CD�char(5)� �DOP_JOB_CLASS_CD�char(5)� �DOP_JOB_CLASS_LONG_DS�char(50)� �DOP_JOB_CLASS_SHORT_DS�char(16)� �DOP_MERIT_SYSTEM_CD�char(1)� �DOP_MERIT_SYSTEM_CD�char(1)� �DOP_MERIT_SYSTEM_CD�char(1)� �DOP_PER_SSN_NR�numeric(9)� �DOP_PERM__STATUS_CD�char(2)� �DOP_PERSON_NM�char(20)� �DOP_POSITION_CD�char(5)� �DOP_POSITION_CD�char(5)� �DOP_SUB_AGENCY_NR�char(2)� �ECY_APPOINT_ID�numeric(8)� �ECY_APPOINT_PERM_AGENCY_CD�char(3)� �ECY_APPOINT_PERM_ORG_ID�numeric(8)� �ECY_APPOINT_START_DT�datetime� �ECY_APPOINT_STOP_DT�datetime� �ECY_APPOINT_TYPE_CD�char(1)� �EMAIL_AD�char(40)� �EMAIL_AD_EXCLUDE_FL�bit� �EXPERTISE_DS�char(80)� �EXPERTISE_ID�numeric(8)� �EXPERTISE_ID�numeric(8)� �EXPERTISE_ID�numeric(8)� �EXPERTISE_SUB_ID�numeric(8)� ��

EPIC Core Data Fields���Field Name�Type� �EXPERTISE_SUB_ID�numeric(8)� �FAX_NR�char(15)� �FIRST_NM�varchar(20)� �GEO_LOC_ID�nchar(8)� �GEO_LOC_ID�nchar(8)� �INTERNET_EXCLUDE_FL�bit� �KEY_SEARCH_INIT_NM�char(1)� �KEY_SEARCH_NM�varchar(10)� �LAST_NM�varchar(20)� �LAST_UPD_INIT_NM�char(7)� �LAST_UPT_DT�datetime� �LAST_UPT_TM�datetime� �LOC_ABBREV_NM�char(16)� �LOC_ID�numeric(8)� �LOC_ID�numeric(8)� �LOC_MAILSTOP_CD�char(5)� �LOC_NM�char(50)� �LOC_USPS_CITY_NM�char(15)� �LOC_USPS_LINE1_AD�char(40)� �LOC_USPS_LINE2_AD�char(40)� �LOC_USPS_STATE_CD�char(2)� �LOC_USPS_ZIP_CD�char(9)� �LOGON_ID�char(7)� �MIDDLE_INIT_NM�char(1)� �ORG_ABBREV_NM�char(16)� �ORG_CREATE_DT�datetime� �ORG_END_DT�datetime� �ORG_ID�numeric(8)� �ORG_ID�numeric(8)� �ORG_ID�numeric(8)� �ORG_NM�char(40)� �ORG_REL_END_DT�datetime� �ORG_REL_ID�numeric(8)� �EPIC Core Data Fields���Field Name�Type� �ORG_REL_PARENT_ORG_ID�numeric(8)� �ORG_REL_START_DT�datetime� �ORG_TYPE_CD�char(1)� �PARTY_ID�numeric(8)� �PARTY_ID�numeric(8)� �PARTY_ID�numeric(8)� �PARTY_ID�numeric(8)� �PARTY_ID�numeric(8)� �PARTY_ID�numeric(8)� �PARTY_ID�numeric(8)� �PARTY_NM�varchar(40)� �PARTY_TM�datetime� �PER_CON_ID�numeric(8)� �PER_CON_PERSON_ID�numeric(8)� �PER_CON_TYPE_CD�char(2)� �PER_EXPERTISE_DUTY_FL�bit� �PER_EXPERTISE_ID�numeric(8)� �PER_LOC_END_DT�datetime� �PER_LOC_ID�numeric(8)� �PER_LOC_ID�numeric(8)� �PER_LOC_PRIMARY_FL�bit� �PER_LOC_START_DT�datetime� �PER_NAME_FIRST_NM�char(40)� �PER_NAME_ID�numeric(8)� �PER_NAME_LAST_NM�char(40)� �PER_NAME_MIDDLE_NM�char(40)� �PER_NAME_TYPE_CD�char(2)� �PER_ORG_END_DT�datetime� �PER_ORG_ID�numeric(8)� �PER_ORG_START_DT�datetime� �PER_PHONE_AREA_CD�char(3)� �PER_PHONE_EXCLUDE_CD�char(2)� �PER_PHONE_EXTENSION_NR�char(4)� �EPIC Core Data Fields���Field Name�Type� �PER_PHONE_NR�char(7)� �PER_PHONE_PRIMARY_FL�bit� �PER_PHONE_TYPE_CD�char(2)� �PER_SSN_NR�numeric(9)� �PER_SSN_NR�numeric(9)� �PER_TYPE__ID�numeric(8)� �PER_TYPE__ID�numeric(8)� �PER_TYPE__ID�numeric(8)� �PER_TYPE_CD�char(1)� �PER_TYPE_END_DT�datetime� �PER_TYPE_START_DT�datetime� �PER_WORK_STATION_DS�char(15)� �PER_WORK_STATION_ID�numeric(8)� �PER_WORK_STATION_PRIMARY_FL�bit� �PERS_PHONE_ID�numeric(8)� �PHONE_EXT_NR�char(5)� �PHONE_NR�char(15)� �TAX_ID_NR�char(15)� �TITLE_NM�char(2)� �TYPE_CD�char(10)� �WORK_HRS_DS�varchar(100)� �

�EPIC Table Descriptions and Data Elements

DOP_Appointment

Description:  DOP Appointment data for Ecology employees.

Column List

Name�Type�P�M� �DOP_Agency_NR�char(3)�No�No� �DOP_Appoint_End_DT�datetime�No�No� �DOP_Appoint_Start_DT�datetime�No�No� �DOP_Appoint_Type_CD�char(10)�No�No� �DOP_Job_Class_CD�char(5)�No�No� �DOP_Merit_System_CD�char(1)�No�No� �DOP_Position_CD�char(5)�No�No� �DOP_Sub_Agency_NR�char(2)�No�No� �Per_SSN_NR�numeric(9)�Yes�Yes� �

Dop_Job_Class

Description:  DOP Job Class Information.

Column List

Name�Type�P�M� �DOP_Job_Class_CD�char(5)�Yes�Yes� �DOP_Job_Class_Long_DS�char(50)�No�No� �DOP_Job_Class_Short_DS�char(16)�No�Yes� �DOP_Merit_System_CD�char(1)�Yes�Yes� �

DOP_Person

Description:  This file contains records to link Ecology employee's to additional information contained in the State's personnel payroll system.  Records may exist on this table but not have matching records on the Person_Type table.  Only Ecology employees will have DOP_Person records.

Column List

Name�Type�P�M� �DOP_Per_SSN_NR�numeric(9)�Yes�Yes� �DOP_Perm_ Status CD�char(2)�No�Yes� �DOP_Person_NM�char(20)�No�Yes� ��

DOP_Position

Description:  DOP Position Information.

Column List

Name�Type�P�M� �DOP_Job_Class_CD�char(5)�No�Yes� �DOP_Merit_System_CD�char(1)�Yes�Yes� �DOP_Position_CD�char(5)�Yes�Yes� �

Ecology_Appointment

Description:  This table contains information that pertains to some Ecology employees whose appointments require the collection of information that is not maintained by the Department of Personnel.

Column List

Name�Type�P�M� �ECY_Appoint_ID�numeric(8)�Yes�Yes� �ECY_Appoint_Perm_Agency_CD�char(3)�No�No� �ECY_Appoint_Perm_Org_ID�numeric(8)�No�No� �Ecy_Appoint_Start_DT�datetime�No�No� �Ecy_Appoint_Stop_DT�datetime�No�No� �ECY_Appoint_Type_CD�char(1)�No�No� �Per_Type__ID�numeric(8)�No�Yes� �

Expertise

Description:  This table contains key words which describe areas of skill or knowledge .

Column List

Name�Type�P�M� �Expertise_DS�char(80)�No�Yes� �Expertise_ID�numeric(8)�Yes�Yes� ���Expertise_Set

Description:  This table designates relationships between expertise records to create an expertise/sub-expertise set of information.

Column List

Name�Type�P�M� �Expertise_ID�numeric(8)�Yes�Yes� �Expertise_Sub_ID�numeric(8)�Yes�Yes� �

Geographic_Loc

Description:  For EPIC it is the table that contains various means to describe the physical location of a general area or specific work location on the surface of the earth.  This includes street address, city, county, legislative district, STR, and others.

Column List

Name�Type�P�M� �GEO_LOC_ID�nchar(8)�Yes�Yes� �

Org_RelationShip

Description:  This table defines the relationship between organizations from a chain of command perspective.

Column List

Name�Type�P�M� �Org_ID�numeric(8)�No�Yes� �Org_Rel_End_DT�datetime�No�No� �Org_Rel_ID�numeric(8)�Yes�Yes� �Org_Rel_Parent_Org_ID�numeric(8)�No�No� �Org_Rel_Start_DT�datetime�No�Yes� ���Organization

Description:  A table used to identify groups of persons with specific responsibilities working together to accomplish a common goal.

Column List

Name�Type�P�M� �Org_Abbrev_NM�char(16)�No�Yes� �Org_Create_DT�datetime�No�Yes� �Org_End_DT�datetime�No�No� �Org_ID�numeric(8)�Yes�Yes� �Org_NM�char(40)�No�Yes� �Org_Type_CD�char(1)�No�Yes� �

Party

Description:  A table that contains a record for each employee or individual of significance to the Department of Ecology.

Column List

Name�Type�P�M� �Alt_Phone_NR�char(15)�No�No� �EMail_AD�char(40)�No�No� �EMail_AD_Exclude_FL�bit�No�Yes� �Fax_NR�char(15)�No�No� �First_NM�varchar(20)�No�Yes� �Internet_Exclude_FL�bit�No�Yes� �Key_Search_Init_NM�char(1)�No�No� �Key_Search_NM�varchar(10)�No�No� �Last_NM�varchar(20)�No�Yes� �Last_Upd_Init_NM�char(7)�No�No� �Last_Upt_DT�datetime�No�No� �Last_Upt_TM�datetime�No�No� �Logon_ID�char(7)�No�No� �Middle_Init_NM�char(1)�No�No� �Party_ID�numeric(8)�Yes�Yes� �Party_NM�varchar(40)�No�Yes� �Party_TM�datetime�No�No� �Phone_Ext_NR�char(5)�No�No� �Phone_NR�char(15)�No�No� �Tax_ID_NR�char(15)�No�No� �Title_NM�char(2)�No�No� �Type_CD�char(10)�No�Yes� �Work_Hrs_DS��varchar(100)�No�No� �Per_WorkStation

Per_Workstation

Description:  This table contains textual information pertaining to a person's work-station/office location within a work location.  Although codes are available for some work locations, there was no desire to build or maintain a table of these at this time.

Column List

Name�Type�P�M� �Per_Loc_ID�numeric(8)�No�Yes� �Per_Work_Station_DS�char(15)�No�Yes� �Per_Work_Station_ID�numeric(8)�Yes�Yes� �Per_Work_Station_Primary_FL�bit�No�Yes� �

Person_Contact

Description:  A table that associates one person to another.  This allows for the creation of various relationships such as supervisor, contact, co-worker, etc.

Column List

Name�Type�P�M� �Party_ID�numeric(8)�No�Yes� �Per_Con_ID�numeric(8)�Yes�Yes� �Per_Con_Person_ID�numeric(8)�No�Yes� �Per_Con_Type_CD�char(2)�No�Yes� �

Person_Expertise

Description:  This table associates a skill or area of knowledge to a person.

