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Overview 

Since 2005, the City has used an electronic time entry system for all benefitted employees.  

Unfortunately, a large number of temporary, seasonal, and other non-benefitted employees still 

record hours worked on paper timesheets.  This paperwork is tedious and prone to errors.  When 

an error occurs the time and effort it takes to fix it is costly.  Supervisors use an inordinate 

amount of time shuttling paper timesheets to and from employees.  Electronic time entry is a 

well-developed technological field.  With enhanced technology, there are time entry alternatives 

that will improve accuracy, increase productivity, and decrease the effort it currently takes to 

handle paper timesheets. 

 

The City of Westminster formed a task force to evaluate our current use of paper timesheets and 

recommend improvements based on current technology choices, best practices, and industry 

standards.  The task force studied our current processes, identified issues to be addressed, listed 

objectives to be achieved, and researched new solutions for the City. The task force recommends 

expanding our current electronic time entry processes based on its investigation. 

 

 

Methodology 
The task force used the following methodology to frame the issues and provide a 

recommendation: 

1) Document current paper timesheet processes to understand the impact of those processes 

on the City. 

2) Identify issues rising from the current paper timesheet process that need to be addressed 

in this recommendation. 

3) Define specific objectives to achieve while researching and compiling solutions to the 

identified issues. 

4) Research and compile a list of solutions to the issues and objectives through surveying 

similar entities, site visits, interviewing vendors, surveying supervisors, and interviewing 

IT staff as to possibilities. 

5) Recommend a solution or path of solutions that would best meet the stated objectives and 

resolve the stated issues within constraints of time and budget. 

 

 

Current Processes 
To understand the nature of the issues revolving around paper timesheet processing, the task force 

identified supervisors who handle paper timesheets, surveyed them, and mapped out the current 

processes.  Appendix A includes a list of identified supervisory groups and answers to some of 

the questions we asked.  The City currently has eleven distinct steps to processing paper 

timesheets.   

 

1) Payroll generates, sorts, and groups up to 800 paper timesheets, then takes them to the 

mail room. 
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2) Department admins pick up paper 

timesheets from the mail room.  

Some departments resort and 

regroup the timesheets.  The 

departments put them in an initial 

drop off site for couriers and 

supervisors to pick up.  Some 

employees come directly to the 

departmental admins to get their 

paper timesheets. 

3) Supervisors and couriers pick up 

timesheets from the initial 

departmental drop off sites and 

deliver them directly to 

employees, to facilities, or to 

secondary drop off sites. 

4) For larger workgroups, employees 

may access their paper timesheets 

in a central location where all 

paper timesheets are kept.  Most 

are kept in a three ring notebook, 

where supervisors can easily 

access all “completed” timesheets 

when it is time to approve them. 

5) Employees mark their time and 

sign paper timesheets.  In some 

cases supervisors mark time from a secondary source like a time clock system.  Some 

employees are paid to drive in to complete their timesheets. 

6) At the end of the pay period, supervisors collect time sheets from their employees or 

central location.  They check the timesheets and address issues. 

7) Once timesheets are checked and approved, the supervisors return the timesheets to 

departmental admins, couriers, or directly to Payroll. 

8) Facility and departmental admins recheck and regroup the paper timesheets handling 

issues as needed. 

9) Facility and departmental admins send the paper timesheets to Payroll. 

10) Payroll checks the paper timesheets and handles issues as needed.  Some of those issues 

involve finding employees, supervisors, sending emails, receiving emails, and receiving 

faxes to fix problems with timesheets. 

11) Payroll enters paper timesheet data into a spreadsheet and downloads them into the 

payroll system. 

 

It is important to note that steps 6-9 take place in about a 4 hour window on the Monday morning 

after the pay period ends.  Steps 10 and 11 are completed in one and a half working days.  Not 

only Payroll, but a large number of supervisors are spending a 

good portion of those Mondays taking care of paper 

timesheets.  The task force identified 39 specific supervisory 

groups affected by paper timesheets throughout the City.  By 

surveying these supervisors and interviewing others involved 

in the process, the task force estimates the cost of processing 

paper timesheets at roughly $61,000 annually. 

 

Annual Cost of Paper 

Timesheet Processing 

Payroll $  8,500 

Admins $  1,000 

Supervisors $52,000 

Total $61,500 
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Remote Time Entry Issues 
After analyzing the current process, the task force identified 8 issues that resulted from the paper 

timesheet process that needed to be addressed: 

 

1) Current seasonal and temporary employees have limited access to JDE and PCs in 

general for time entry. 

