
Time Entry to Payroll
Time Entry
Current

Time Entry to Payroll
Time Entry
Current
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H
R

H
R

  

Start

All employees 
enter time

Employee ESS Munis

All employees 
enter time

Employee ESS Munis

Enter City/Location 
when entering 

(start time, lunch 
start, end time)

Employee ESS Munis

Enter City/Location 
when entering 

(start time, lunch 
start, end time)

Employee ESS Munis

Submit timesheet

Role System

Submit timesheet

Role System

Manager Review

Manager System

Manager Review

Manager System

Approve?

Edit hours if 
necessary

Manager Munis

Edit hours if 
necessary

Manager Munis

Notified of time 
change

Employee Munis

Notified of time 
change

Employee Munis

Approve

Manager Munis

Approve

Manager Munis

Add new employee 
in ESS module

HR Munis

Add new employee 
in ESS module

HR Munis

New 
Hire

Request time off in 
advance

Employee ESS

Request time off in 
advance

Employee ESS

Vacation time is bidded by both unions  
@325 employee.  Bidding is based  on 

employee seniority

Leave

Enter leave during 
pay period

Employee ESS

Enter leave during 
pay period

Employee ESS

Payroll



Time Entry to Payroll
Leave
Current

Time Entry to Payroll
Leave
Current
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Request time off in 
advance

Employee ESS

Request time off in 
advance

Employee ESS

Leave

Enter leave during 
pay period

Employee ESS

Enter leave during 
pay period

Employee ESS

Review, Approve, 
Deny Request

Supervisor Manual

Review, Approve, 
Deny Request

Supervisor Manual

Communicate with 
employee

Supervisor Manual

Communicate with 
employee

Supervisor Manual

Payroll



Time Entry to Payroll
Payroll Calculations / Processing
Current

Time Entry to Payroll
Payroll Calculations / Processing
Current

P
ay

ro
ll

P
ay

ro
ll

  

Time 
Entry 

Verify all time and 
has been approved 

and submitted

HR / Payroll ESS/Munis

Verify all time and 
has been approved 

and submitted

HR / Payroll ESS/Munis

Review for errors 
(not many usually)

HR / Payroll Munis

Review for errors 
(not many usually)

HR / Payroll Munis

Print proof by employee 
review (review each 

employee to make sure 
they are good 75 hours – 
full time, part time hours

Payroll Munis

Print proof by employee 
review (review each 

employee to make sure 
they are good 75 hours – 
full time, part time hours

Payroll Munis

Review report for 
employees that have 

exceeded accruals (hours) 
zero hours, then unpaid

Role Munis

Review report for 
employees that have 

exceeded accruals (hours) 
zero hours, then unpaid

Role Munis

Adjust hours if 
necessary (with 
dept approval)

Role System

Adjust hours if 
necessary (with 
dept approval)

Role System

Process Payroll

Payroll System

Process Payroll

Payroll System

Post to GL

Fin Dir Munis

Post to GL

Fin Dir Munis

Time 
Entry



Human Resources
Benefits Enrollment
Current

Human Resources
Benefits Enrollment
Current
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Annual Wellness 
Survey