Column List

Name�Type�P�M� �Expertise_ID�numeric(8)�No�No� �Expertise_Sub_ID�numeric(8)�No�No� �Party_ID�numeric(8)�No�Yes� �Per_Expertise_Duty_FL�bit�No�Yes� �Per_Expertise_ID�numeric(8)�Yes�Yes� ���Person_Name

Description:  This table contains the various names by which a person may be known.

Column List

Name�Type�P�M� �Party_ID�numeric(8)�No�Yes� �Per_Name_First_NM�char(40)�No�Yes� �Per_Name_ID�numeric(8)�Yes�Yes� �Per_Name_Last_NM�char(40)�No�Yes� �Per_Name_Middle_NM�char(40)�No�No� �Per_Name_Type_CD�char(2)�No�Yes� �

Person_Org

Description:  Certain person types, mainly Ecology Employees, will be associated to a given organization. Some persons work for more than one organization at any given time.  History is required.

Column List

Name�Type�P�M� �Org_ID�numeric(8)�No�Yes� �Per_Org_End_DT�datetime�No�No� �Per_Org_ID�numeric(8)�Yes�Yes� �Per_Org_Start_DT�datetime�No�Yes� �Per_Type__ID�numeric(8)�No�Yes� ���Person_Phone

Description:  Table containing the number assigned to a person's desk phone, cellular phone, beeper, fax machine, or other device that use the telephone system for communication.

Column List

Name�Type�P�M� �Party_ID�numeric(8)�No�Yes� �Per_Phone_Area_Cd�char(3)�No�No� �Per_Phone_Exclude_CD�char(2)�No�No� �Per_Phone_Extension_NR�char(4)�No�No� �Per_Phone_ID�numeric(8)�Yes�Yes� �Per_Phone_NR�char(7)�No�No� �Per_Phone_Primary_FL�bit�No�Yes� �Per_Phone_Type_Cd�char(2)�No�Yes� �

Person_Type

Description:  This file defines a person's relationship to the Department of Ecology for a given period of time.  It is possible to have more than one current Person_Type record for a given person.

Column List

Name�Type�P�M� �Party_ID�numeric(8)�No�Yes� �Per_SSN_NR�numeric(9)�No�No� �Per_Type__ID�numeric(8)�Yes�Yes� �Per_Type_CD�char(1)�No�Yes� �Per_Type_End_DT�datetime�No�No� �Per_Type_Start_DT�datetime�No�Yes� ���Person_Work_Location

Description:  A table that contains information that associates a person to a work location for a given period of time.

Column List

Name�Type�P�M� �Loc_ID�numeric(8)�No�Yes� �Party_ID�numeric(8)�No�Yes� �Per_Loc_End_DT�datetime�No�No� �Per_Loc_ID�numeric(8)�Yes�Yes� �Per_Loc_Primary_FL�bit�No�Yes� �Per_Loc_Start_DT�datetime�No�Yes� �

Work_Location

Description:  This table contains information pertaining to the work location of a person.  This is most often a building but could also be a site with no street address.  A link to the physical address and spatial information is provided via the GEO_LOC_ID.

Column List

Name�Type�P�M� �GEO_LOC_ID�nchar(8)�No�No� �Loc_Abbrev_NM�char(16)�No�Yes� �Loc_ID�numeric(8)�Yes�Yes� �Loc_MailStop_CD�char(5)�No�No� �Loc_NM�char(50)�No�Yes� �Loc_USPS_City_NM�char(15)�No�No� �Loc_USPS_Line1_AD�char(40)�No�No� �Loc_USPS_Line2_AD�char(40)�No�No� �Loc_USPS_State_CD�char(2)�No�No� �Loc_USPS_ZIP_CD�char(9)�No�No� �

��EPIC Core Data Element Definitions

ALT_PHONE_NR

Description:  An alternate phone number at which party may be reached.  EPIC will place the first phone number found that is defined as one the party's 'alternate ' phone numbers into this attribute.  See Person_Phone table and Phone_Type_CD for more information.��IIP Attribute - See F/S data dictionary for more information.

DOP_AGENCY_NR

Description:  DOP Field.   A number assigned to identify a specific state agency.

DOP_APPOINT_END_DT

Description:  Not a DOP field but can be derived based on subsequent appointments or employee termination date.  The date an employee's appointment to a particular job classification is terminated.

DOP_APPOINT_START_DT

Description:  DOP field.  The effective date of the most recent appointment of the employee to a particular job classification.

DOP_APPOINT_TYPE_CD

Description:  A derivative of DOP's Appointment Status Code which is defined a the type of appointment an employee has to a position.  The valid values of this field to be determined by Employee Services during detail design.

DOP_JOB_CLASS_CD

Description:  DOP Field.  A code used to identify a job classification to which an employee is appointed or that is assigned to a position.

DOP_JOB_CLASS_LONG_DS

Description:  DOP Field.  The full descriptive name of a job classification.  Some examples include Computer Information System Specialist 1, Environmental Planner 5, and Computer Technical Specialist 2.



DOP_JOB_CLASS_SHORT_DS

Description:  DOP Field.  The abbreviated name of a job classification.  Some examples include CISS-1, EP-5, and CTS-2.

DOP_MERIT_SYSTEM_CD

Description:  DOP Field.  A code that identifies to which employment group a state employee is associated.

DOP_PER_SSN_NR

Description:  An employee's Social Security Number.  This is a confidential field and should only be accessible by a limited number of Ecology Staff.  This is used as a means to link to Ecology's EPIC data.

DOP_PERM__STATUS_CD

Description:  DOP Field.  Identifies whether an Ecology employee has obtained permanent status or not.

DOP_PERSON_NM

Description:  DOP Field.  The name of the employee as entered into the State's payroll system.

DOP_POSITION_CD

Description:  DOP Field.   An agency assigned number used to identify an authorized position into which an employee can be appointed.

DOP_SUB_AGENCY_NR

Description:  DOP field.  A code assigned to further identify an organizational structure within an agency.

ECY_APPOINT_ID

Description:  A unique sequence of characters used to identify each Ecology Appointment record  in the EPIC database.

ECY_APPOINT_PERM_AGENCY_CD

Description:  The state agency to which an employee on a temporary assignment with Ecology is permanently assigned.

ECY_APPOINT_PERM_ORG_ID

Description:  The program (organization) to which an employee on a developmental assignment is permanently assigned.

ECY_APPOINT_START_DT

Description:  The date the employee started the Ecology appointment.

ECY_APPOINT_STOP_DT

Description:  The date the employee's Ecology appointment terminated.

ECY_APPOINT_TYPE_CD

Description:  A code to identify the specific type of appointment to which an employee is associated.  A valid type is Developmental Assignment.  Others are still to be determined.

EMAIL_AD

Description:  An electronic mail address used for contacting a person through the Internet.  Default value would be 'NO' which would allow the posting of information.

EMAIL_AD_EXCLUDE_FL

Description:  A flag indicating if a person's E-Mail address should not be made available via the internet or on documents available to the general public.  Default value is 'NO' which would allow the posting of information.

EXPERTISE_DS

Description:  Key words that, at a general or specific level, describe areas in which a person has skill or knowledge.

EXPERTISE_ID

Description:  The identifier of an expertise record that designates a person as having a particular skill or knowledge.  If used in conjunction with an Expertise_Sub_ID, it identifies a general area of skill or knowledge rather than a specific skill or area of knowledge.

EXPERTISE_SUB_ID

Description:  The identifier of an expertise record that designates a person as having a particular skill or knowledge that is a sub-set of a more general area of expertise.

FAX_NR

Description:  The phone number of a FAX machine at which a party will most often send or receive documents.  EPIC will place the first phone number found that is defined as one the party's 'FAX'  numbers into this attribute.  See Person_Phone table and Phone_Type_CD for more information.��IIP Attribute - See F/S data dictionary for more information.

FIRST_NM

Description:  Given name of a party.��IIP Attribute - See F/S data dictionary for more information.

GEO_LOC_ID

Description:  Unique identifier of a Geographic_Loc record.

INTERNET_EXCLUDE_FL

Description:  A flag indicating if NO information pertaining to a person should be made available via the internet or on documents available to the general public.  Default value would be 'NO' which would allow the posting of information.

KEY_SEARCH_INIT_NM

Description:  First character of party’s FIRST_NM.��IIP Attribute - See F/S data dictionary for more information.

KEY_SEARCH_NM

Description:  First 10 characters of party's Last_NM.��IIP Attribute - See F/S data dictionary for more information.

LAST_NM

Description:  Family name of party.��IIP Attribute - See F/S data dictionary for more information.

LAST_UPD_INIT_NM

Description:  IIP Attribute - See F/S data dictionary for information.

LAST_UPT_DT

Description:  IIP Attribute - See F/S data dictionary for information.

LAST_UPT_TM

Description:  IIP Attribute - See F/S data dictionary for information.

LOC_ABBREV_NM

Description:  An abbreviated version of the commonly used name to identify a person's work location.

LOC_ID

Description:  A unique sequence of characters used to identify each work location in the EPIC database.  On the Person_Work_Location table it identifies the work location of a specific individual.

LOC_MAILSTOP_CD

Description:  A code assigned by the State of Washington  for addressing mail to a state employee.

LOC_NM

Description:  The commonly used name to identify a person's work location.

LOC_USPS_CITY_NM

Description:  The city in which the United States Post Office that provides service to a work location is located.

LOC_USPS_LINE1_AD

Description:  A portion of the address used by the United States Postal Service for the delivery of mail to a work location.  This portion most frequently contains the building number, street, or PO BOX Number at which mail is delivered.

LOC_USPS_LINE2_AD

Description:  A portion of the address used by the United States Postal Service for the delivery of mail to a work location.  This portion most frequently contains a continuation of the building number, street, PO BOX Number, or additional information required to insure the correct delivery of mail.

LOC_USPS_STATE_CD

Description:  The state in which the United States Post Office that provides service to a work location is located.

LOC_USPS_ZIP_CD

Description:  A code assigned by United States Post Office to expedite the delivery of mail to a given location.

LOGON_ID

Description:  A unique identifier assigned to all people, or automated processes, that require access to the Department of Ecology’s wide area network or to services provided by the Department of Information Systems.

MIDDLE_INIT_NM

Description:  First character of a party's middle name.��IIP Attribute - See F/S data dictionary for more information.

ORG_ABBREV_NM

Description:  The abbreviated name of an organization.  ASD in place of Administrative Services Division would be an example.

ORG_CREATE_DT

Description:  The date on which an organization was created.

ORG_END_DT

Description:  The date an organization is disbanded and ceases to exist.

ORG_ID

Description:  A unique sequence of characters used to identify each organization in the EPIC database.  For the Person_Org table it identifies the organization to which an individual is assigned. On the Org_RelationShip table it identifies the base (child) organization.

ORG_NM

Description:  The official name of an organization.

ORG_REL_END_DT

Description:  The date one organization ceases to be attached to another organization.  This can be a result of a reorganization or the disbanding of an organization.

ORG_REL_ID

Description:  A unique sequence of characters used to identify each Org_RelationShip record in the EPIC database.

ORG_REL_PARENT_ORG_ID

Description:  A unique sequence of characters used to identify each organization in the EPIC database.  On the Org_Relationship table it identifies the parent organization to which the organization is attached.

ORG_REL_START_DT

Description:  The date an organization is attached to another organization.

ORG_TYPE_CD

Description:  A code that identifies an organizations designated type.  Valid types include Agency, Division, Office, Program, Section, and Unit.

PARTY_ID

Description:  A unique sequence of characters assigned to each person in the EPIC database.  In the case of the Person_Expertise table, it identifies the person that possesses a specific expertise or an expertise and sub-expertise. In the case of the Person_Name table, it identifies the person to which a name is associated. In the case of the Person_Contact table it identifies the person for which the record is being created (parent). On the Person_Work_Location table, it designates a person as being assigned to a particular work location. For the Person_Type file it identifies the person for which the Person_Type record is being created. In the case of the Person_Phone table, it identifies the person to which a phone number is associated.