2) There is constant stress between getting paper timesheets in and getting those timesheets 

verified by the employee before payroll begins. Supervisors are often rushed to meet the 

payroll deadline.  Most hourly positions work on Sundays and could be scheduled as late 

as 9PM.  Since timesheets are due the following morning, Monday at around 8:00AM to 

the department and no later than 10:00 AM to finance, supervisors with large workgroups 

(50+) are often rushed to meet this deadline.  This quick turnover provides little or no 

time for supervisors to investigate and make corrections, resulting in a list of exceptions 

from finance.   Many supervisors adjust their schedules to process paper timesheets by 

coming in on their normally scheduled days off or coming in as early as 5:00AM on 

Monday morning. 

3) A multiple number of supervisors and couriers are involved in distributing and collecting 

paper timesheets every pay period resulting in extra work and inefficiency.   There is a 

significant amount of drive time and paid mileage involved in this process. 

4) Payroll prints up to 900 paper timesheets at the peak of seasonal employment, but only 

processes about 500, wasting the time and materials it takes to print, sort, and distribute 

paper timesheets that are not even used. 

5) The fact that timesheets are a physical document compounds the process of fixing errors 

involving email, rerouting of timesheets, and other processes to get it done, resulting in 

more inefficiency and potentially more errors. 

6) Paper timesheets must be completed on paper and calculated and processed manually by 

staff.  That increases the chance of calculation errors an electronic system may catch and 

fix. 

7) Completing paper timesheets and having payroll enter them causes redundant data entry 

that can be eliminated by a single entry system.  This problem is compounded when time 

clocks are involved because the time must be transferred manually from time clocks to 

paper timesheets. 

8) Many employees work at a multiple number of facilities with a multiple number of 

supervisors and business units, but at the same position.  Currently, JDE has only one 

position defined for these employees and one supervisor assigned.  Blank timesheets are 

used to accommodate this issue but it creates more work for payroll.  A solution should 

resolve this issue to the best possible outcome. 
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Objectives  
After a close look at the issues and a discussion on what the task force is set out to achieve, it 

defined 4 specific objectives to meet with its recommendation: 

 

1) Meet all legal and City requirements. 

- FLSA (All solutions must meet FLSA Standards) 

i. 40 hours per week 

ii. Employees under age 18 do not work more than 8 hours in a 24 hour 

period.  

- Keep Employee Verification standards at the same level the City currently has.  

(Issue 2: Find a way to reduce the conflict between getting timesheets in 

accurately and having employees verify the time on a timesheet.) 

- Obtain employee and supervisor signatures within established payroll deadlines. 

2) Increase the cost-effectiveness to the City. 

- Use single data entry wherever possible (Issues 6 , 7, & 8: Make sure any 

solution reduces the number of times data is being entered ) 

- Reduce costs of labor and materials (Issues 3, 4,  5, & 8: Make sure any solution 

reduces the effort of all employees involved to the best of our abilities and 

reduces the cost of materials) 

- Reduce the amount of driving between facilities and city hall (Issues 2, 3, & 4: 

Make sure any solution reduces the amount of drive time between facilities and 

city hall) 

3) Create the ease of use to the workforce. 

- Reduce the complexity of distribution and collection (Issues 3, 5, 6,  7, & 8:  

Make sure any solution will reduce the complexity of the process for employees) 

- Reduce the stress of meeting deadlines in a short amount of time (3, 5, 6, & 7: 

Solution should relieve the pressure of the payroll deadline through a more 

efficient process) 

- Reduce complexity of entering data (Issue 1, 5, 6,  7, & 8: The solution should 

reduce the complexity of data entry to increase accuracy and reduce stress and 

training time) 

- Reduce the stress of driving between facilities to distribute and collect paper 

timesheets (Issues 2, 3, & 4: Make sure any solution reduces the stress of driving  

between facilities and city hall to meet deadlines) 

4) Improve the accuracy of data. 

- Use single data entry wherever possible (Issues 6, 7, & 8: Make sure any solution 

reduces the number of times time entry is being entered ) 

- Reduce complexity of entering data (Issue 1, 5, 6,  7, & 8: The solution should 

reduce the complexity of data entry to increase accuracy and reduce stress and 

training time) 

- Improve timely reporting for supervisors and payroll. (Issues 1, 5, 6, 7, & 8: Find 

a solution that will deliver important information to employees when entering 

their time entry, and help them reduce the chance of entering bad data.) 
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Solutions 

 

After surveying eight similar organizations, the task force concluded that there were two 

approaches:  Several entities, usually recreation districts and golf facilities not associated with a 

municipality, were using a web solution.  All of the organizations using JD Edwards 

EnterpriseOne for payroll had extended access to both benefitted and non-benefitted groups.  

