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System Characteristics Form

Attachment B	Solicitation No. 	RFP2026-018	

Please complete this form in its entirety and include it with your Proposal.  Where appropriate, include screenshots in responses to narrative questions.

	Name of Offeror:
	Click here to enter text



	SYSTEM CHARACTERISTICS – BASE SCOPE
	OFFEROR RESPONSE

	ID
	TYPE
	DESCRIPTION
	SUPPORT
	ADDITIONAL INFORMATION (Optional)

	Timekeeping
	Optional
	Employees can classify time worked (i.e., project tracking, type of work tracking, special event tracking, etc.)
	Select	Click here to enter text
	Timekeeping
	Optional
	Support submission and approval of online requests to work overtime
	Select	Click here to enter text
	Timekeeping
	Optional
	System can detect potential overtime
	Select	Click here to enter text
	Timekeeping
	Optional
	System detects punch anomalies (e.g., missed punch, low /zero wages, missing job transfer codes for PT)
	Select	Click here to enter text
	Timekeeping
	Required
	Administrators can be able to disable timecard edits by employees and supervisors during payroll processing
	Select	Click here to enter text
	Timekeeping
	Required
	Employees can submit leave requests
	Select	Click here to enter text
	Timekeeping
	Required
	Supervisors can approve/deny employees’ leave requests
	Select	Click here to enter text
	Timekeeping
	Required
	Employees can record time with either in/out punches or lump sum hours worked
	Select	Click here to enter text
	Timekeeping
	Required
	Employees with multiple jobs can designate which job is being worked
	Select	Click here to enter text
	Timekeeping
	Optional
	System limits job designation by employees to only jobs assigned to them
	Select	Click here to enter text
	Timekeeping
	Optional
	System can require employees to manually designate which job they are working
	Select	Click here to enter text
	Timekeeping
	Required
	Administrators can make corrections to current and past pay periods
	Select	Click here to enter text
	Timekeeping
	Required
	Multiple supervisors can approve employee timesheets when employees have more than one supervisor
	Select	Click here to enter text
	Timekeeping
	Required
	In/Out punches can be rounded to the nearest 15 minutes
	Select	Click here to enter text
	Timekeeping
	Required
	System calculates overtime accurately for compliance with all applicable federal, state, and local laws and regulations
	Select	Click here to enter text
	Timekeeping
	Required
	System allows supervisors to delegate timesheet sign-offs to others
	Select	Click here to enter text
	Timekeeping
	Required
	Employees can approve/finalize timesheets prior to supervisor sign-offs
	Select	Click here to enter text
	Timekeeping
	Required
	System allows overtime to be banked as comp time
	Select	Click here to enter text
	Payroll - Pay
	Required
	Rates are automatically calculated if adjustment is mid-pay period
	Select	Click here to enter text
	Timeclocks
	Required
	Physical timeclocks allow staff to record their in/out punches
	Select	Click here to enter text
	Timeclocks
	Required
	Physical timeclocks allow staff with multiple jobs to select which job they are working
	Select	Click here to enter text
	Timeclocks
	Required
	Physical timeclocks allow staff to approve their timesheets
	Select	Click here to enter text
	Technical
	Optional
	System is SOC-2 compliant
	Select	Click here to enter text
	Technical
	Optional
	System has a separate training and/or testing environment
	Select	Click here to enter text
	Technical
	Required
	System maintains an audit trail for all changes made in the system
	Select	Click here to enter text
	Technical
	Optional
	Ability to remotely manage and configure time clocks 
	Select	Click here to enter text
	Technical
	Required
	Supports single sign on
	Select	Click here to enter text
	Technical
	Required
	System complies with all applicable ADA standards including relevant sections of Title II
	Select	Click here to enter text
	Technical
	Required
	Web-based components of the system are supported on all major browsers (Chrome, Safari, Edge)
	Select	Click here to enter text
	Technical
	Required
	Web-based components are mobile responsive
	Select	Click here to enter text
	Schedules
	Optional
	Supervisors can create and maintain employee schedules
	Select	Click here to enter text
	Schedules
	Optional
	System can automatically assign coverage for unstaffed shifts
	Select	Click here to enter text
	Schedules
	Optional
	System supports different types of shifts ( i.e. 8 hour, 4 hour, 10 hour, etc.)
	Select	Click here to enter text
	Schedules
	Required
	Administrators can create and maintain employee schedules
	Select	Click here to enter text
	Schedules
	Required
	Supervisors can view team employee schedules
	Select	Click here to enter text
	Reporting
	Optional
	System can generate overtime reports
	Select	Click here to enter text
	Reporting
	Required
	System allows reports to be run on all data in the system (both imported and native data)
	Select	Click here to enter text
	Reporting
	Required
	Systems allows for the creation of custom reports
	Select	Click here to enter text
	Mobile
	Optional
	Mobile application supports biometric sign-in options
	Select	Click here to enter text
	Mobile
	Required
	Mobile application is compatible with iOS and Android operating systems.
	Select	Click here to enter text
	Mobile
	Required
	Mobile application gathers employee location when clocking in/out
	Select	Click here to enter text
	Mobile
	Required
	Mobile application captures in/out punches when it has no network connectivity
	Select	Click here to enter text
	Mobile
	Required
	Mobile application captures location information of in/out punches
	Select	Click here to enter text
	Mobile
	Required
	Mobile application allows staff to approve/finalize their timesheets
	Select	Click here to enter text
	Mobile
	Required
	Mobile application allows supervisors to sign-off on timesheets
	Select	Click here to enter text
	Integration
	Optional
	Supports integration with Outlook calendar
	Select	Click here to enter text
	Integration
	Required
	System integrates with Existing HR/Payroll System
	Select	Click here to enter text
	General
	Optional
	Ability to send real-time alerts and messages to users
	Select	Click here to enter text
	General
	Required
	System is compliant with all federal, state, and local laws and regulations
	Select	Click here to enter text
	Accruals
	Required
	Automates all City accrual types
	Select	Click here to enter text
	Accruals
	Required
	Employees, supervisors, and administrators can view real-time accrual balances
	Select	Click here to enter text
	Accruals
	Required
	Employees, supervisors, and administrators can view accrual usage
	Select	Click here to enter text
	Accruals
	Required
	Employees, supervisors, and administrators can project future accrual balances based on scheduled leave
	Select	Click here to enter text