PARTY_NM

Description:  Assembled name of party in Last_NM, First_NM, Middle Initial format.��IIP Attribute - See F/S data dictionary for more information.

PARTY_TM

Description:  IIP Attribute - See F/S data dictionary for information.

PER_CON_ID

Description:  A unique sequence of characters used to identify each person to person relationship in the EPIC database.

PER_CON_PERSON_ID

Description:  The Person_ID of the person to which the Person_Contact record is being created (child).

PER_CON_TYPE_CD

Description:  A code that depicts the type of relationship created.  Valid types include supervisor, receptionist, and co-worker with others still to be defined.

PER_EXPERTISE_DUTY_FL

Description:  An indicator that designates if a person's skill or area of knowledge is considered part of their official job duties as defined by their positions classification questionnaire or other formal assignment.

PER_EXPERTISE_ID

Description:  A unique number assigned to each Person_Expertise record for identification.

PER_LOC_END_DT

Description:  The date a person was no longer assigned to Work_Location.  This could be the result of the employee leaving the department, internal movement, or simply being reassigned to a new work location.

PER_LOC_ID

Description:  A unique sequence of characters used to identify each Person_Work_ Location record in the EPIC database.

PER_LOC_ID

Description:  A unique sequence of characters used to identify each Person_Work_Location record in the EPIC database.  In this case used to identify the person and Work_Location assigned to a given workstation.

PER_LOC_PRIMARY_FL

Description:  A flag used to determine if a given work location is the primary work location for a person.   This flag is needed because a person may be assigned to more than one work location at the same time.

PER_LOC_START_DT

Description:  The date a person was assigned to a work location.

PER_NAME_FIRST_NM

Description:  The name occurring first in a person's full name.

PER_NAME_ID

Description:  A unique sequence of characters used to identify each Person_Name record in the EPIC database.

PER_NAME_LAST_NM

Description:  A person's family or surname.

PER_NAME_MIDDLE_NM

Description:  That part of a person's full name that is after the first name but before the family name.

PER_NAME_TYPE_CD

Description:  A code that identifies the type of name associated with a given person record.  Valid types include Current Legal (Payroll) Name, Former Name, and Nickname.  It is possible to have more than one Former Name.

PER_ORG_END_DT

Description:  The date a person ceased to work for an organization.

PER_ORG_ID

Description:  A unique sequence of characters used to identify each Person_Org record in the EPIC database.

PER_ORG_START_DT

Description:  The date a person began work for an organization.

PER_PHONE_AREA_CD

Description:  A code assigned by the 'phone company' to designate a geographical area.

PER_PHONE_EXCLUDE_CD

Description:  A code that indicates that access to a phone number is restricted and only available to certain Ecology staff.  The director's cellular phone number is one example.  Code values have not been determined at this time.

PER_PHONE_EXTENSION_NR

Description:  An additional four numbers assigned to a phone line as a result of a company owned PBX or the last four digits of the phone number used by some phone routing and voice mail systems.

PERS_PHONE_ID

Description:  A unique number assigned to each Person_Phone record for identification.

PER_PHONE_NR

Description:  A number assigned to a device by which communication via the phone system can take place.

PER_PHONE_PRIMARY_FL

Description:  A flag used to designate a particular phone number as the primary one to contact an individual via a phone.  This was needed to accommodate those individuals that have multiple work locations and phones.

PER_PHONE_TYPE_CD

Description:  A code that identifies that type of device associated with a phone number.

PER_SSN_NR

Description:  An employee's Social Security Number.  This is a confidential field and should only be accessible by a limited number of Ecology Staff.  This is used as a means to link to DOP data.

PER_TYPE__ID

Description:  A unique sequence of characters used to identify each Person_Type record in the EPIC database.  In the case of the Person_Org table it identifies the person assigned to a given organization. In the case of the Ecology_Appointment table it identifies an Ecology employee for which the record was created.

PER_TYPE_CD

Description:  A code that describes a person's relationship to the Department of Ecology.  Valid types include Employee, Contract Staff, Volunteer, Cafeteria, Security, Janitorial, EPA, DNR, Attorney General,  etc.

PER_TYPE_END_DT

Description:  The last day a person is identified as being a specific person type.

PER_TYPE_START_DT

Description:  The effective date on which a person is identified as a particular Person_Type.

PER_WORK_STATION_DS

Description:  The cubicle, office, or room number where a person's workstation is located.

PER_WORK_STATION_ID

Description:  A unique sequence of characters used to identify each Person_Work_ Location record in the EPIC database.

PER_WORK_STATION_PRIMARY_FL

Description:  A flag used to designate a workstation as the primary workstation for a person.

PHONE_EXT_NR

Description:  An extension to the party's primary phone number.  EPIC will place the Phone_Ext_NR of the party's 'Primary' phone number into this attribute.  See Person_Phone table (Phone_Primary_FL & Phone_Ext_NR) for more information.  IIP Attribute - See F/S data dictionary for more information.

PHONE_NR

Description:  The party's phone number at which they are most likely to be reached.  EPIC will place what is defined as the party's 'Primary' phone number into this attribute.  See Person_Phone table and Phone_Primary_FL for more information.��IIP Attribute - See F/S data dictionary for more information.

TAX_ID_NR

Description:  For F/S and IIP use only - Not used by EPIC.

TITLE_NM

Description:  A party's accepted title used to distinguish sex or educational achievement.  Examples include MR, MS, and DR.��IIP Attribute - See F/S data dictionary for more information.

TYPE_CD

Description:  A code used to identify a party as an 'Ecology Employee' or 'Non--Employee'.��IIP Attribute - See F/S data dictionary for more information.

WORK_HRS_DS

Description:  A narrative description of a person's work days and hours.  ��Note:  A complete system needs to be constructed around the request and approval process and to maintain specific information pertaining to a person's work hours.  This is beyond the scope of the EPIC core information project.
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�Employee Plus Information Computer System Project�June 19, 1996



Problem Statement:  There is currently no integrated employee database available for the Facility/Site Identification System and other Information Integration Project systems.  In addition, there is no centralized employee information system that facilitates the management and reporting of Ecology employee information.  This has resulted in the same information being tracked in many different places, problems with data integrity and management reporting, and overall lack of efficiency in processing employee information across the agencyProject Statement:  Identify the high-level but comprehensive  business requirements for employee data.  Determine which data are core for the Facility/Site Identification System and other Information Integration Project systems.  Evaluate the alternatives to implement an employee database to serve as the foundation for the Information Integration Project and other priority business requirements.  Clarify  the demand for “non-core” employee data needs;  communicate the conclusions reached so that diverse internal interests can make decisions about whether or how to meet their informational needs now and in the future.

Project Duration:  July 1 - October 1, 1996

Project Objectives:

Identify and document business/user requirements for employee data.  Give attention to strategic information needs as well as procedures, functions, reporting, data,  and technology.

Evaluate existing internal and external systems and processes used to track and use employee information. Identify the degree to which the need is met.

Evaluate integration opportunities with the Department of Personnel Data Warehouse Project and Ecology Information Integration Project.

Draft system design and computer prototype to test concepts and develop options for an employee database to serve as a foundation for the Information Integration Project.

Evaluate alternatives (buy vs. build, etc.) for the foundation database including costs, benefits, and required resources.

Develop recommended system options.

Develop implementation strategy and project work plan.

Communicate implementation intentions widely so that those who need employee data can make informed decisions about how to obtain the information they need.





Project Deliverables:

Project work plan with tasks, schedule, milestones, and deliverables identified

Prioritized business/user requirements, distinguishing core from non-core employee data needs.

Identification of business procedural issues.

Documented analysis of current systems, including the Data Warehouse.

Detailed business and data models (entity relationship diagram, activity definitions, entity and attribute definitions, entity life�cycle diagrams, model outputs, etc.).

Draft business system design and computer prototype for an employee data foundation database.

Documented alternatives based on business/user requirements. Each alternative will include a cost analyses for short�term and long�term maintenance and any capital or ongoing annual costs.

Detailed business system implementation project plan for selected alternativeA final project report including the items listed above as well as a clear statement of what the implementation phase will not include.



Critical Success Factors:

Strong Project Management:  A manager having technical and business leadership skills, the ability to manage a contractor, and an understanding of development methodology.

Commitment of the Information Technology Executive Steering Committee and the EPIC Steering Committee for the duration of the project.

Thorough and realistic work plan with monitoring milestones identified. Use of assessment procedures (identify the weak spots).

Use of a change control process and other techniques to manage scope creep.

Commitment of staff resources to the project for the duration of the project.

Participation and involvement in decisions by agency user and technical representatives.

Highly talented, motivated , and broadly  representative project team that has the ability to work with others.

�Project Constraints:

Project is concurrent with the agency Information Integration Project and Department of Personnel's Human Resource Data Warehouse Project. This may impact available resources or increase the level of complexity.

Project Organization:Executive Steering Committee:	Joy St. Germain, Pat Lee, Bob Monn, Lynn Singleton, 	Debbie Stewart

Project Sponsor:	Joy St. Germain

Project Manager:	Emily Ray

Technical Team:	Randy Moore (Lead), Jim Jones

Technical Support:	Kevin Barbee, Donna Hawley, Miles Neale, Ron Rivers

Business Team:	Marjorie Frith (Lead), Employee Services	Carrie Berry, Central Programs	Sarah Barrie, Facilities Service Coordinator	Joyce Beebe, Employee Services	Gwen Campbell, Telecommunications	Mike Harris, Shorelands and Water Resources Program	Janet Hyre, Central Programs	David Jansen, Toxics Cleanup Program	Doris Murphy, Time Accounting	Steve Nielson, Payroll	Emily Ray, Toxics Cleanup Program	Julie Ruster, Water Quality Program	Diane Schenk, Central Reception	Roger Von Gohren, Legislative and Intergovernmental 	Relations�

Roles and Responsibilities -- EPIC Project�July 15, 1996

EPIC Steering Committee Roles

Joy St. Germain--Advocate for human resource information needs; spokesperson for the project to the Information Technology Executive Steering Committee, the Executive Management Team and the Director; supervisor of  staff person providing logistical support to the Business Users’ Team.



Pat Lee--Advocate for systems that serve agency-wide administrative purposes.  Responsible for ensuring implementation of the changes in business processes.



Bob Monn--Guardian of information technology infrastructure needs; liaison for the Information Services Section with the Information Integration Project.



Debbie Stewart--Guardian of applications development methodology, standards, and applications infrastructure; supervisor of lead technical staff assisting the project.



Lynn Singleton--Guardian of the multi-year Information Integration Project including the Facility/Site Information System.



EPIC Steering Committee Responsibilities

Stay true to the project vision

Provide project guidance

Be attentive to progress and deadlines

Participate at key decision points

Provide resources

Run interference

Resolve policy issues that arise

Facilitate change

Be committed until the end of the project



EPIC Steering Committee Ground Rules (or Norms)

Support each other

Make decisions by consensus (will live with and support the decision)

Attend meetings

Do homework

Bring issues to the group

�

Project Manager Role

Understand the project vision

Manage the business team and assigned technical and logistical support

Complete the project on time



Project Manager Responsibilities

Ensure major interests are involved and stay involved

Communicate effectively with the EPIC Steering Committee and the EPIC Business Team

Elevate issues to the EPIC Steering Committee as necessary

Track issue resolution

Maintain a “can-do” attitude

Focus the efforts of the assigned support staff



Role of Business Team Lead

Serve as subject area expert for the Human Resources office

Identify business issues and procedural requirements

Handle meeting logistics

Prepare tables and charts to augment written record of deliberations

Serve as liaison with Technical Team Lead on business issues



Role of Technical Team Lead

Serve as expert in applications development methodology and technology

Provide liaison with other technical staff in the Information Services Section

Coordinate additional technical resources as necessary

Develop the prototype



Role of the Business Team

Identify and agree on system requirements and scope

Determine historical needs

Help document current operations and procedures

Assist in designing screens, reports and operational procedures

Test system components as they are developed

Assist in user documentation

Validate final products

Recommend who will maintain data and database

Make recommendations for future expansion of this project beyond “core”



Role of Facilitator (Business Team Meetings)

Keep agenda on track

Record key points on flipcharts

Review typed draft and finalize it

Be attentive to group dynamics and intervene as appropriate��EMBED Unknown \s���

�EMBED Unknown \s���

�
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*Pertinent to future EPIC development



�Human Resource Management Functions



Processes for recruiting and hiring employees; establishing and maintaining employee records; maintaining proper position and employee job classification, establishing and maintaining employee enrollments in benefit plans; addressing employee problems and grievances; disciplinary actions; terminating employees; employee development and training; establishing and maintaining employee policies and procedures; and rule interpretation.