New Hire 
Onboad

Receive enrollment 
forms

Employee Manual

Receive enrollment 
forms

Employee Manual

Provide to HR

Employee E-mail

Provide to HR

Employee E-mail

Update benefit 
elections

HR Munis

Update benefit 
elections

HR Munis

Update benefits 
with carrier

HR
Benefit TPA 

Carrier

Update benefits 
with carrier

HR
Benefit TPA 

Carrier

File original forms

Role Manual

File original forms

Role Manual

Open 
Enrollment

Register for FSA

Employee ESS

Register for FSA

Employee ESS

Receive list from 
Wellness TPA of Pts 
earned by employee

Role
People1 
Health

Receive list from 
Wellness TPA of Pts 
earned by employee

Role
People1 
Health

Determine $ 
coverage based on 

points earned

HR Manual

Determine $ 
coverage based on 

points earned

HR Manual

Update employee benefit 
rate (upload file) Munis 
updates rates on points

HR Munis

Update employee benefit 
rate (upload file) Munis 
updates rates on points

HR Munis

Send forms if 
making changes to 
benefit elections

Employee Manual

Send forms if 
making changes to 
benefit elections

Employee Manual

Qualifying Event

Email HR with 
qualifying event

Employee Manual

Email HR with 
qualifying event

Employee Manual

Email forms or 
direct to website

Role System

Email forms or 
direct to website

Role System

Fill out benefit form 
and send to HR

Role System

Fill out benefit form 
and send to HR

Role System

Provide health 
information to 

wellness provider

Employee System

Provide health 
information to 

wellness provider

Employee System

Evaluate health 
information

Provider System

Evaluate health 
information

Provider System

Calculate health 
score and send to 

HR

Provider Email, Excel

Calculate health 
score and send to 

HR

Provider Email, Excel



Human Resources
Employee File
Current

Human Resources
Employee File
Current
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Start 

Email HR with 
changes (name 

change)

Employee Manual

Email HR with 
changes (name 

change)

Employee Manual

Review, approve, 
review proof, 
update record

Role Munis

Review, approve, 
review proof, 
update record

Role Munis

Change personal 
information (address, 

dependents, w-4, basic 
information)

Employee Munis ESS

Change personal 
information (address, 

dependents, w-4, basic 
information)

Employee Munis ESS

Post/Update 
Employee Record

Employee Munis

Post/Update 
Employee Record

Employee Munis

Post/Approve

HR Munis

Post/Approve

HR Munis

File SS card, data, 
email to file

Clerk Manual

File SS card, data, 
email to file

Clerk Manual

New Hire 
Onboad

Receive new hire 
information from 

employee

HR Coord Email, PDF

Receive new hire 
information from 

employee

HR Coord Email, PDF



Human Resources
Discipline
Current

Human Resources
Discipline
Current
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R
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Start 

Super notified of 
infraction

Super Manual

Super notified of 
infraction

Super Manual

Investigatory 
Meeting conducted

All parties Manual

Investigatory 
Meeting conducted

All parties Manual

Super or person 
conducting meeting 

fills out IM form

Super / HR Manual

Super or person 
conducting meeting 

fills out IM form

Super / HR Manual

Send IM form to 
employee, union, 

HR

Super/HR
Manual/

Email

Send IM form to 
employee, union, 

HR

Super/HR
Manual/

Email

Recommendations and 
Disposition documented 

(warning, no action, 
discharge)

Super Manual

Recommendations and 
Disposition documented 

(warning, no action, 
discharge)

Super Manual

Grievance

Update Discipline 
spreadsheet (violation, 
employee, outcome)

HR Manual

Update Discipline 
spreadsheet (violation, 
employee, outcome)

HR Manual

Send IM packet to 
HR

Super Manual

Send IM packet to 
HR

Super Manual

File IM packet

HR Manual

File IM packet

HR Manual

Email employee status and 
Generate PAF and distribute 

(notice of discharge) and 
distribute 

HR Super Manual

Email employee status and 
Generate PAF and distribute 

(notice of discharge) and 
distribute 

HR Super Manual

PAF? 
(demotion, 
discharge)

Yes

No

PAF



Human Resources
Grievance
Current

Human Resources
Grievance
Current
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n
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Employee starts 
grievance action based 

on incident or a 
contractional violation

Employee Manual

Employee starts 
grievance action based 

on incident or a 
contractional violation

Employee Manual

Grievance

Pre-Grievance conducted 
(with super, employee) 

Determine if to file a 
grievance

Employee/Super Manual

Pre-Grievance conducted 
(with super, employee) 

Determine if to file a 
grievance

Employee/Super Manual

Proceed with 
Grievance?

