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WTS ODJFS TEAM LEADS & SMES
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BACKGROUND- SCOPE

Problems: When a worker leaves their current job (off-boarding or 

internal moves), the agency had no standardized process to: 

 Notify relevant parties who had actions to perform 

 Assure all assigned worker assets were returned, necessary 

paperwork were completed and all appropriate access were 

terminated. 

Scope: Create an agency system/tool with auto-generated 

notifications to relevant parties and the functionality to track 

completion of essential tasks whenever a worker change occurs.

 First Step: Create a collaborative, cross-functional agency team to 

review known issues and to analyze possible solutions. 

 Last Step: Implement new agency system/tool within ODJFS  
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PROJECT GOALS
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 Risk reduction for ODJFS

 Prompt notifications – Eliminate paper forms & manual 

notifications 

 Overall Process Improvements - Standardize process & 

eliminating waste to gain efficiencies

 Ability to track & manage completion of critical customized 

tasks

 Improve accountability and completion of worker movement 

records 

 Create an “easy to use” customer friendly tool 
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PROCESS MAP - CURRENT “RESIGNATION” PROCESS

TIMUWOOD:
• T (Transportation) = 

11 times

• M (Motion) = 15 times

• W (Waiting) = 17 times 



PROCESS MAP - DETAILED RE-DESIGN MAPPING
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TIMUWOOD:
• T (Transportation) = 1 time

• M (Motion) = 1 time

• W (Waiting) = 1 time



“HIGH LEVEL” PROCESS - STAKEHOLDERS & NOTIFICATIONS
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WTS HUMAN RESOURCE (HR) ENTRY SCREEN 

8



WTS “SAMPLE” AUTO-GENERATED NOTIFICATION 
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WTS “SAMPLE” STAKEHOLDER CHECKLIST
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1. Check “Complete” or “N/A” checkbox for each task as they are 

completed and the system auto-populate Action Completion Date and 

Action Taken By fields. 

2. Comments are recommended but not mandatory fields

3. Look for “All Tasks Complete” to be auto checked when all tasks are 

completed within the section. 



WTS ONLINE MANAGEMENT CONSOLE 
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PROJECT METRICS - RESULTS

Process Measure Before After Difference

Process Steps 49 14 31

Handoffs 15 1 14

Wait Points 17 1 16

Motion 15 1 14

Transportation 11 1 10
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PROJECT METRICS - RESULTS
Stakeholder Notification % Improvement Stakeholder Notification % Improvement

13

EUS - Resignations 100%
Software Enterprise -
Internal Movements 100%

EUS -Internal Movement 82% Telecom - Resignations 100%
Access Control -
Resignations 50%

Telecom - Internal 
Movements 100%

Access Control -Internal 
Movement 82%

Wellness Mgmt -
Resignations 100%

Facility - Resignations 45%
Wellness Mgmt - Internal 
Movement 100%

Facility - Internal 
Movements  82% OAKS FIN - Resignations 100%

Fiscal CAPIS - Resignations 92%
OAKS FIN -Internal 
Movement 100%

Fiscal CAPIS -Internal 
Movements 92%

PayCard Administration -
Resignations 100%

OCI Security - Resignations 97%
PayCard Administration -
Internal Movement 100%

OCI Security -Internal 
Movements 45%

Business Continuity -
Resignations 100%

Software Enterprise -
Resignations 88%

Business Continuity -
Internal Movement 100%



FUTURE EXPECTED COST SAVINGS
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WTS Cost Containment –

Savings Opportunity 

How is it a Cost Savings Opportunity?

Software (SW) Licenses SW Licenses are returned to inventory immediately 

after worker leaves; improve inventory and avoids 

buying additional licenses upon new user requests

IT Hardware Timely wiping and return to stock PCs, mobile devices 

and any IT assets will reduce the need to procure 

unnecessary new equipment when needs arise. 

ADA Equipment ADA Equipment collected and returned to inventory.

Re-use ADA equipment vs. buying new ADA Chairs, 

etc.  

Hard Copy Exit Packet 

Processing & Storage 

Less administrative cost with creation of worker hard 

paper files, reduce supply cost – folders, paper, ink 

and warehousing storage and shredding cost.   



PROJECT BENEFITS
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Risk Reduction: 

 Timely access terminations

 Prompt phone and voicemail reset 

 State assets returned 

 Improve inaccurate/incomplete records

Process Automation: 

 Advanced notification & reminder emails 

 Online forms, customized checklists & real time status 

 History of user, date & time stamped for audit compliance

 E-records – Centralized paperless records & retention

Gained Efficiencies:

 One system with standardize process 

 Eliminating waste & cost (i.e. wait time, ink, paper consolidation and records 

storage)  

 Online customized training tutorials 



KEY IMPROVEMENT SUMMARY
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IMPLEMENTATION PLAN - SAMPLE OF MONTHLY 

TASKS (WEEKLY MEETINGS)
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IMPLEMENTATION PLAN – OFFICE PHASE-IN 

TRAINING PRESENTATION SCHEDULE  

18



GREEN BELT PROJECT CLOSURE MEETING 
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AS A RESULT (JUNE 6, 2017 SNAPSHOT) 
Two Successful Project Pilots

 OIS 

 OWD 

Agency Training 

 11 ODJFS Sessions held from April 13, 2017 - June 5, 2017

150 Worker Records Entered

 59 Retirement  

 28 Resignation

 26 Agency Transfers 

 19 End of contract

 6 Internal Movement

 6 Termination

 6 Other
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AS A RESULT (JUNE 6, 2017 SNAPSHOT) 

1893 User Experiences

 93 Supervisors

 150 Workers 

 11 Stakeholders x 150 records = 1650 experiences

21 Process Continuous Improvements - Enhancements 
Captured 

37 Total Incidents/Issues Addressed

 29 Technical (78%)

 8 Business (22%) 
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AS A RESULT (JUNE 6, 2017 SNAPSHOT) 

22

Click the WTS Worker/Supervisor Training 

Resource link to access:

1. Supervisor E-Learning Tutorial 

2. Worker E-Learning Tutorial 

3. Worker and Supervisor Checklist Completion Resource 

Attachments 

4. Desk Aid 

5. New Internal Policy Procedure (IPP) 

SP WTS Self-Service Training Resources 
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QUESTIONS/COMMENTS
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