   Functional Areas:

Manage Job Classifications:  Processes for establishing, updating, and/or abolishing agency unique job classifications and test development and revision for those classifications.

Manage Employee Positions:  Processes for establishing, refilling, reallocating, transferring, and abolishing Ecology positions. Includes managing projects, reorganizations, and reduction-in-force.

Recruit Employees:  A process for attracting candidates for jobs, establishing and maintaining a list of people interested in employment, advertising employment opportunities, and, for some agency unique classifications,  screening applications and testing applicants to establish state registers of qualified candidates.

Manage Employees and Volunteers:  Processes for hiring, rewarding (service awards, recognition awards), evaluating, reallocating, disciplining, and terminating employees.  Includes maintaining employee records (work schedules, employee files, training profiles), tracking non-permanent appointments and volunteer activities, and maintaining employee benefits.

Develop Employees:  Processes for developing and implementing core training program; identifying agency training needs; maintaining training plans, administering training registration; consulting services to staff on organization needs, administering mentoring program; providing facilitator roster; and managing competitive fellowship program. 

Investigate Employee Grievances and Sexual Harassment/Discrimination Complaints:  Processes for filing, investigating, mediating and responding to employee grievances, sexual harassment complaints and discrimination complaints.

Monitor Workforce:  Processes for Affirmative Action Planning, succession planning, and turnover analysis.  Includes workforce status reports.

Develop Human Resource Policies and Procedures

Interpret Human Resource Rules And Laws

General Administration Functions �(related to Human Resource Management)

Functional Areas:



Evaluate Employee Brainstorms



Manage Facilities:  Processes for controlling building access(registering visitors, managing keys and keycards and monitoring access), managing building space, moving building occupants and implementing Americans with Disabilities Act requirements.



Manage Vehicles:  Processes for reserving and maintaining Ecology vehicles.



Risk Management and Employee/Worker Safety:  Processes for managing employee safety (developing emergency plan and issuing safety equipment), monitoring employee health as required, and monitoring Labor and Industries injury claims.



Manage Agency Automated Data:  Processes for managing personal computer software and access to information systems.



Customer Assistance:  Processes for providing information on employees, programs and expertise including maintaining a phone list, maintaining a facilitator roster,  and updating Ecology’s Home Page on the Internet.



Manage Office Equipment:  Processes for providing telecommunications access (SCAN, voice messaging, pagers, and telephones) and loaning equipment.



�Human Resource Management Process Model
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CIC Survey



Employee Plus Information Computer System Project�Survey of Lead CICs�February 1996

1.	Do you foresee any of your current or future applications tying in with EPIC when it is made available?  



HQ ISS - Lisa Wilson:

If a new Cashiering system is implemented, it would most likely contain information on people who pay Ecology money.  Since employees can owe Ecology money (for overpayments on travel, paychecks, and payments on other various items), Employee information may be tracked in this system (at least for those employees who have paid Ecology money).



HQ Air - Kathleen G Sundberg:

Possibly!  If cost effective to do so!



MANLAB - Stuart A. Magoon:

No.



ERO - Dan Fears:

Insufficient info on EPICS to say for sure but it sounds like there may be that possibility



Central Programs - Steve Chan:

All of the systems identified in Section I.  i.e., Current Systems



Water Bridge - Edgardo Alberto:

We could possibly tie in WPLCS to a centralized repository of employee data for some of our needs and maintain a local copy in each region.



HQ ISS - Randy Moore:

The current Publications Inventory and Distribution System is single user.  There is a desire to rewrite this system into a multi-user, C/S application.  If this was done there would possibly be the need to use employee, organization, and location data to keep track of system users and possibly for the distribution of materials to internal Ecology Staff.



�

HQ ISS - Eric Lindberg:

Yes.  It may be more efficient to download data daily or weekly to a table in the application as opposed to reading it from EPICS at the time of the transaction.



HQ ISS - Jim Jones:

Current employee data could be used to load ERTS coordinator, DOE  investigator and section supervisor lookup tables.  



TCP - Gordon Brooks:

None.



2.	What additional fields would you find useful for EPICS?



HQ ISS - Lisa Wilson:

I would have to see a list of what fields that EPICS will contain before I'd know if any additional fields would be useful.  



It might be a great idea to include which systems the employee has access to and what type of security that they have for each system.  I realize that this has been brought up before in regards to the Facility/Site project and having a user only have to log into one system.



MANLAB - Stuart A Magoon:

Don’t know what fields are currently planned so cannot answer what additional would be useful.



ERO - Dan Fears:

Fields for various phone numbers, cellular - pager - support staff - seem to be in high now.



Central Programs - Steve Chan:

Agency unique login ID, E-mail address.



Water Bridge - Edgardo Alberto:

Individual employee's telephone numbers.



HQ ISS - Eric Lindberg:

General comment: I hope any address fields will conform to USPS mailing specifications. It would be nice to have agencywide address standards.  



TCP - Gordon Brooks:

None.



�Employee Plus Information Computer System Project�Survey of Lead CICs





New Development Projects Summary





Program�

Responder�

Application�Database Platform�

Purpose�

Employee Fields Used��MANLAB�Stuart Magoon�Lims v3

�Oracle�proprietary�Employee name first last, program, mailstop, phone number��ERO�Dan Fears�Expertise list�Access 2�On-line data base for use by office staff in correctly routing public phone inquiries to the right person�UserLastName, UserFirstName, UserPhone, area of expertise��HQ ISS�Eric Lindberg�Field orders

(proposed)�Access�To process field orders �Probably will use employee name and phone number��HQ TCP�Gordon Brooks�Facility/Sites/SIS�IEF�To track progress in cleaning up sites�Site Manager Name, Site Manager Code���Current Applications Summary





Program�

Responder�

Application�Database Platform�

Purpose�

Employee Fields Used��HQ ISS�Lisa Wilson�Cashiering System�Prime Info/Basic�Tracks all payments that come into Ecology.�Employee name is the remitter name if the employee has had to pay Ecology for something����Batch/JV Log System�Access 2.0

�Tracks JV Numbers and Batch Numbers for Fiscal.�LoginID����Phone/Data Line System�Access 2.0

�Tracks cell phone, pagers, data lines and equipment, answering services, 800 numbers and other misc billings�Employee name as contact person, employee phone as contact phone����Intelco Billing System�Paradox 3.5 and "C" programs�Tracks Simon mailbox billing data and reconciles it to the bills received from Intelco�Phone number, mailbox number, name, receptionist phone number, location (this could be of the mailbox), the following fields could also pertain to the employee or mailbox or a combination:  mic, mic end date, sic, fund.����Waste Water Discharge Revenue System (WDRS)�Paradox 4.0�Tracks Wastewater and Stormwater discharge billings, payments, and adjustments�LoginID, Firstname*, Lastname*, Section*��HQ ISS�Donna Hawley�American Express Travel System (AMEX)�Paradox 3.5�Track travel charged to American Express Cards�Employee name��* Firstname, Lastname, and Section are stored in a shared table that other Paradox applications can use to see what section (and hence security) each user has.

�



Program/Region�

Responder�

Application�Database Platform�

Purpose�

Employee Fields Used��HQ HWTR�Ed Bentley�RCRIS (Resource Conservation and Recovery Information System)�FOCUS on EPA's IBM mainframe�Track RCRA inspections, violations and permit events�LoginID of Ecology Staff reviewing the Facilities' Pollution Prevention Plan and Annual Progress Report.  Optional Field����Reduction Opportunities Database

�Access 2.0�To track Pollution Prevention opportunities reported used by Facilities.�LoginID of Ecology Staff reviewing the Facilities' Pollution Prevention Plan and Annual Progress Report.  Optional Field��NWRO �Kurt Asplund�Computer Inventory/

Resource  Tracking System�Access 2.0�To track equipment assigned to users and PC problems�Employee name, Section 

name, phone, LogonID��HQ ISS�Kevin Barbee�Trip Tickets

�IBM Mainframe, COBOL, DYL280�To track the miles driven by individuals using state cars and allocate costs accordingly.�Employee Name, PIC, Program����Authorized Driver Licenses

�Access 2.0�To track the driver's license of people authorized to use Ecology automobiles�First, Middle and Last Name, Pos. status, Job Type, Termination Date, License No., Lic. State, Exp. Date����Contracts and Grants Payable

�IBM AS/400, Access, Visual Basic�To track contracts, grants and loans, concentrating on payment data�Employee Name, Phone No., AS/400 Logonid, Program, Employee Role in system���

�

Program/Region�

Responder�

Application�Database Platform�

Purpose�

Employee Fields Used��SWRO�Don Bird�Spreadsheet Tracking System�Lan Auditor using Btrieve�Tracks the user name and TCP/IP address and LAN Auditor which automatically tracks users hardware and software�User Name, TCP/IP address, users hardware and software ��HQ AIR�Kathleen G

Sundberg�I.R.M.  Projects 3-4 (Facilities and Emission Information)

�Informix�Information on air pollution sources and types of emissions. Tracks staff (HQ, regional or local) assigned to facility�First Name, Last Name, Middle Initial, Title, Phone Number, Address, Business Group ID, User ID, Login ID, Security Classification ����Site Master-Equip. Inventory Application

�Informix�Information of ambient air monitoring equipment, what agency and the staff it was checked out to.�Same as above-all database applications share the same Staff/Organization table����Inspection and Maintenance-Field Staff Support System

�Informix�Information on auto emission specialists, repair shops and staff that interact with them�Same as above-all database applications share the same Staff/Organization table��MANLAB�Stewart Magoon�LIMS Ver2

�Oracle�For Tracking laboratory sample data information.�Employee name first and last, Program, mail stop.����PPR tracking

�Paradox 3.5�Track PPR’s�Employee name����Training�Access�To track training data

�Employee first and last name, SSN.��Nuclear Waste Program�Ginnie Schiendelman



�PPRs

�Paradox for Windows 1.0�Track PPRs�User First Initial, Last name; Section Mgr First Initial, Last Name����Equipment Check out�WordPerfect�Track equipment Users Check out�User name, state tag number��ERO�Dan Fears�ERO�Access 2.0�An integrated table application used to track the ERO LAN, equipment inventory, staff names and information, and ERO phone numbers. Note that this is still under development as it was converted from several older Paradox stand alone tables. �all of above plus fax numbers, cellular numbers, home phone, significant other name, commen names, MAC address, TCP/IP address, port number, hub number, home address, birthday, position number, title, employee number, program, unit��HQ Central Programs�Steve Chan�Hardware and Software Tracking�Access 2.0

�Tracks IT hardware and software assigned to user and location.�Name, Location (Cubicle), Section����Labor & Industries Claim Tracking�Access 2.0�Tracks Ecology employees’ 