Lakewood had extended electronic time entry to almost every employee. 

 

The task force used this information to look more carefully at what 

can be done to extend access to the current electronic time entry 

system. In relationship to the current time entry system, the task force 

identified 4 specific groups of employees who currently use paper 

timesheets: 

- Group 1: Employees who only need internal access to JDE 

to use the current electronic time entry system. 

- Group 2: Employees who only need external access to JDE 

to use the current electronic time entry system. 

- Group 3: Employees who use a time clock and would benefit 

from integrating time clock data with the current time entry 

system. 

- Group 4: Employees who cannot use the current JDE time entry system unless 

significant changes are made, specifically those with multiple business units and 

supervisors per position 

 

Each of these groups have differing challenges, some more problematic than others.  However, 

the task force looked at each group, and supplied a separate solution for each of them. 

 

Solution 1) Extend internal access to the current time entry system 

This solution applies to group 1.  Through the supervisor’s 

survey, the task force estimated up to 650 paper timesheets 

could be eliminated through this solution.  It is the easiest 

solution to implement, other than doing nothing: 

- Add a Paper/Electronic Entry Flag to positions in 

the current time entry system. 

Currently the time entry system has a defined 

formula for which positions get paper timesheets 

and which show electronically.  All positions with 

an FTE of .1 or less receive paper timesheets.  To 

extend the use of electronic timesheets, the current 

system will need to use a different formula.  The best way to move the employees 

over smoothly would be to add a flag that identifies which positions are 

electronically entered and which are paper entered.  The cost to implement this 

functionality is estimated at $400. 

 

- Create Active Directory logins for all employees. 

Employees currently use Active Directory to access the time entry system.  All 

employees who do have logins will need to be set up in Active Directory and 

EnterpriseOne.  The cost of the initial set up is estimated at $760.  IT is already 

looking at the potential for onboarding new employees through automated 

processes. 

  

Surveyed Organizations 
City of Arvada 

APEX 

Foothills Recreation District 

City of Boulder 

City of Fort Collins 

Hyland Hills Recreation District 

City of Thornton 

City of Lakewood 

Step Cost 

Programming $     400 

Creating logins $     760 

Procedural Changes $     100 

Training $  9,000 

New PCs $10,500 

Total $20,760 
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- Make procedural changes and change current orientation documentation for new 

employees.   

The cost is estimated at $100. 

 

- Train affected employees in entering time electronically.   

The cost of training 650 employees is estimated at $9,000. 

 

-  Expand the number of internal PCs to accommodate the increase in employees 

entering time electronically.  After looking at the supervisor’s surveys, the task 

force estimated that no more than 15 new PCs would need to be installed.  Some 

of these installations would not need to be done right away, but only if 

congestion develops around the current PCs.  The total possible cost of adding 15 

new PCs is estimated at $10,500. 

 

Solution 2) Open external access to the current time entry system 

External access simply means the ability for an employee 

to get to the time entry system through the internet.  Some 

employees come in to get their timesheets completed, even 

though they do not work in a city facility. Many 

employees have irregular shifts that make it difficult for 

them to properly submit their timesheet at the end of the 

pay period.  Supervisors have found ways to handle these 

situations to get the job done, but it is a high cause of stress.   

 

This solution targets those employees that find it difficult to access an internal PC when 

an electronic timesheet needs to be submitted.  The task force estimates that 452 

employees would benefit from having external access to the current time entry.  The 

following steps would need to be taken to implement this solution: 

- Streamline the time entry screen to reduce issues with multiple browsers. 

The time entry system is built to handle all time entry situations.  Some browsers 

have a problem with rendering EnterpriseOne web pages.  We can reduce 

problems that may arise, by providing a streamlined time entry form for non-

benefitteds that does not need to handle general leave or other benefitted 

paytypes.  The cost for this change is estimated at $1000 

- Make changes to the current external access functionality to direct users to the 

time entry system. 

The current configuration may work.  All non-exempts are directed straight to 

EnterpriseOne.  If it needs to be reconfigured the cost is estimated at $135. 

- Train employees on the use of the external access functionality. 

We have a document online that can be sent to employees wishing to use external 

access.  The cost of printing and sending out this document would be incidental. 

 

 

Solution 3) Integrate time clock data with the current time entry system 

Time clocks are used by three groups within the City: 

Legacy Ridge Golf Course, Heritage Golf Course, and City 

Park Aquatics.  These devices are extremely useful in 

tracking time for staff in these groups.  The task force 

specifically looked at how the data being collected by these 

devices could be integrated with the time entry system.  

