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General Cross-Functional 
Total allocated time: 40 minutes, including questions 
 
Session Objective 
Demonstrate the system’s user interface including navigation and user capabilities, how users 
can search for data, how electronic workflows are routed and approved, document management, 
and communications and notifications. 
 
Assumptions: The system looks and acts the same across a variety of browsers and actions can be 
approved on different mobile devices. If there are situations where device standards change how 
a user interacts with the software, describe and point out those differences. 
  
Items to Demonstrate 

1. Discuss and demonstrate the user capabilities and navigation features: 
a. Navigate between different screens and modules (e.g. from Accounts Payable to 

Payroll to Leave). 
b. Show how the screens operate and include any helpful features such as form 

validation, spell check, etc. 
c. Users can configure their screens or navigation options to be specific to their 

needs. 
d. Users can access both general, online help and context-sensitive help. 
e. The system is accessible to all and is compliant with section 508 of the 

Rehabilitation Act. 
2. Demonstrate how users can search for different types of data or functions (e.g. searching 

for an employee). 
3. Demonstrate the capabilities for automatically routing requests for approvals and 

notifications using electronic workflow functionality. Show how: 
a. A typical transaction is started. 
b. The transaction is routed to the relevant individuals for approval and how they are 

notified that they are required to perform an approval. 
c. Temporary delegates can be added. 
d. An informational copy of the transaction can be sent to relevant individuals. 
e. Electronic signatures are supported in the workflow process. 
f. Current and previous workflows can be viewed in the software. 

4. Discuss and demonstrate how the software supports one-time data entry and how the new 
data impacts other modules: 

a. Recording additional hours for an overtime eligible employee to a prior period in 
the Time module and how that impacts the Payroll module. 

5. Demonstrate the document management functions that can be performed within the 
software, without acquisition or integration to other document management/imaging 
software: 

a. Scan and attach documents to relevant records. 
b. Document search and recall. 
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c. Marking documents for purging in alignment with a document retention schedule, 
and how to “flag” documents so they are retained and not purged. 

6. Discuss and demonstrate how the software handles communications and notifications for 
single and mass transmissions. For example: 

a. A regular, mass communication informing employees of payday and how to 
access their earnings statement. 

b. A notification to a Principle Investigator that a funding end date is approaching. 
c. Show the different mediums in which the messages can be sent (e.g. email, 

SMS/text messaging etc.). 
 
Q&A Session 
 
  