L & I claims.  Contains confidential information.�SSS, Last name, First name, MI, DOB, Sex, Job title, Location, Program, Section, Supervisor, Employment status (full time, part time, etc..)����Medical Monitoring Tracking (MEDMON)�Access 2.0�Tracks medical exams of Ecology employees. Contains confidential information.�Last name, First name, MI, SSS, DOB, Program, Location, Phone����Service Request Tracking�Access 2.0�Tracks IT related service and support.�Name, Phone, Location����Spill Responder Training Tracking�Access 2.0�Tracks required safety and health (and certified) training for agency field staff.�SSS, Last name, First name, MI, Section, Location, Employment Status, Supervisor��Water Bridge�Lin Sierra�Operator Certification System�Access ?.?�Stores test proctors who may be employees of Ecology�Proctor name, phone number, mailing address��Water Bridge�Lin Sierra�Shorelands Permit Tracking System�Unknown�Used in system access security lookup table�Ecology ID’s, names, initials, supervisor initials���Edgardo Alberto�WPLCS

�Oracle v6-v7�To track activities of a permit throughout its life cycle.�Login ID, First Name, Last Name, section and type of employee (permit writers, inspectors, etc.)���James Webster�NITS = Notice of Intent to Drill Tracking System

�Paradox 4.5�Track Drillers certifications & New Wells being Drilled�USERAUTH_USER_ID

USERAUTH_USER_REGION_CD

USERAUTH_USER_NM

USERAUTH_DRILLERS_AUTH_CD

USERAUTH_DRILLERS_PSWD_CT

USERAUTH_WELLS_AUTH_CD

USERAUTH_WELLS_PSWD_CT

USERAUTH_ADMIN_AUTH_FL

USERAUTH_ADMIN_PSWD_CT����WRATS - Water Rights Applcation Tracking System

�Paradox 4.0 (3.5 mode)�Track Water Rights�EM EMPLOYEE CODE

EM LAST NAME

EM FIRST NAME

EM MIDDLE INITIAL

EM POSITION��HQ TCP�Gordon Brooks�Site Information System (SIS)�SQL Windows�To track progress in cleaning up sites�Site Manager, Site Manager Code��HQ ISS�Eric Lindberg�Fiscal Note

Tracking�Access 2.0, Word 6.0 and Excel 5.0 Front End�To track fiscal note status and record fiscal note data�Employee name, employee phone number, employee division/program/section����Purchase Tracking System�Access 2.0�To Track PPR and field order date, generate field orders�Last name, first name, purchase coordinator flag (whethey they are purchase coordinator or not)����Water Adjudications Report Writing  System�AS/400 Cobol, OfficeVision 400�To track water rights claim data and generate court documents�Last name, first name, middle initial, active date (date started working with system) inactive date (date stopped working with system), access code to system���Jim Jones�Environmental Reports Tracking System�Access 2.0, Visual Basic Front End�To track environmental incidents from date reported to DOE ERTS coordinators to completion of investigation and action taken by DOE or other party(s)�Name; ERTS coordinator, DOE investigator, section supervisor���Randy Moore�Water Adjudications Report Writing System�OS/400 DB with COBOL, CL, AS/400 Query, SQL, and AS/400 Office Front End�Used to maintain records of water claims and their respective defendants and to assist in the production of various documents used as court exhibits.�Emp-First-NM, Emp-Last-NM, Emp-MI-NM, Emp-Active-DT, Emp-Inactive-DT, Emp-Adj-System-Access-CD

���Randy Moore�Executive Correspondence Tracking System 

�Access 2.0 with Visual Basic 3.0 Front End �Used to track correspondence received by the executive staff to insure that it is responded to in a timely manner.  �Employee Data:

Emp-ID, Emp-Last-NM, Emp-First-NM, Emp-MI-NM, Emp-Assigned-Org-CD, Emp-Logon-ID, Emp-Corresp-Password-CD, Emp-Corresp-Access-Code, Emp-Active-FL, Emp-Direct-Report-FL



Organization data:  Org-ID, Org-Type-CD, Org-NM, Org-Abbreviated-NM, Parent-Org-ID, Org-Active-FL��HQ ISS�Lisa Wilson�Conveyant Phone System�Conveyant Software - Foxpro 2.5�To answer phone calls that come into the agency and transfer calls as necessary.�Lastname, Firstname, Officedial (employee’s 5-digit phone number), phone number, scan number, program, expertise, sub-expertise, location (i.e., HQ, ERO), Roomfloore (i.e., 1st, 2nd), fax, simon, beeper, cell phone��HQ ISS�Lisa Wilson�Phone/Data Line System (Revision)�Access 2.0�Tracks cellular phones, pagers, data lines and equipment, answering services, 800 numbers, and other miscellaneous billings.�The following fields describe an account, not an employee:  program, user (employee name), person receiving copy of the bill (an employee supervisor) pic code, pic code percentage, location (i.e., NWRO, Pullman), address (a state address), contact person (an Ecology employee), contact phone�����Comments: Before, I had employee name as contact person and employee phone as contact phone.  I didn’t include other fields because they described the actual service, not the employee (such as the PIC used for an 800 number), but they could also be associated with an employee (such as the PIC for an employee’s cellular phone), so I should probably include these as well.���

�

Program�

Responder�

Application�Database Platform*�

Purpose�

Employee Fields Used��Employee

Services�Marjorie Frith�1�Downloads from: Dept. of Personnel

    Employee

    Emp. History

    Position

    Classification

    Training

Time Accounting�Uploaded into Paradox�Provides information for reporting and history.  Used in combination with other Ecology maintained databases listed below.�See attached table layouts.����2�Organization Information�Paradox 3.5�Tracks Assistant Directors, Program Managers, Section Heads, Personnel Officers and Human Resource Assistants by Organization. Used for reporting.�����3�Reduction-In-Force Tracking�Paradox 3.5/

Access�Tracks vacant positions and positions scheduled to be cut. Includes history. �����4�Personnel Action Form Tracking�Paradox 3.5�Tracks status of Personnel Actions.  Used for updating position tracking and temporary tracking.  Includes history.









�����5�Affirmative Action Reporting�Paradox 3.5/

Excel/Access/

Word�Provides summary reports of Ecology Affirmative Action Status and progress.  Includes history.�����6�Evaluation Tracking�Paradox 3.5�Provides notification that employee performance evaluations are due, produces late notices, tracks status, includes history�����7�Temporary Tracking�Paradox 3.5�Tracks status of nonpermanent assignments, produces notification that assignments are scheduled to end�����8�Developmental Assignments �Paradox 3.5�Tracks employees interested in Developmental Assignments, active and completed developmental assignments.  Includes History�����9�Project Tracking�Access�Tracks projects and employees in project positions�����10�In-Training Tracking�Paradox 3.5�Tracks length of in-training�����11�Seniority Date Verification�Paradox 3.5�Tracks employee seniority dates that have been verified�����12�Ecology Training�Paradox 3.5/

Access�Tracks training offered by Employee Services, produces sign-up sheets, cancellation/no-show reports�����13�Employee Candidates�Paradox 3.5�Produces mailing lists for job bulletins�����14�Intern Application Tracking/Referral�Paradox 3.5�Produces referrals for Administrative Intern positions�����15�Service Awards�Paradox 3.5/

Word�Provides reports of service awards that are due, produces certificates, includes history�����16�Name Changes�Paradox 3.5�Track employee name changes, includes history�����17�Application Tracking�Paradox 3.5�Tracks status of applications submitted for agency unique bulletins (currently inactive)�����18�Recruitment Tracking�Paradox 3.5�Tracks bulletins opened by Ecology and their status, includes history (currently inactive)�����19�Archived Employee �Files�Paradox 3.5�Tracks files that have been archived and their location for retrieval from the state archive system�����20�Human Resource Desktop Reference�Windows Help�Compensation Plan, Merit System Rules���

�Employee Services Applications�Table Layouts



1.	Downloads from Department of Personnel and Time Accounting

	

Active Employee Information (PERINFO)

Offstaff Employees (OFFSTAFF)



Field #�

Field Name               �Field 

Type�

Field #�

Field Name               �Field 

Type��   1�PER_SSN                  � A11*�  41�PER_APPT DATE            � D��   2�PER_NAME                 � A20�  42�PER_APPT TYPE            � A1��   3�PER_ADDRESS1             � A20�  43�PER_PT TM PCT            � A5��   4�PER_ADDRESS2             � A20�  44�PER_UNION DED            � A1��   5�PER_CITY                 � A20�  45�CLS_EEOC CD              � A1��   6�PER_STATE                � A2�  46�CLS_JOB GROUP            � A1��   7�PER_ZIPCODE              � A5�  47�PER_FINISHED             � A1��   8�PER_BIRTHDATE            � D�  48�POS_ORG CODE             � A6��   9�PER_SEX                  � A1�����  10�PER_ETHNIC CD            � A1�����  11�PER_HNCP CD              � A1�����  12�PER_PROF LIC             � A1�����  13�PER_EDUC LVL             � A1�����  14�PER_SVC DATE             � D�����  15�PER_ANNIV DATE           � D�����  16�PER_SENIORITY DATE       � D�����  17�PER_VET STATUS           � A1�����  18�PER_VET SVC              � A6�����  19�PER_PERM STATUS          � A1�����  20�PER_DEGREE               � A6�����  21�PER_MAJOR                � A6�����  22�POS_NUM                  � A4�����  23�PER_CLASS CD             � A6�����  24�PER_JOB TITLE            � A16�����  25�PER_ATTND UNIT           � A2�����  26�PER_PAY ORG CD           � A6�����  27�PER_ACTIVE STATUS        � A1�����  28�PER_ACTION CD            � A3�����  29�PER_ACTION DATE          � D�����  30�PER_SALARY               � $�����  31�PER_SALRY RT UNIT        � A1�����  32�PER_HIRE DATE            � D�����  33�PER_JOB CNTY             � A2�����  34�PER_MGMT LVL             � A1�����  35�PER_RANGE                � A4�����  36�PER_STEP                 � A2�����  37�PER_PAY EXCPTN           � A1�����  38�PER_UNDERFILL            � A1�����  39�PER_SPEC PAY             � A2�����  40�PER_PAY INC DATE         � D������	Supplemental Employee Information (PERSUPPL)



�Field #�Field Name               � Field Type���   1�PER_SSN                  � A11*���   2�PER_NAME                 � A20���   3�PER_ADDRESS1             � A30���   4�PER_ADDRESS2             � A30���   5�PER_ADDRESS3             � A30���   6�PER_CITY                 � A20���   7�PER_STATE                � A2���   8�PER_ZIPCODE              � A10���   9�PER_AREA CODE            � A3���  10�PER_HOME PHONE           � A8���  11�PER_RES CNTY             � A2���  12�PER_INS ELIG             � A1���  13�PER_SEX                  � A1���  14�PER_ETHNIC CD            � A1���  15�PER_RACE CD              � A3���  16�PER_HISPANIC CD          � A3���  17�PER_AA PREF CD           � A3���  18�PER_HNCP CD              � A1���  19�PER_DISABL 6 MTH         � A1���  20�PER_VET STATUS           � A1���  21�PER_VET SVC              � A6���  22�PER_AGY CD               � A4���  23�POS_NUM                  � A4���  24�PER_CLASS CD             � A6���  25�PER_JOB TITLE            � A16���  26�PER_WMS WRK TTL          � A16���  27�PER_RET SYSTEM           � A1���  28�PER_ACTIVE STATUS        � A1���	Employee History (HIST7084, HIST8590, HIST9195)