	SYSTEM CHARACTERISTICS – NARRATIVE QUESTIONS

	1. General
	Describe how the System can be configured to send notifications and alerts to users (i.e., emails, text messages, in-app notifications, etc.).  Minimally include any capabilities for timesheet exceptions/issues, schedule or leave-related events, and accrual balances (especially those at risk of being lost at the end of the fiscal year).

	Click here to enter text
	2. Reporting & Compliance 
	Describe the System's audit capabilities.

	Click here to enter text
	3. Reporting & Compliance 
	Describe how the System maintains compliance with all federal, state, and regional laws and regulations.  Minimally include information regarding overtime limits, FMLA, etc. .

	Click here to enter text
	4. General
	Describe the System's end-of-pay period processes.  Minimally include how employees and supervisors resolve timesheet issues, identify whether overtime is paid out or banked as comp-time, approval/sign off of timesheets (including employees with multiple supervisors), timesheet lockout, administrator corrections, and payroll export for the Existing HR/Payroll System.  

	Click here to enter text
	5. General
	Describe how the System handles leave requests and approvals.  If the System supports leave donation processes, also detail those.

	Click here to enter text
	6. General
	Describe how the System tracks employees working multiple positions with multiple supervisors.

	Click here to enter text
	7. Reporting & Compliance 
	Describe the System's reporting capabilities.  Minimally include information on built-in reports, ad-hoc reports, custom reports, and ad-hoc searches.  Include screenshots of commonly utilized reports and search screens.

	Click here to enter text
	8. Scheduling
	Describe the System's capabilities to track simple schedules.

	Click here to enter text
	9. General
	Describe how the system tracks time worked that crosses two days overnight and extended shifts during emergencies like weather events.

	Click here to enter text
	10. Timeclock
	Describe the System's physical timeclock configuration and capabilities.  Minimally include it's power source(s), network requirements, support for City ID cards, and any remote management capabilities.

	Click here to enter text
	11. Scheduling
	Optional Scope - Complex Schedules: Describe the System's ability to manage complex schedules.  Minimally include information regarding tracking employee availability, the ability for employees and supervisors to swap shifts, supervisor ability to approve schedule changes, supervisor overrides, and the ability to track shift types (i.e., special events, court time, etc.).

	Click here to enter text
	12. General
	Describe your approach, if any, to incorporating artificial intelligence in the system.  Clearly delineate between current capabilities vs: planned capabilities.

	Click here to enter text


	SYSTEM CHARACTERISTICS – SAMPLE VIDEOS (EACH VIDEO NO LONGER THAN 5 MINUTES)

	1. General
	Provide a video demonstrating common activities for an employee via a computer.  Minimally include entering in/out punches, reconciling missed in/out punches, entering lump sump time worked, specifying which job is being worked (for employees with multiple positions), entering leave used, electing whether overtime should be paid out or banked into comp time, approving the time sheet, and requesting/approving leave use.

	Click here to enter video URL	

	2. Mobile 
	Provide a video demonstrating common activities for an employee via the mobile application.  Minimally include entering in/out punches (including with no internet connectivity), reconciling missed in/out punches, entering lump sump time worked, specifying which job is being worked (for employees with multiple positions), entering leave used, electing whether overtime should be paid out or banked into comp time, approving the time sheet, and requesting/approving leave use.

	Click here to enter video URL	

	3. Timeclock
	Provide a video demonstrating common activities for an employee via the physical timeclock.  Minimally include clocking in/out, specifying which job is being worked (for employees with multiple positions), reviewing timesheets, and approving the time sheet.

	Click here to enter video URL	

	4. General
	Provide a video demonstrating searching, reporting, dashboards, and alerts.

	Click here to enter video URL	

	5. Scheduling
	Optional Scope – Advance Scheduling: Provide a video demonstrating the System's ability to manage complex schedules.

	Click here to enter video URL	
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