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Introduction
The Paperless Leave / Travel Request project is part of the Enterprise Infrastructure Upgrade (EIU) umbrella project. EIU’s main goal is the automation of workflows toward paperless implementation of all Computing Division processes. This will also provide to the computing division users a uniform and coherent access of all information stored in current and future database repositories, so that the underlying structure is transparent to the user and data from the various individual repositories appear as if they are coming from a single one.
The Paperless Leave / Travel Request project is initiated by the Computing Division Program Support group who set the initial project requirement and constrains. The Program Support group will be responsible for providing the requirements and the workflow aspects (request approval workflows) that the software will follow and, also, will be testing the system. The software will be implemented and supported, as part of the EIU project, by the CSS – Infrastructure and Development Support group.
Project Scope and Deliverables: 
Provide a paperless way of requesting and approving vacation, sick, business etc time, as well as automate the Domestic and Foreign travel processes to a paperless system that will automatically update, push data, notify, and enable electronic signatures.

Project Plan
We propose to present a plan and get endorsement from the Computing Division management for decisions and approaches. This will be accomplished through a briefing and project status reports:
Briefing: 21st April 2005

Implementation Plan document: 31th May 2005

Project Phases: 

The project implementation phases, followed by the appropriate deliverable from the CSS – IDS group, are:
Phase 1: Implementation of the paperless leave request and approval process system. We envision the system to do the following: 
1. Employee requests leave using a web interface. The types of leave time available to the requestor are all that exist on the Time Sheets and also “Other”. Date selection should be based on a calendar. The interface should allow for user comments, so that extra information or explanation can be entered. The interface should allow request staging, e.g. a preparation stage and a submission stage. A request is only processes further upon submission.
2. Upon submission, a notification is sent to supervisor for approval, if approval is not received within a few days it would go to the next level of approval or a pre-selected person based on the org chart. 

3. Upon supervisor approval a notification is sent to cd-sis@fnal.gov and the requestor. Also, at the same time the information is made available on the web.

4. Upon supervisor denial the requestor is informed and no information is displayed on the web.

5. The public information on the web will only list the people who are not at the lab but not the leave type. The leave type information for all employees will be available to department heads and division office only. The group leaders will be able to see information on the type of leave for the people in their group only.

6. The system should allow modification of a request regardless of its stage. If the request is approved then any modifications in the dates should result in treating the request as a new one, thus requiring a new approval. A history of one deep should be kept for checking purposes at the approval stage and also enabling easy rollback.

Phase 2: Implementation of providing information for domestic travel request, (domestic business trip).

1. If the requestor selects as leave Business then he/she should be prompt to select between Domestic and Foreign. 

2. Upon selection of the Domestic Business leave, the appropriate form(s) for domestic travel should be presented to the user. The rest of the travel process is what is described in the “Domestic Travel Admin processes” 
Phase 3: Implementation of providing information for foreign travel request (foreign business trip).

1. If the requestor selects as leave Business then he/she should be prompt to select between Domestic and Foreign. 

2. Upon selection of the Foreign Business leave, the appropriate form(s) for Foreign travel should be presented to the user. The rest of the travel process is what is described in the “Foreign Travel Admin processes”
Phase 4: Interface with the FTMS database for Foreign travel requests.

Phase 5: Interface with the Effort Report system to fill the appropriate percentages for the vacation, sick, etc time off.

Phase 6: Incorporate the paperless Directorate approval workflow 