�Field #�Field Name               � Field Type���      1�PER_SSN                  � A11*���      2�PER_ACTION DATE          � D*���      3�PER_ACTION CD            � A3*���      4�PER_NAME                 � A20���      5�PER_ETHNIC CD            � A1���      6�PER_HNCP CD              � A1���      7�PER_SEX                  � A1���      8�PER_BIRTHDATE            � D���      9�PER_VET STATUS           � A1���     10�PER_ACTN DESC            � A10���     11�PER_AGY CD               � A4���     12�POS_NUM                  � A4���     13�PER_CLASS CD             � A6���     14�PER_JOB TITLE            � A16���     15�PER_PAY ORG CD           � A6���     16�PER_JOB CNTY             � A2���     17�PER_MGMT LVL             � A1���     18�PER_RANGE                � A4���     19�PER_STEP                 � A2���     20�PER_SALARY               � $���     21�PER_SAL RT UNIT          � A1���     22�PER_UNDERFILL            � A1���     23�PER_SPEC PAY             � A2���     24�PER_APPT DATE            � D���     25�PER_APPT TYPE            � A1���     26�PER_PERM STATUS          � A1���     27�PER_PT TM PCT            � A5���     28�PER_EDUC LVL             � A1���     29�PER_PROF LIC             � A1���     30�PER_ANNIV DATE           � D���     31�PER_SENIORITY DATE       � D���	Position Information (POSINFO)



�Field #�Field Name               � Field Type���      1�POS_NUM                  � A4*���      2�POS_CLASS CD             � A6���      3�POS_JOB TITLE            � A16���      4�POS_ACTN CD              � A1���      5�POS_ACTN DATE            � D���      6�POS_ORG CODE             � A6���      7�POS_CNTY CD              � A2���      8�POS_RANGE                � A4���      9�POS_SAL RT UNIT          � A1���     10�POS_SPEC PAY             � A3���     11�POS_TYPE                 � A1���     12�POS_PROJ FUND            � A1���     13�POS_SHIFT DIF            � A1���     14�POS_SHIFT CD             � A1���     15�POS_PT TM PCT            � A3���     16�POS_START MTH            � A2���     17�POS_SEASON FTE           � A3���     18�POS_MAJOR CLS            � A2���     19�POS_ESTAB DATE           � D���     20�POS_WK PERIOD            � A3���     21�PER_SSN                  � A11���     22�PER_NAME                 � A20���     23�POS_FINISHED?            � A1���     24�POS_SUPV IND             � A1���     25�POS_SUPV POS             � A4���     26�POS_OLD CLASS CD         � A6���     27�POS_OLD CLS TTL          � A16���     28�POS_OLD RNG              � A4���     29�POS_OCCPN CD             � A3���     30�POS_ORG LVL              � A1���     31�POS_JVAC CE              � A3���     32�POS_JVAC PTS             � A6��

�

	Position Accounting Information (POSACCT)



�Field #�Field Name               � Field Type���      1�POS_NUM                  � A4���      2�POS_FUND                 � A3���      3�POS_MASTER IX            � A8���      4�POS_APPROP               � A3���      5�POS_PROGIX               � A5���      6�POS_ACCT ORG             � A4���      7�POS_PROJECT              � A8���      8�POS_SUB_OBJ              � A2���      9�POS_SUB_SUB_OBJ          � A4���     10�POS_W_C                  � A3���     11�POS_ALLOC                � A4���     12�POS_BUDGET UNIT          � A3���     13�POS_ACCT_CTY             � A3���     14�POS_CPM CITY             � A4���     15�POS_PRORATE              � N��

	Job Classification (CLSCODE)



�Field #�Field Name               � Field Type���      1�CLS_MERIT CLASS          � A6*���      2�CLS_TITLE                � A16���      3�CLS_RANGE                � A4���      4�CLS_EEOC CODE            � A1���      5�CLS_SPECIAL PAY          � A3���      6�CLS_PROB PERIOD          � A2���      7�CLS_WORK WEEK            � A12���      8�CLS_LONG TITLE           � A95���      9�CLS_FINISHED             � A1���     11�CMP_CATEGORY             � A2��





	Training (PERTRNG)



�Field #�Field Name               � Field Type���      1�PER_SSN                  � A11*���      2�TR_COMPL DATE            � D*���      3�TR_COURSE KEY            � A10*���      4�TR_AGY                   � A3���      5�TR_SUB AGY               � A3���      6�TR_COURSE TITLE          � A30���      7�TR_ACT TYPE              � A2���      8�TR_ACT CAT               � A2���      9�TR_COURSE CODE           � A4���     10�TR_HOURS                 � S���     11�TR_CREDIT                � S���     12�TR_COST                  � $���     13�TR_LOCATION              � A3���     14�TR_SPONSOR               � A2���	Time Accounting Data (EMPLFILE)

	(Modified from table provided by Payroll)



�Field #�Field Name               � Field Type���      1�PER_SSN                  � A11*���      2�EMPL_NAME                � A20���      3�EMPLOYEE ID              � A6���      4�LOC IND                  � A1���      5�TK IND                   � A4���      6�PROG IND                 � A1���      7�SYS END DATE             � N���      8�EMPLOYEE INIT            � A1���      9�PART TIME                � A1���     10�TEMPORARY                � A1���     11�SYS START DATE           � A6���     12�AREA CODE                � A3���     13�PHONE NUMBER             � A8���     14�SCAN                     � A3���     15�LOCATION                 � A16���     16�PAYROLL ORG              � A4���     17�MAIL STOP                � A6���     18�CONTACT                  � A20���     19�PROGRAM                  � A10���     20�SECTION                  � A6���     21�POSITION NO.             � A5���     22�JOB CLASS                � A5���     23�JOB TITTLE               � A16���     24�PAY RANGE                � A4���     25�PAY STEP                 � A2���     26�AUTO GENERATE            � A1���     27�WORK PERIOD IND.         � A2���     28�SUPERVISOR               � A20���     29�END DATE                 � D���     30�START DATE               � D��

�2.	Organization Information





	Organization Code (ORGCODE)



�Field #�Field Name               � Field Type���      1�OC_ORG CODE              � A6*���      2�OC_PROGRAM               � A55���      3�OC_PROGRAM ABBREV        � A25���      4�OC_ORG TITLE             � A24���      5�OC_PROG MGR POS#         � A4���      6�OC_PROG MGR              � A20���      7�OC_PM FIRST              � A10���      8�OC_PM LAST               � A15���      9�OC_SEC HD POS#           � A4���     10�OC_SEC HD                � A20���     11�OC_SEC HEAD?             � A1���     12�OC_ACTIVE?               � A1���     13�AD_CODE                  � S���     14�OC_COMMENTS              � A100���     15�OC_PO                    � A20���     16�OC_HRA                   � A20��





	Division (ASSTDIR)



�Field #�Field Name               � Field Type���      1�AD_CODE                  � S*���      2�AD_AREA                  � A55���      3�AD_FIRST NAME            � A10���      4�AD_LAST NAME             � A15���      5�AD_POS#                  � A4���      6�PER_SSN                  � A11���      7�PER_NAME                 � A20���      8�AD_DIVISION              � A30���      9�AD_DIV ABBREV            � A15���3.	Reduction-In-Force Tracking

	Funded Vacancies (VACFND)

	Funded Vacancies - History (VFHIST)



�Field #�Field Name               � Field Type���      1�POS_NUM                  � A4*���      2�POS_CLASS CD             � A6���      3�CLS_TITLE                � A16���      4�POS_CNTY CD              � A2���      5�POS_ORG CODE             � A6���      6�OC_PROGRAM ABBREV        � A25���      7�VF_PROG JOB TITLE        � A16���      8�VF_PROGRAM               � A25���      9�VF_LOCATION              � A20���     10�VF_COMMENTS              � A200���     11�PC_PERCENT               � S���     12�AD_CODE                  � S���     13�VF_REFERRAL              � A1���     14�LO_LAYOFF UNIT           � A4���     15�VF_DATE FILLED           � D���     16�VF_RIF CANDIDATE         � A1���     17�VF_DUTIES                � A100���     18�VF_SELECTIVE             � A100���     19�VF_SSN                   � A11���     20�VF_NAME                  � A20���     21�VF_CHANGE                � A1���     22�VC_CODE                  � A1���     23�VC_TYPE                  � A3���     24�VC_DATE ADDED            � D���     25�VC_ADDED BY              � A5���     26�VC_PAF?                  � A1���     27�PER_CLASS CD             � A6���     28�PER_JOB TITLE            � A16��

�Positions at Risk (POSCUT)

Positions at Risk - History (FY93CUTS, FY94CUTS, FY95CUTS, OFMRPT, PROJHIST)



Field #�Field Name               � Field Type��      1�POS_NUM                  � A4*��      2�PER_SSN                  � A11*��      3�PER_NAME                 � A20��      4�PER_CLASS CD             � A6��      5�POS_CLASS CD             � A6��      6�POS_JOB TITLE            � A16��      7�POS_CNTY CD              � A2��      8�POS_ORG CODE             � A6��      9�OC_PROGRAM ABBREV        � A25��     10�PER_JOB TITLE            � A16��     11�VF_PROGRAM               � A25��     12�VF_LOCATION              � A20��     13�VF_COMMENTS              � A200��     14�PC_PERCENT               � S��     15�PC_SKILLS                � A200��     16�LO_LAYOFF UNIT           � A4��     17�PC_DUTIES                � A100��     18�PC_POS APPT              � A4��     19�PC_APPT DATE             � D��     20�VC_CODE                  � A1��     21�PC_RISK                  � S��     22�PC_REASON                � A2��     23�PC_CHANGE                � A1��     24�PC_RESULT                � A1��     25�PC_ADD DATE              � D��     26�PC_OFM RPT               � A1��     27�PC_OFM CLS               � A1��     28�PC_OFM RPT CLS           � A1��     29�PC_OFM RPT DATE          � D��     30�PC_FUNDED THRU           � D��     31�PC_PROTECTED?            � A2��     32�PC_EMP FUNDED THRU       � D��



Funded Vacancies/Positions at Risk (VACCUT)



Field #�Field Name               � Field Type��      1�POS_NUM                  � A4��      2�PER_POS CLS CD           � A6��      3�PER_POS JOB TITLE        � A16��      4�POS_CNTY CD              � A2��      5�POS_ORG CODE             � A6��      6�VF_COMMENTS              � A200��      7�VF_REFERRAL              � A1��      8�LO_LAYOFF UNIT           � A4��      9�VF_SELECTIVE             � A100��     10�VC_CODE                  � A1��     11�PER_SSN                  � A11��     12�Vacancy                  � A1��     13�Poscut                   � A1��4.	Personnel Action Form Tracking

	Personnel Action Form Tracking (PAFTRAK)

	Personnel Action Form Tracking History 10/94 - present (PAFHIST)



�Field #�Field Name               � Field Type���      1�Program                  � A10*���      2�Pos #                    � A6*���      3�PAF Rec'd                � D*���      4�Seq #                    � A3*���      5�Region/Section           � A10���      6�Supervisor               � A20���      7�Action Abbrev            � A10���      8�Action Code              � A3���      9�Action                   � A15���     10�CLS_CODE                 � A6���     11�CLS_TITLE                � A16���     12�PER_JOB TITLE            � A16���     13�To DOP                   � A8���     14�From DOP                 � A8���     15�OK to Fill               � D���     16�Referral Date            � A8���     17�Comments                 � A250���     18�PER_SSN                  � A11���     19�PER_NAME                 � A20���     20�Appt/effective date      � D���     21�Completed                � A1���     22�Pgm Report?              � A1���     23�Change Code              � A1���     24�Input/Update             � D���     25�Appt thru date           � D���     26�HRA                      � A3���     27�Appt Code                � A3���     28�POS_ORG CODE             � A6���     29�OC_PROGRAM ABBREV        � A25���     30�PER_PERM STATUS          � A1���     31�Appt type                � A10���     32�POS_NUM                  � A4���     33�PER_CLASS CD             � A6���     34�PER_APPT TYPE            � A1���     35�UPDATE CODE              � A1���	Personnel Action Form Tracking History - 1990-1994 (PAFHST1)



�Field #�Field Name               � Field Type���      1�Program                  � A10���      2�Region/Section           � A10���      3�Supervisor               � A16���      4�Pos #                    � A6���      5�Action                   � A36���      6�Action Code              � A3���      7�PAF Rec'd                � D���      8�To DOP                   � A8���      9�From DOP                 � A8���     10�OK to Fill               � D���     11�Referral Date            � A8���     12�Comments                 � A45���     13�Appt Date                � D���     14�Completed                � A1���     15�Pgm Report?              � A1���     16�HRA                      � A3��



5.	Affirmative Action Reporting



	Statistics by Job Group and History (JGSTATS, JGAAHIST)

	Statistics by Job Group within Division and History (DIVSTATS, DIVHIST)

	Hiring Stats by Job Group and History (JGHIRE, JGH_HIST)

	Hiring Stats by Division and History (DIVHIRE, DIVHHIST)



�Field #�Field Name               � Field Type���      1�JOB GROUP                � A1���      2�ORDER                    � A2���      3�PROTECTED GROUP          � A20���      4�CURR-#                   � N���      5�CURR-%                   � N���      6�BASE#                    � N���      7�BASE%                    � N���      8�AVAIL#                   � N���      9�AVAIL%                   � N���     10�UTILIZED%                � N���     11�UTILIZED CD              � A3���     12�GOAL                     � N���     13�GOAL%                    � N���     14�GOAL MET                 � A3���     15�TOTAL                    � N���     16�DATE                     � D���     17�BASE TOTAL               � N���     18�DIVISION                  � N��

�6.	Evaluation Tracking

	Annual Evaluation Tracking (ANEVAL95)



�Field #�Field Name               � Field Type���      1�PER_SSN                  � A11*���      2�PER_NAME                 � A20���      3�PER_ANNIV DATE           � D���      4�PER_PERM STATUS          � A1���      5�POS_NUM                  � A4���      6�PER_CLASS CD             � A6���      7�CLS_TITLE                � A16���      8�PER_APPT TYPE            � A1���      9�POS_ORG CODE             � A6���     10�EVAL REC'D               � D���     11�SUPERVISOR               � A25���     12�ACTION CODE              � A1���     13�ACTION                   � A15���     14�OUTSTANDING              � A1���     15�RECEIVED                 � A1���     16�OFFSTAFF                 � A1���     17�COMMENTS                 � A100���     18�AD_CODE                  � S���     19�FROM                     � D���     20�TO                       � D���     21�EVAL YEAR                � A2���	Probationary and Trial Service Evaluation Tracking (PBTSEVAL)

	Evaluation History (Includes Annual Evaluations)  (EVALHIST)



�Field #�Field Name               � Field Type���      1�SSN                      � A11*���      2�DUE DATE                 � D*���      3�EVAL RECD                � D*���      4�LAST NAME                � A15���      5�FIRST NAME               � A10���      6�Type of Eval             � A1���      7�ANNIV DATE               � D���      8�APPT DATE                � D���      9�THROUGH DATE             � D���     10�PERM DATE                � D���     11�CEP?                     � A2���     12�NOTICE SENT              � D���     13�REMINDER SENT            � D���     14�PERM RPT DATE            � D���     15�POS ORG CODE             � A6���     16�OC_ORG TITLE             � A24���     17�OC_PROGRAM               � A55���     18�OC_PM FIRST              � A10���     19�OC_PM LAST               � A15���     20�POS#                     � A4���     21�CLASS CODE               � A6���     22�CLS_TITLE                � A16���     23�SUPERVISOR               � A25���     24�COMMENTS                 � A75���     25�FINISHED?                � A1���     26�FROM                     � D���     27�TO                       � D��

7.	Temporary Tracking 

	Temporary Tracking (TEMPS)



�Field #�Field Name               � Field Type���      1�PER_SSN                  � A11���      2�Pos#                     � A10���      3�Temp Date                � D���      4�End Date                 � D���      5�NAME                     � A20���      6�Classification           � A16���      7�PROGRAM                  � A10���      8�REGION/SECTION           � A10���      9�Supervisor               � A20���     10�Justification            � A250���     11�PER_PERM STATUS          � A1���     12�Code                     � A1���     13�PERM POS#                � A4���     14�PERM CLS CODE            � A6���     15�PERM JOB CLASS           � A16���     16�PERM PROGRAM             � A10���     17�HRA                      � A3��8.	Developmental Assignments

	Employees interested in Developmental Assignments (DVAEMP)



�Field #�Field Name               � Field Type���      1�PER_SSN                  � A11���      2�DVA_EMP DATE ADDED       � D���      3�PER_NAME                 � A20���      4�POS_ORG CODE             � A6���      5�OC_PROGRAM ABBREV        � A25���      6�OC_ORG TITLE             � A24���      7�DVA_EMP_STAT             � A2���      8�DVA_EMP EMAIL            � A1���      9�DVA_EMP SIMON            � A1��

	Developmental Assignment Tracking (DVASSIGN)



�Field #�Field Name               � Field Type���      1�DVA_DATE ADDED           � D���      2�PER_SSN                  � A11���      3�PER_NAME                 � A20���      4�DVA_LOCATION             � A6���      5�POS_ORG CODE             � A6���      6�OC_PROGRAM ABBREV        � A25���      7�OC_ORG TITLE             � A24���      8�DVA_DURATION             � A2���      9�EMPL_SSN                 � A11���     10�EMPL_NAME                � A20���     11�START                    � D���     12�END                      � D���     13�DVA_FORM RECD            � A1���     14�DVA_COMMENTS             � A255���     15�POS_NUM                  � A4���     16�PER_CLASS CD             � A6���     17�PER_JOB TITLE            � A16���     18�PROGRAM                  � A10���     19�SECTION                  � A6���     20�STATUS                   � A1���     21�PER_APPT TYPE            � A1���     22�EVAL REC'D               � D���     23�PROFILE?                 � A1��

�9.	Project Tracking

	Projects



�Field #�Field Name               � Field Type���      1�PJ_NUMBER                � A5���      2�PJ_TITLE                 � A60���      3�PJ_START                 � D���      4�PJ_END                   � D���      5�PJ_COMMENTS              � A200���      6�OC_PROGRAM ABBREV        � A10���      7�PJ_PO APPROVED           � A3���      8�PJ_ABOLISHED?            � Y/N��



	Project Positions (PROJPOS)



�Field #�Field Name               � Field Type���      1�PJ_NUMBER                � A5���      2�POS_NUM                  � A4���      3�ABOLISHED?               � Y/N���      4�DATE ABOL                � D��



10.	In-Training Tracking

	(INTRNG)



�Field #�Field Name               � Field Type���      1�POS_NUM                  � A4*���      2�IT_CLS CODE              � A6*���      3�IT_MONTHS                � S���      4�CLS_TITLE                � A��



11.	Seniority Date Verification

	(SENDATE)



�Field #�Field Name               � Field Type���      1�PER_SSN                  � A11*���      2�SD_CHECKED?              � A1���      3�SD_NEW DATE              � D���12.	Ecology Training

	Employee Services Sponsored Training (ECOTRNG)



�Field #�Field Name               � Field Type���      1�AC_CODE                  � A10*���      2�ET_START DATE            � D*���      3�ET_COURSE#               � A1*���      4�ET_END DATE              � D���      5�ET_LETTER DATE           � A30���      6�ET_TITLE                 � A50���      7�AC_TITLE                 � A28���      8�ET_TIME                  � A20���      9�ET_# OF HOURS            � S���     10�ET_INSTRUCTOR CODE       � A1���     11�ET_SPONSOR               � A1���     12�ET_LOCATION              � A60���     13�ET_ADDRESS1              � A30���     14�ET_ADDRESS2              � A30���     15�ET_CITY                  � A20���     16�ET_STATE                 � A2���     17�ET_MEMO COMMENTS         � A255���     18�ET_COMMENTS              � A100���     19�ET_CANCELLED?            � A1���     20�ET_CLOSING DATE          � D��



	Training Registration (ECOSU)



�Field #�Field Name               � Field Type���      1�AC_CODE                  � A10*���      2�ET_START DATE            � D*���      3�ET_COURSE#               � A1*���      4�PER_NAME                 � A20*���      5�PER_SSN                  � A11���      6�SU_PHONE#                � A13���      7�SU_ORGANIZATION          � A30���      8�SU_COMMENTS              � A100���      9�SU_DATE CANCELLED        � D���     10�SU_REPLACEMENT           � A1���     11�SU_NO SHOW               � A1���     12�SU_SIC                   � A5���     13�SU_INCOMPLETE            � A��

	Ecology Training Codes (ACTIVCDE)



�Field #�Field Name               � Field Type���      1�AC_CODE                  � A10*���      2�AC_TYPE                  � A2���      3�AC_CATEGORY              � A2���      4�AC_NUMBER                � A4���      5�AC_TITLE                 � A28���      6�AC_ADDED?                � A1���      7�AC_COMMENTS              � A��

	Training Needs (TRNGNDS) - Inactive



�Field #�Field Name               � Field Type���      1�PER_SSN                  � A11*���      2�PER_NAME                 � A20*���      3�POS_ORG CODE             � A6*���      4�PER_JOB CNTY             � A2*���      5�AC_CODE                  � A10*���      6�AC_TITLE                 � A28��

13.	Employee Candidates (Job Seekers)

	Potential Candidates (JSPERS)



�Field #�Field Name               � Field Type���      1�JS_SSN                   � A11*���      2�JS_LAST NAME             � A15���      3�JS_FIRST NAME            � A10���      4�JS_ADDRESS1              � A30���      5�JS_ADDRESS2              � A30���      6�JS_CITY                  � A20���      7�JS_STATE                 � A2���      8�JS_ZIP CODE              � A10���      9�JS_HOME PHONE            � A14���     10�JS_WORK PHONE            � A14���     11�JS_MESSAGE PHONE         � A14���     12�JS_APP TYPE              � A1���     13�JS_RATING                � A1���     14�JS_TYPE                  � A1���     15�JS_DAY                   � A1���     16�JS_SWING                 � A1���     17�JS_G/YD                  � A1���     18�JS_F/T                   � A1���     19�JS_P/T                   � A1���     20�JS_TEMP                  � A1���     21�JS_PROJECT               � A1���     22�JS_BIRTHDATE             � D���     23�JS_SEX                   � A1���     24�JS_ETHNIC                � A1���     25�JS_HANDICAP              � A1���     26�JS_VET                   � A1���     27�JS_VIET VET              � A1���     28�JS_DISABLED VET          � A1���     29�JS_DATE REC'D            � D���     30�JS_COMMENTS              � A100���     31�JS_PO                    � A��

�Shaded fields are currently not in use.��

	Candidate Job Classification (JSCLS)

�Field #�Field Name               � Field Type���      1�JS_SSN                   � A11*���      2�CLS_MERIT CLASS          � A6*���      3�CLS_TITLE                � A16���      4�JSC_M/L                  � A1���      5�JSC_COMMENTS             � A��	Candidate College Experience (JSCOLLEG) - Inactive

�Field #�Field Name               � Field Type���      1�JS_SSN                   � A11*���      2�MC_MAJOR CODE            � A3*���      3�JSCO_DEGREE              � A3*���      4�MC_COLLEGE MAJOR         � A30���      5�JSCO_YEAR                � A2���      6�JSCO_QUARTER HOURS       � S���      7�JSCO_SEMESTER HOURS      � S���      8�JSCO_COMMENTS            � A��

	Candidate Selective Experience (JSPRSLCT) - Inactive



�Field #�Field Name               � Field Type���      1�JS_SSN                   � A11*���      2�JSS_SELECTIVE CODE       � A4*���      3�JSS_SELECTIVE            � A20���      4�JSS_YEARS                � S���      5�JSS_MONTHS               � S��

14.	Intern Application Tracking/Referral

	Intern Candidates (INTERNS)



