NEW HR/PAYROLL SYSTEM GO LIVE ON JULY 5 with TIMEKEEPING UPGRADE ON JUNE 24

EVENTS FOR WEEK OF JUNE 12

* Campus HR/Payroll Training for Faculty and Staff, June 8-30

* Timekeeping (Ultratime) Training for Administrators, June 12-16

* Position & Job Validation (Title, Rank, Pay, etc.) by Departments, June 12-16

GO LIVE COUNTDOWN COMMUNICATION

To help you prepare for and use the new HR/Payroll system and the Timekeeping system upgrade, we are providing headline-oriented emails leading up to and following go lives for:

          Timekeeping Upgrade Go Live, June 24;

          HR/Payroll System Go Live, July 5.

These emails highlight key events and implementation activities, which can also be found in the Go Live Calendar and the System Availability Schedule on the Renovare website:

http://www.nd.edu/~renovare/hrpayroll/documents/GoLiveCalendarSystemAvailability.pdf
COMMUNICATION THROUGHOUT YOUR CAMPUS UNIT

This email is being sent specifically to the University’s Senior Administrators who include:

* University Officers, Executive Assistants to University Officers and Officer Assistants;

* Deans, Associate Deans, Assistant Deans and Department Chairs/Heads;

* Directors and Business Managers.

In addition to your formal position listed above, some of you may perform the role of main contact and/or support key contact in your department for the implementation of the Renovare HR/Payroll system and Timekeeping upgrade projects.

In order to plan and coordinate activities for your Campus Unit, you will want to communicate the information provided here to others.  Please forward this email to those who recruit, hire, manage and/or pay employees within your Campus Unit.

TRAINING

Role-specific, hands-on training for faculty and staff who recruit, hire, manage and/or pay employees began this week, and will continue through each week in June.  Training for Timekeeping administrators began this week and will continue during the week of June 12.

For information and guidance on the courses for which you should register, please contact your department’s HR/Payroll Main Contact (find a listing of HR/Payroll Main Contacts at http://www.nd.edu/~renovare/hrpayroll/CampusUnitMainContact.htm.  You may register for training at http://ilearn.nd.edu.  Any questions concerning registration can be directed to Renovare Training at 631-2812 or trainnd@nd.edu.

POSITION AND JOB VALIDATION

Labor detail from Fiscal Year 2006-2007 budgets has been loaded into the new HR/Payroll System, enabling position inventories by department to be generated. Renovare staff and staff from the Budget, HR, Payroll and Provost Offices are using this converted data to work directly with the appropriate representatives from each campus department to validate and verify: correctness of amounts people will be paid; accounts being charged; title information and other aspects of positions and jobs.  If you have related questions, please use the following contacts:

http://www.nd.edu/~renovare/hrpayroll/documents/POSITIONANDJOBVALIDATION.doc,

or call the Budget Office: 631-9137.

COMMUNICATION

HR/Payroll Main Contacts from 100 campus departments have participated in update sessions for the new HR/Payroll System held multiple times last fall and this spring.  The most recent sessions were held during the week of May 22.  In these same timeframes, Senior Administrators have received communication regarding the new HR/Payroll system and the Timekeeping upgrade Go Lives in the HR/Payroll Connect Newsletters.  The most recent issue of the Newsletter was distributed on May 26 and covered:

* System Availability: the schedule of administrative systems availability during conversion from legacy (HP) to new (Banner) HR/Payroll system and the Timekeeping upgrade.

* Drive-to-Go Live: those activities and tasks that will take place between mid-May and HR/Payroll system Go Live on July 5th.

* Changes in Business Practices: those major HR-, Payroll- and Timekeeping-related business practices conducted by the campus that are changing with the introduction of the new HR/Payroll system and the Timekeeping upgrade.

* Calendar of Activities: an accompanying calendar that reflects the schedule of notable activities related to the implementation of the HR/Payroll system and Timekeeping upgrade for the months of May, June and July.

Electronic versions of the prior and May issues of the HR/Payroll Connect Newsletter are available at: http://www.nd.edu/~renovare/news.shtml.

REVISED FORMS

Certain forms used in the business activities related to the HR/Payroll and the Timekeeping systems have changed, and will be available as downloadable, electronic forms.  These forms originate in the Budget, Graduate School, HR, Payroll, Provost and Student Employment offices.  You will receive training on the HR/Payroll- and Timekeeping-related forms during the training sessions conducted throughout the month of June.  The new forms will be available for transacting business as of Go Live on July 5th via insideND, on the new “Administrative Tools” tab.

SUPPORT

Along with representatives from the University’s central offices, Key Contacts within campus departments will provide direct support to their department’s users of the new HR/Payroll system and Timekeeping upgrade.  More information on Key Contacts and their involvement will be covered in future of these emails.

On June 1st, the University’s HR Office implemented an HR Call Center (“askHR”, askhr@nd.edu, 631-5900) in anticipation of the Go Live of the new HR system. “askHR” is staffed with individuals trained to respond to phoned, faxed and emailed questions on a broad variety of HR topics, including the new HR forms. Look for more details about “askHR” through HR communications and NDWorks throughout June.

We appreciate your participation and understanding through this challenging, yet exciting time.

Yours in Notre Dame,

Sarah Misener

Director Shared Services, Office of Human Resources

(Email: misener.1@nd.edu, Phone : 631-2716)

Paul VanDieren

Assistant Controller-Payment Services, Office of the Controller

(Email: vandieren.2@nd.edu, Phone: 631-7996)

Nancy Horvath

Business Manager, Office of the Provost

(Email: Nancy.E.Horvath.23@nd.edu, Phone: 631-5659)

Linda Kroll

Director, Budgeting & Planning

(Email: kroll.4@nd.edu, Phone: 631-9135)

