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PROBLEM STATEMENT
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Our current employee payroll
process is time-consuming and
error-prone. With far fewer
Human Resource staff, we
must improve somehow,
somewhere.




GOALS

6 Learn
6 Reduce time
6 Prevent errors
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THE DMAIIC PROCESS

Define
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DEFINITIONS

Timestudy Timesheet

D
a4

Ohio Administrative
Knowledge System
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* Employee
* Manager

* ODA Payroll
Staff

* OAKS

* Employee

* Manager

* DAS/OAKS

* ODA Payroll
Staff

* DAS/OAKS E-
Mail
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* Timestudy
* Timesheet
* RFL

* Supplemental
Materials

* OAKS
Exceptions

* Emp/Mgr

* Timestudy/
Timesheet/
RFL

® Bargaining
Units

® Insurance

* Taxes

* Steps/Long-
evity/etc.

* Spreadsheets
* Rew.
Paycheck
Data
* Final Rev.
Paycheck

Receive
Employee’s
Timestudy;

Compare to OAKS
Timesheet

Handle Any
Errors/
Adjustments

Approve
Payable Time

Review Pay
Calc; Compare
to
Spreadsheet(s)

* Correct Data
* Correct
Payable Time

* Correct Data
* Correct

Payable Time
* (Paper) RFL

e Calculated
Pay

* Employee’s
Paycheck

* Employee
* Manager
* ODA Payroll
Staff
* Future
Selves

* Employee
* Manager
* DAS

* Manager

* Employee
* Agency
(ODA)
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PROCESS MAP
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THE DMAIIC PROCESS

Measure
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DATA COLLECTION PLAN

Performance Operational

Measure Definition

Difference between
official deadline & time
rec’d by HR staff

Timely submission of
Timestudy/Timesheets

Number of employees Number of employees
who submit materials with | with submissions
errors containing errors?!

Difference (time)
between first and final
actions? by HR

Total time to process
payroll per employee

Number of times HR staff
“handle3” each

Timestudy

Total number of “steps”
per employee
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DATA COLLECTION METHOD

Payroll Processing Data Tracking Sheet

Handling: Over processing?
Place a “tick”™ mark at each new handling.
Employee Is: O Union 0O Exempt O Manager [ Exec
Received by HR: / @ : AM|PM Late submissions
mm dd hh mm circle
Start Time: / @ : AM | PM ™
mm dd hh mm circle .
Start time is when you begin to actually review this TI m e to p rocess pe r
employee’s Timestudy and/or Timesheet. »
End Time: / @ : AM | PM employee
mm dd hh mm circle
End time is when you are completely finished reviewing
this emplayee’s Timestudy and/or Timesheer.
=

Contains Errors:

O 1. Timestudy and Timesheet Do Not Match
O 2. Incomplete Timestudy or Timesheet -,

D e Most common errors
O 4. Other-Employee
[ 5. Other-0AKS —
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THE DMAIIC PROCESS

Analyze
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PARETO CHART

ODA Employee Timesheet Errors
February 2012 — February 2013

s Frequency —==@==Percent Total

225 M -@— @- ® 100%
200 - 90%

175 - 80%
- 70%
150
- 60% B
E 125 - 5
- 50% E
E 100 g
[ - 40% &
75
- 30%

50 L 20%
25 - 10%
2 1 1
5 , e — -

Quantity  TRCInvalid - Multiple Dec Invalid Leave More than 24 Invalid Comp TRCis not in
exceeds TRC Actual Hours  CnvTRC(s)  Time Taken hours Time TRC Program
limits rprted reported  TRC/Balance

Error Type

Data Source: DAS/HRD OAKS Application and Reporting Group
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ODA Timesheet Error Control Chart

40

By Pay Period

1

i

-17

9 -

ag

Pay Period Ending
s JCL o AVErage e |CL o Errors

Data Source: DAS/HRD OAKS Application and Reporting Group
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MANUAL DATA COLLECTION: PART 1 ‘

24 1251262728 1| 2

11 4

Average
Handlings
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MANUAL DATA COLLECTION: PART 2 ‘

S M| T|W|T|F|S

112

3145|6789

15116

15 4

Average
Handlings
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THE DMAIIC PROCESS

Improve
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Tim WOOD

Error Prone

Over processing?
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MANAGER REVIEW

i

Compare
Timestudy Sign Send to
Manager to Timestudy HR
Timesheet

Return
To
Employee

= Enforcement
= Targeted training
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INITIAL HR CHECK

Review Compare

Payroll OAKS Timestudy i Mark
. Timestudy
Officer Payroll to OK

Alerts Timesheet

Return
To
Employee

= Remove this check?
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REVISE TIMESTUDY
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REVISE TIMESTUDY

Current Version

Medicaid Programs
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REVISE TIMESTUDY

Poka-yoke

fail-safing; mistake-proofing;
behavior-shaping constraint
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REVISE TIMESTUDY

Proposed Version

Operational Activities

Medicaid Programs

Time -
Each row

Administration
Medicaid Nursing Home
Quality Incentive

Medicaid Long Term Care

General Meetings / Issues |
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THE DMAIIC PROCESS

Implement & Control
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PROJECT TEAM

8 Michael Luers

— Assistant Director, Ohio Department of Aging
6 Deborah Buckley

— Payroll Officer, Ohio Department of Aging

8 Cecil Fields
— Payroll Officer, Ohio Department of Aging

e Betsy Bashore Mentor, OBM

* Felicia Sherman Blackbelt, ODA

e Stephanie Loucka Deputy Director of HRD, DAS
(formerly Assistant Director, ODA)
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QUESTIONS ?

PARETO CHART a

ODA Employee Timesheet
Februry 2012 — Fabeusry 2013
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Tim Woob a

Error Prone

Over processing?

1‘251527!521

&1 4

o Handlings

Errors

DATA COLLECTION METHOD A

-
e e e O poamst O Monager Oty
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— i T
Ll — Y

T/ g
==l s

[ Payroll Procesing Data Tracking Sheet |

} Over processing?
} Late submissions

Time to process per
employee
} Meost common errors

REVISE TIMESTUDY

Proposed Version
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