Appendix A explains the integration of time clocks more 

Step Cost 

Programming $1,000 

Reconfigure Access $   135 

Total $1,135 

 

Step Cost 

Client/Server 

Installation 

$ 7,400 

Configuration $    300 

Integration $ 2,400 

Total $10,100 
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thoroughly.  If a standardized time clock system were to be implemented and integrated 

with EnterpriseOne, other supervisory groups may be interested in using it.   

 

This solution would affect about 170 employees who currently use time clocks.  

Integrating time clocks with the time entry would reduce the time it takes to transfer 

hours from the devices to paper timesheets and reduce errors that may occur.  This 

implementation is a little more complicated than the first two solutions, but doable: 

- Purchase and implement a standardized client/server based time clock system for 

all groups in the City. 

The City would standardize on one time clock system in a client/server 

configuration that would be easy to integrate with EnterpriseOne.  Appendix A 

goes into more detail on estimated costs.  The task force estimated the total cost 

for implementing a standardized client/server time clock system would be 

$7,400. 

 

- Configure the time clock to match City positions. 

Time would need to be spent in configuring the time clock system and pulling 

information from EnterpriseOne to identify positions.  This work could be done 

manually.  The task force estimates initial costs would be $300 

 

- Add functionality in the current time entry system to pull data from the time 

clock system into the timesheets. 

IT will need to build an interface between the time clock and time entry systems.  

This interface will pull entered hours down to the timesheet for employees.  The 

cost of this interface is estimated at $2,400. 

 

 

Solution 4) Make programmatic and procedural changes to allow employees with multiple 

business units and supervisors per position access to the time entry system. 

Solution 4 directly relates to an issue that came up while 

identifying who uses paper timesheets and why.  About 15 to 

20 employees work in the same position, but at a multiple 

number of facilities or for a multiple number of supervisors.  

After some discussion, it became evident that the best way to 

handle multiple business units would be to give the 

employee the ability to enter business units along with hours 

on the timesheet.  However, programming multiple supervisors was another story.  It was 

decided that getting approval from multiple supervisors could be handled through 

procedural changes and not programmatically.  The steps to implementing this solution 

are as follows: 

- Add functionality to the current time entry system to enter multiple business units 

on a timesheet. 

Once this functionality is in, an employee could use the same time entry, but 

specify hours for each business unit worked that period.  The task force estimates 

the cost to be $2,400. 

 

- Add functionality to the current time entry system to allow supervisors to share 

information on a position’s timesheet. 

This functionality could be in the form of a report, or allowing multiple 

supervisors to see a timesheet even though only one is able to approve it.  The 

task force estimates the cost to be $800. 

Step Cost 

Multiple BUs $2,400 

Supervisory Sharing $   800 

Procedural Changes $   150 

Total $3,350 
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- Change procedures to allow supervisors to share information about a position 

with a primary supervisor approving the timesheet. 

This work would entail affected supervisors working out a system for viewing 

and approving timesheets for positions reporting to multiple supervisors.  The 

task force estimates the cost to be $150. 

 

 

 

The task force spent some time in looking at two other solutions: web services and COTS time 

entry applications.  Fort Collins uses Telestaff to bring in police and fire time entry data.  Most 

of the recreation districts use a full cloud solution for their whole payroll.  Since the City already 

uses EnterpriseOne for payroll and already has a front end time entry system, the task force 

deemed these solutions as not viable at this time.  However, Appendix B does hold information 

on web services from two web vendors we looked at: Paylocity and AcroTime. 

 

 
* Paylocity mentioned a range of prices from $2 to $4 depending on several factors 

** Possible vendor implementation costs were not readily available. 

*** Estimated at 1700 x $30 x 15 minutes. 

 

 

 

Recommendation 

 

After looking through the options, the task force readily saw that solution 1 followed by solution 

2 would deliver the most ‘bang for our bucks.’  It also wanted to seriously consider the 

integration of time clocks for those who use them.  After these solutions, it would still be 

important to implement solution 4 to allow employees with multiple business units to enter time 

electronically.  The chart below identifies the cost of each of these solutions and offers a possible 

timeline for gaining savings by implementing them. 

 

Solutions 1 and 2 bring immediate savings.  Solutions 3 and 4 bring savings over a longer period 

of time.  All of these solutions bring value to intangibles such as stress levels and ease of use.  

The savings is significant in a five year period totaling $202,555. 