Yes

Prepare formal 
request to proceed 

with grievance

Union Rep Manual

Prepare formal 
request to proceed 

with grievance

Union Rep Manual

Receive grievance 
memo

HR Manual

Receive grievance 
memo

HR Manual

Print and file hard 
copy

HR Manual

Print and file hard 
copy

HR Manual

Add to grievance 
spreadsheet

HR Manual

Add to grievance 
spreadsheet

HR Manual

Establish grievance 
date for initial 

meeting/hearing

HR/Union Manual

Establish grievance 
date for initial 

meeting/hearing

HR/Union Manual

Grievance hearing 
conducted and results 

documented

HR/employee/
union

Manual

Grievance hearing 
conducted and results 

documented

HR/employee/
union

Manual

Communicate 
results and/or appr 

PAF

HR Manual/PAF

Communicate 
results and/or appr 

PAF

HR Manual/PAF

Generate PAF and 
communicate

HR Munis

Generate PAF and 
communicate

HR Munis

Update 
spreadsheet with 

results

HR Manual

Update 
spreadsheet with 

results

HR Manual

File

HR Manual

File

HR Manual

Communicate 
results to finance/

maintenance/other 
results of grievance

HR Manual

Communicate 
results to finance/

maintenance/other 
results of grievance

HR Manual



Human Resources
Personnel Action
Current

Human Resources
Personnel Action
Current
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Start
HR involved 
(hire, posted 

position)?
Yes, pay change

Fill out 509 PDF 
fillable form

HR PDF

Fill out 509 PDF 
fillable form

HR PDF

No, department initiated

Fill out 509

Role System

Fill out 509

Role System

Send to Joddy

HR
Paper 

manual

Send to Joddy

HR
Paper 

manual

Process Personnel 
Action 

HRiS Corrd Munis

Process Personnel 
Action 

HRiS Corrd Munis

Obtain signatures/
approvals (2)

HR Manual

Obtain signatures/
approvals (2)

HR Manual

Process workflow 
Althea, Ranelle, 
Lynn ). Attached 

509
HRIS Coord Munis

Process workflow 
Althea, Ranelle, 
Lynn ). Attached 

509
HRIS Coord Munis

Approved

Chief Munis

Approved

Chief Munis

Transfers, 
Promo?

Yes

Update payroll date 
with new effective 

date 

HRIS Coord Munis

Update payroll date 
with new effective 

date 

HRIS Coord Munis

File 509 

Clerk Manual

File 509 

Clerk Manual

Obtain approvals 

Role PDF

Obtain approvals 

Role PDF

Basic employee 
file changes

Email HR with 
name change

Role System

Email HR with 
name change

Role System



Human Resources
Training/Certifications 
Current

Human Resources
Training/Certifications 
Current
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R

H
R
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D
ep

ar
tm

en
ts

  

Start

Start

Update 
certification docs or 

Drivers license

Employee Munis ESS

Update 
certification docs or 

Drivers license

Employee Munis ESS

Send to HR

Employee Manual

Send to HR

Employee Manual

Posts to employee 
record

Employee Munis

Posts to employee 
record

Employee Munis

Send hard copy to 
HR

Employee Manual

Send hard copy to 
HR

Employee Manual

Start

Take required 
training

Employee
InPerson/
Webinar

Take required 
training

Employee
InPerson/
Webinar

Update employee 
record (w dates)

HR Cert Munis

Update employee 
record (w dates)

HR Cert Munis

Register/Enroll

Employee ESS

Register/Enroll

Employee ESS

Review attendance 
list

HR Cert Manual

Review attendance 
list

HR Cert Manual

Update Spreadsheet 
with employees taking 

training (varies by dept)

Misc Excel

Update Spreadsheet 
with employees taking 

training (varies by dept)

Misc Excel

Take safety course

Safety Manual

Take safety course

Safety Manual

Add Safety course 
to ESS

Safety Man Munis

Add Safety course 
to ESS

Safety Man Munis

Export Munis data 
into Excel to see 

who needs to take 
taking

HR Cert Manual

Export Munis data 
into Excel to see 

who needs to take 
taking

HR Cert Manual

Email managers to 
remind staff to take 

training

HR Cert Manual

Email managers to 
remind staff to take 

training

HR Cert Manual

Add classes to ESS 

HR Cert Munis

Add classes to ESS 

HR Cert Munis

Employee enrolls 
via ESS (Employee 

above)