�Field #�Field Name               � Field Type���      1�IN_SSN                   � A11*���      2�IN_NAME                  � A25���      3�IN_CLASS                 � A10���      4�IN_MISC                  � A30���      5�IN_ADDRESS1              � A30���      6�IN_ADDRESS2              � A30���      7�IN_CITY                  � A20���      8�IN_STATE                 � A2���      9�IN_ZIP CODE              � A10���     10�IN-HOME PHONE            � A14���     11�IN_WORK PHONE            � A14���     12�IN_MESSAGE PHONE         � A14���     13�IN_BIRTHDATE             � D���     14�IN_SEX                   � A1���     15�IN_ETHNIC                � A1���     16�IN_HANDICAP              � A1���     17�IN_VET                   � A1���     18�IN_VIET VET              � A1���     19�IN_DISABLED VET          � A1���     20�IN_DATE REC'D            � D���     21�IN_ACTION                � A2���     22�IN_APP CMPLTD            � A1���     23�IN_TIME AVAIL            � A1���     24�IN_COMMENTS              � A100���     25�IN_QUAL DATE             � D���     26�IN_COUNTY                � A80���     27�IN_+3                    � A2���     28�IN_INTEREST              � A��



	Candidate College Major (INMAJOR)



�Field #�Field Name               � Field Type���      1�IN_SSN                   � A11*���      2�MC_MAJOR CODE            � A3*���      3�INM_DEGREE               � A3*���      4�MC_COLLEGE MAJOR         � A30���      5�IN_CODE TYPE             � A3���      6�INCO_COMMENTS            � A100���      7�INM_YEAR                 � A2���      8�INM_DEG EXPECTED         � D��



	Intern Referrals (REF)



�Field #�Field Name               � Field Type���      1�IN_SSN                   � A11*���      2�RF_REF #                 � A5*���      3�RF_DATE                  � D���      4�RF_PROGRAM               � A10���      5�RF_SUPERVISOR            � A25���      6�RF_ACTION                � A��



15.	Service Awards

	(SVCAWD)



�Field #�Field Name               � Field Type���      1�PER_SSN                  � A11*���      2�SVC_YEARS                � S*���      3�SVC_RPT DATE             � D*���      4�PER_NAME                 � A20���      5�PER_ANNIV DATE           � D���      6�POS_ORG CODE             � A6���      7�OC_PROGRAM ABBREV        � A25���      8�OC_ORG TITLE             � A24���      9�LOCATION                 � A16���     10�COMMENTS                 � A��



16.	Employee Name Changes

	(NAMECHG)



�Field #�Field Name               � Field Type���      1�PER_SSN                  � A11���      2�PER_NAME                 � A20���      3�OLD NAME                 � A20���      4�EFF DATE                 � D��



�17.	Application Tracking (Inactive)

	Applicant (APPRSN)



�Field #�Field Name               � Field Type���      1�APR_SSN                  � A11���      2�APR_LAST NAME            � A15���      3�APR_FIRST NAME           � A10���      4�APR_BIRTHDATE            � D���      5�APR_SEX                  � A1���      6�APR_ETHNIC               � A1���      7�APR_HANDICAP             � A1���      8�APR_VET                  � A1���      9�APR_VIET VET             � A1���     10�APR_DISABLED VET         � A��



	Applicant Job Bulletin (APBLTN)



�Field #�Field Name               � Field Type���      1�APR_SSN                  � A11*���      2�APB_DATE REC'D           � D*���      3�APB_BULLETIN #           � A12*���      4�CLS_CODE                 � A6���      5�CLS_TITLE                � A16���      6�APB_ROUTED TO            � A2���      7�APB_COPIED               � D���      8�APB_RATING CODE          � A��



18.	Ecology Job Bulletin Tracking (Inactive)

	(RECRUIT)



�Field #�Field Name               � Field Type���      1�CLS_MERIT CLASS          � A6���      2�CLS_TITLE                � A16���      3�RCR_BULLETIN #           � A12���      4�RCR_SUPERVISOR           � A10���      5�RCR_PROGRAM              � A10���      6�RCR_PERSONNEL OFFICER    � A2���      7�RCR_INITIAL REQUEST      � A8���      8�RCR_DATE OPEN            � D���      9�RCR_DATE CLOSED          � A14���     10�RCR_BULL OPEN?           � A1���     11�RCR_APPS ACCPTD          � S���     12�RCR_COMMENTS             � A200���     13�RCR_DATE REG CREATED     � D���     14�RCR_# ON REGISTER        � S���     15�RCR_FINAL?               � A1���19.	Archived Employee Files

	(ARCEMPS)



�Field #�Field Name               � Field Type���      1�Year Offstaff            � A10*���      2�SSN                      � A11*���      3�Name                     � A20���      4�Accession #              � A8���      5�Bldg Loc                 � A6���      6�Loc #                    � A10���      7�Agency Box #             � S���      8�Year Retained            � A10���      9�Requestor                � A10���     10�Comments                 � A1��
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Figure 1



�EMBED Unknown \s���





        EPIC Physical Data Model

                              02/11/97
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  EPICS - DEPT. OF ECOLOGY



  MANAGE EMPLOYEE POSITIONS 	OOO





  MANAGE  JOB CLASSIFICATIONS 	OOO





  DEVELOP HR POLICIES PROCEDURES



  GENERAL ADMINISTRATION 	OOO





  MANAGE PROJECTS 	OOO





  RECRUIT EMPLOYEES 	OOO





  MANAGE EMPLOYEES 	OOO





  DEVELOP EMPLOYEES 	OOO





  INVESTIGATE COMPLAINTS 	OOO





  MONITOR WORKFORCE 	OOO





  PAF TRACKING



  TRACK VOLUNTEER ACTIVITIES



  INTERPRET HR RULES AND LAWS



  HUMAN RESOURCE MANAGEMENT



  HUMAN RESOURCE MANAGEMENT	OOO



  MANAGE PROJECTS



  UPDATE CLASSIFICATION



  ABOLISH CLASSIFICATION



  UPDATE CLASSIFICATION



  UPDATE CLASSIFICATION TEST



  PERFORM CLASS STUDY



  CREATE CLASSIFICATION TEST



  PERFORM CLASS STUDY



  CREATE CLASSIFICATION



  UPDATE PROJECT



  TRACK PROJECT



  CREATE PROJECT



  OBTAIN APPROVALS



  ESTABLISH PROJECT



  MAINTAIN CLASSIFICATION



  CREATE PROJECT PROPOSAL



  ABOLISH PROJECT



  ABOLISH CLASSIFICATION TEST



  MANAGE JOB CLASSIFICATIONS



  ESTABLISH POSITION 	OOO





  MANAGE EMPLOYEE POSITIONS



  UPDATE POSITION



  CLASSIFICATION APPROVAL



  POSITION FUNDING APPROVAL



  CREATE POSITION PROPOSAL



  UPDATE ORG CHART



  CREATE OR UPDATE CQ



  PREPARE POSITION PROPOSAL



  ABOLISH POSITION



  MAINT PROPER POSITION CLASS 	OOO





  PREPARE TRAINING PLAN



  REVIEW POSITION PROPOSAL



  REALLOCATE OR TRANSFER POSITION 	OOO





  REORGANIZE POSITIONS 	OOO





  REDUCTION IN FORCE



  REALLOCATE OR TRANSFER POSITION



  MAINT PROPER POSITION CLASS



  UPDATE SIGNATURE AUTHORITY



  MAKE REORG RECOMMENDATIONS



  DETERMINE FISCAL IMPACT



  PREPARE DRAFT CQS



  PREPARE ORG CHART



  RECOMMEND CLASS UPDATE



  UPDATE CQ



  MAINTAIN ORG CODES



  UPDATE CQS



  REVIEW REORG PROPOSAL



  PREPARE REORG JUSTIFICATION



  IMPLEMENT REORG PROPOSAL



  APPROVE REORG PROPOSAL



  PREPARE REORG PROPOSAL



  REVIEW CQ



  REORGANIZE POSITIONS



  PROMOTE JOB OPPORTUNITIES



  RECRUIT EMPLOYEES



  REQUEST SELECTIVE



  DELETE EMPLOYEE CANDIDATE



  DISTRIBUTE BULLETINS



  MAINTAIN RESUME FILE



  UPDATE EMPLOYEE CANDIDATE



  ADD EMPLOYEE CANDIDATE



  DETERMINE POSSIBLE JOB CLASS



  CREATE EMPLOYEE CANDIDATE



  MAINTAIN EMPLOYEE CANDIDATES



  REQUEST STATE BULLETINS



  ADVERTISE POSITIONS



  MANAGE EMPLOYEES



  HIRE EMPLOYEE 	OOO







  MAINTAIN WORK SCHEDULE



  MAINTAIN TRAINING PROFILE





  DISCIPLINE EMPLOYEE





  TRACK NONPERMANENT APPOINTMENTS 	OOO







  REALLOCATE EMPLOYEE 	OOO





  TERMINATE EMPLOYEE 	OOO





  EVALUATE EMPLOYEE 	OOO







  MAINTAIN EMPLOYEE RECORDS 	OOO







  REWARD EMPLOYEE 	OOO







  MAINTAIN EMPLOYEE BENEFITS





  HIRE EMPLOYEE



  DEVELOP CANDIDATE OPTIONS





  PREPARE HIRE REQUEST





  DETERMINE AFFIRM ACTION GOALS



  CREATE REFERRAL



  REFER EMPLOYEE





  REVIEW QUALIFICATIONS





  TEST EMPLOYEE





  INTERVIEW EMPLOYEE





  CREATE JOB OFFER



  CHECK REFERENCES





  EMPLOYMENT RECOMMENDATIONS





  MANAGEMENT APPROVAL



  DEVELOP OFFER





  REVIEW QUALIFICATIONS





  DETERMINE BENEFITS



  APPROVE MOVING EXPENSES



  CHECK DEGREE





  APPROVE SALARY





  OFFER JOB





  NOTIFY ADMIN SUPPORT





  DETERMINE INTERESTED PARTIES





  NOTIFY INTERESTED PARTIES





  CREATE ASSIGNMENT



  CREATE EMPLOYEE



  DETERMINE INTERESTED PARTIES





  NOTIFY INTERESTED PARTIES





  TRACK EVALUATIONS





  EVALUATION CONFERENCE





  CREATE SUPERVISOR NOTIFICATION





  RECOGNITION AWARDS





  SERVICE AWARDS





  UPDATE EMPLOYEE RECORDS





  REQUEST CHANGE





  UPDATE APPOINTMENT





  EVALUATE EMPLOYEE



  PREPARE EVALUATION





  OBTAIN SIGNATURES





  NOTIFY ADMIN SUPPORT





  TERMINATE EMPLOYEE



  REWARD EMPLOYEE



  MAINTAIN EMPLOYEE RECORDS



  REALLOCATE EMPLOYEE



  UPDATE APPOINTMENT





  NOTIFY SUPERVISOR





  REVIEW NONPERMANENT APPOINTMENTS





  SUPERVISOR RESPONSE





  UPDATE APPOINTMENT





  PREPARE ASSESSMENT FORM





  DETERMINE INCUMBENT STATUS





  TRACK NONPERMANENT APPOINTMENTS



  DEVELOP EMPLOYEES



  UPDATE AGREEMENT





  COMPLETE AGREEMENT





  NOTIFY BUDGET AND OTHERS





  SELECT EMPLOYEE





  DEVELOPMENTAL ASSIGNMENTS





  MENTORING PROGRAM





  REGISTER EMPLOYEES





  NOTIFY EMPLOYEES





  ARRANGE TRAINING CLASSES





  IDENTIFY TRAINING RESOURCES





  IDENTIFY TRAINING NEEDS





  PROVIDE TRAINING OPPORTUNITIES





  CAREER COUNSELING





  COMPETITIVE FELLOWSHIP





  UPDATE ASSIGNMENT





  CREATE ASSIGNMENT





  MAINTAIN DEV INTEREST LIST





  EVALUATE TRAINING





  INVESTIGATE COMPLAINTS



  DISCRIMINATION COMPLAINTS





  MANAGE CONTRACTOR NEEDS 	OOO





  MANAGE OFFICE EQUIPMENT 	OOO
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