WEB SERVICES 

Web Vendors Paylocity AcroTime 

Plan Basic Premium Basic Premium 

Monthly Per Employee $2.00 $4.00* $1.75 $3.50 

650 Employees $1300 $2,600 $1137.50 $2275 

1700 Employees $3,400 $6,800 $2975 $5950 

Estimated 

implementation Cost 

(in-house)** 

 

 

$3,000 

 

 

$3,000 

Estimated Interface 

Cost (in-house) 

$3,200 $3,200 

Training Costs*** $12,750 $12,750 
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The task force recommended and management agreed that the solutions should be phase in over a 

period of time.  Implementation of Solution 1 should correspond with the completion of the 2013 

seasonal period in October.  This timing will give the City plenty of time to work out the bugs in 

the implementation of both solutions 1 and 2 before the next seasonal period starts.  The 

implementation of solution 3 could begin in 2014, followed by solution 4.  The spacing of these 

implementations would allow for work on issues in off periods, until solution 4.  Solution 4 

impacts a much smaller group of employees and is relatively unaffected by the seasonal period. 

 

 

Description Year 1 Year 2 Year 3 Year 4 Year 5 Totals 

Annual Costs with no change $61,000 $61,000 $61,000 $61,000 $61,000 $305,000 

Cost of Solution 1 $20,760      

Annual Costs with Solution 1 
implemented (30%) 

$18,300 $18,300 $18,300 $18,300 $18,300 $91,500 

Savings with Solution 1 
implemented 

$21,940 $42,700 $42,700 $42,700 $42,700 $192,740 

Cost of Solution 2 $1,135      

Annual Cost with Solution 1 & 
2 implemented (25%) 

$15,250 $15,250 $15,250 $15,250 $15,250 $76,250 

Savings with Solutions 1 & 2 
implemented 

$23,855 $45,750 $45,750 $45,750 $45,750 $206,855 

Cost of Solution 3 $10,100      

Annual Cost with Solution 1-3 
implemented (2%) 

$14,030 $14,030 $14,030 $14,030 $14,030 $70,150 

Savings with Solutions 1-3 
implemented 

$14,975 $46,970 $46,970 $46,970 $46,970 $202,855 

Cost of Solution 4 $3,350      

Annual Cost with Solutions 1-4 
implemented (1%) 

$13,420 $13,420 $13,420 $13,420 $13,420 $67,100 

Savings with Solution 1-4 
implemented 

$12,235 $47,580 $47,580 $47,580 $47,580 $202,555 
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Summary 
 

Research demonstrated the technology is there to successfully implement solutions 1-4.  

Implementation is underway, with more than 150 employees now converted from paper to 

electronic.  Full implementation will be completed during fourth quarter, 2013.   
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APPENDIX A 
 

Work Group Supervisor 
Max # Paper 
Timesheets 

Access to 
Internal PCs 

Benefitted by 
External Access 

     

BO&M (MSC)  4 4 4 

CH - Community Development  3 3 3 

CH - Building  1 1 1 

CH - City Clerk  3 3 3 

CH - Finance  0 0 0 

Court  10 10 10 

Police Dispatch  3 3 3 

     

Regional Parks, Sports & Golf     

Golf Course - Heritage  30 30 30 

Golf Course - Heritage  15 15 15 

Golf Course - Legacy Ridge  30 30 30 

Golf Course - Maintenance  15 15 15 

Golf Course - Maintenance  15 15 15 

Sports  30 30 30 

Standley Lake  25 25 25 

     

Libraries     

Library - College Hill  26 26 26 

Library - Irving St  4 4 4 

     

Parks     

BRAUCH (Forestry)  4 4 4 

Greenhouse  5 5 5 

WPOC  45 45 45 

     

Public Works & Utilities     

Semper Water  2 2 2 

BDC - Maintenance  2 2 2 

Semper - Maintenance     

Utilities - Operations  6 6 6 

Streets - Operations  3 3 3 

CH - Administration  1 1 1 

     

Recreation     

CH - PR&L(Arts)  10 10 10 

CH - PR&L Special Events  2 2 2 

CH- PR&L Youth Team  80 80 80 
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CPFC - Childcare  18 18 18 

CPFC Guest Relations  3 3 3 

CPFC - Fitness  50 50 50 

CPFC - Custodial  5 5 5 

CPRC - Aquatics  80 80 80 

CPRC - Climbing Wall/Gym 

Attendance 

 7 7 7 

CPRC - Guest Relations  12 12 12 

MAC - PR&L  20 20 20 

SFC - Aquatic/Guest Relations  55 55 55 

Westview - Aquatics/Guest 

Relations 

 20 20 20 

Westview - Preschool  22 22 22 

 
 

  