Employee ESS

Employee enrolls 
via ESS (Employee 

above)

Employee ESS

End

Print cert doc/file 
and file to 

employee file

HR Manual

Print cert doc/file 
and file to 

employee file

HR Manual



Procure to Pay
Requisition
Current

Procure to Pay
Requisition
Current
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Fi
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Initiate Req

Admin Asst/
Staff

Munis

Initiate Req

Admin Asst/
Staff

Munis

Branch
Approve

Branch 
manager

Munis

Approve

Branch 
manager

Munis

Start
Approve

District 
Manager

Munis

Approve

District 
Manager

Munis

Approve

Sr. Dir Public 
Services

Munis

Approve

Sr. Dir Public 
Services

Munis

Approve

Chief of Public 
Service

Munis

Approve

Chief of Public 
Service

Munis

Review and 
determine if legal 

review is necessary

Procurement 
Manager

Munis

Review and 
determine if legal 

review is necessary

Procurement 
Manager

Munis

Asset?  
(charged to 55 
object code)

Yes

No

Validate asset and 
assign tag number 
(add tag number to 

description) 
Acct 

Manager
Munis

Validate asset and 
assign tag number 
(add tag number to 

description) 
Acct 

Manager
Munis

Legal?

Yes

Send email, attach 
documentation for 
review, Place Req 

on Hold
Procurement 

Manager
Munis/
Manual

Send email, attach 
documentation for 
review, Place Req 

on Hold
Procurement 

Manager
Munis/
Manual

Determine if 
agreement needs 

to be drafted

Legal Dir Manual

Determine if 
agreement needs 

to be drafted

Legal Dir Manual

Draft agreement

Legal Dir Manual

Draft agreement

Legal Dir Manual

Share agreement 
draft with 

department

Legal Dir Manual

Share agreement 
draft with 

department

Legal Dir Manual

Oversee 
negotiations

Legal Dir Manual

Oversee 
negotiations

Legal Dir Manual

Vendor signs 
agreement

Vendor Manual

Vendor signs 
agreement

Vendor Manual

Signs agreement

CPL Dir Manual

Signs agreement

CPL Dir Manual

Add contract to 
contract tracker

Legal / Para Excel

Add contract to 
contract tracker

Legal / Para Excel

Track for dates, 
renewals

Legal / Para Excel/Munis

Track for dates, 
renewals

Legal / Para Excel/Munis

Forward executed 
agreement

Role Manual

Forward executed 
agreement

Role Manual

Receive, Release 
Hold and Approve 

Req

Procurement 
Manager

Munis

Receive, Release 
Hold and Approve 

Req

Procurement 
Manager

Munis

No

Review and 
Approve Req

Procurement 
Manager

Munis

Review and 
Approve Req

Procurement 
Manager

Munis

Review and Final 
Approval

Fin Dir Munis

Review and Final 
Approval

Fin Dir Munis

Non-Member 
Acknowledgm
ent? (OPERS)?

Yes

Send form to 
vendor to validate 

retirement benefits

Role System

Send form to 
vendor to validate 

retirement benefits

Role System

Sign form and send 
back

Role System

Sign form and send 
back

Role System

File and send form 
to OPERS

Acct Spec Manual

File and send form 
to OPERS

Acct Spec Manual

File all 
documentation

Role Manual

File all 
documentation

Role Manual



Procure to Pay
Purchase Orders
Current

Procure to Pay
Purchase Orders
Current
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Approve
d Req

Review for Reqs to 
Approve

Acct Spec Munis

Review for Reqs to 
Approve

Acct Spec Munis

Convert Reqs to PO

Acct Spec Munis

Convert Reqs to PO

Acct Spec Munis

Release PO batch 
(assigns PO 

number)

Acct Spec Munis

Release PO batch 
(assigns PO 

number)

Acct Spec Munis

Print PO’s (pink)

Acct Spec Munis

Print PO’s (pink)

Acct Spec Munis

Print PO or Change 
Orders 

(documentation)

Acct Spec Munis

Print PO or Change 
Orders 

(documentation)

Acct Spec Munis

Email PO and/or 
place order at 

vendor website

Acct Spec Manual

Email PO and/or 
place order at 

vendor website

Acct Spec Manual

Receive PO’s 
printed locally 

(yellow)

Inv Manual

Receive PO’s 
printed locally 

(yellow)

Inv Manual

Provide Pink PO 
and back up to 

assoc

Acct Spec Manual

Provide Pink PO 
and back up to 

assoc

Acct Spec Manual

File PO’s by Alpha 
(for invoice 

matching purposes) 

Acct Spec 
(#2) Tony

Manual

File PO’s by Alpha 
(for invoice 

matching purposes) 

Acct Spec 
(#2) Tony

Manual

End

Print white copy, 
gather tag number, 
Send tag to Victor 
to attach to asset
Acct Spec System

Print white copy, 
gather tag number, 
Send tag to Victor 
to attach to asset
Acct Spec System

Receiving 
& AP

Receiving 
& AP



Procure to Pay
Contracts
Current

Procure to Pay
Contracts
Current
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Agreement in 
Tracker

Legal Excel

Agreement in 
Tracker

Legal Excel

Add to Planner

Legal Planner

Add to Planner

Legal Planner

Receive reminders 
to renewal based 
on contract dates

Legal Manual

Receive reminders 
to renewal based 
on contract dates

Legal Manual

Communicate with 
department 

regarding dates/
terms/extension

Legal Manual

Communicate with 
department 

regarding dates/
terms/extension

Legal Manual

PO



Procure to Pay
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Current

Procure to Pay
Inventory
Current
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Pick items/order 
quantities 

Dept User Munis

Pick items/order 
quantities 

Dept User Munis

Start

Review pick tickets, 
print and pick

Role System

Review pick tickets, 
print and pick

Role System

Post ticket / 
quantities (update 

inventory)

Role Munis

Post ticket / 
quantities (update 

inventory)

Role Munis

Deliver

Role Manual

Deliver

Role Manual

Office supplies, stationary, library cards, paper supplies, 
janitorial, hand tools, book repair 

($300K in inventory)

Run reports to 
determine when to 

reorder

Role Munis

Run reports to 
determine when to 

reorder

Role Munis

Order stock items

Role System

Order stock items

Role System

Req

Department 
charged (program 

13)

Role Munis

Department 
charged (program 

13)

Role Munis



Procure to Pay
Receiving
Current

Procure to Pay
Receiving
Current
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PO All goods received

Role System

All goods received

Role System

Match goods to 
packing list

Role Manual

Match goods to 
packing list

Role Manual

Prepare to Ship to 
agency/locations

Role Manual

Prepare to Ship to 
agency/locations

Role Manual

Tag item if 
appropriate

Role System

Tag item if 
appropriate

Role System

Send asset and tag 
information (serial 

#) to accounting

Role System

Send asset and tag 
information (serial 

#) to accounting

Role System

File in email to add 
to asset file

Role System

File in email to add 
to asset file

Role System

Receive in Munis

Role Munis

Receive in Munis

Role Munis

Send PO and packing 
list to accounting 

(yellow copy)

Role Manual

Send PO and packing 
list to accounting 

(yellow copy)

Role Manual

Match

Acct Spec 
(tony)

System

Match

Acct Spec 
(tony)

System

Receive Invoice

Acct Spec Misc

Receive Invoice

Acct Spec Misc

Send Invoice to 
Dept for approval

Acct Spec Manual

Send Invoice to 
Dept for approval

Acct Spec Manual

Start

Receive and sign 
approval

Dept Head Manual

Receive and sign 
approval

Dept Head Manual

Send back to Acct 
(scan, attach, 

email) 

Dept Head Manual 

Send back to Acct 
(scan, attach, 

email) 

Dept Head Manual 

Enter PO, vendor 
info, Invoice to 

process payment

Acct Spec Munis

Enter PO, vendor 
info, Invoice to 

process payment

Acct Spec Munis

Services Invoices are manually 
approved, then added to Munis 

for AP payment processing
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