Tracking Allocation of Costs across Studies:
Development of a Software Solution

Chris Schlapper

University of Wisconsin Survey Center
University of Wisconsin-Madison

International Field Directors and Technologies Conference
Toronto, Ontario, Canada
May 20, 2019

U \X/SC © 2019. Materials may not be reproduced without permission of the author.
SURVEY CERTER



Presenter
Presentation Notes
@This shell is slightly modified from old UWSC shell to incorporate research about fonts etc.  Font is Lucida Sans.  Background is very pale cream to increase contrast.

2017.05.15 – ncs – changed year to 2017, moved UWSC logo down to make more room.

There is a dummy slide for each layout in the master view.  You can copy, modify, or delete the dummy slides.  Or click “new slide” and then click on the layout button to choose the layout you want for the new slide (but see next note about page number problem if you do this).

Note:  There seems to be a problem with page numbers.  Each master layout (except titles and closing) has a page number.  But for some of the slides, if you insert a new slide and then select the layout (e.g., a blank slide) the text box with the page number does not appear on the new slide.  One fix is to copy the text box with the page number from another slide and paste it in the footer.  If you generate new slides by copying old slides, you won’t usually have this problem.  If anyone figures out how to fix this page number problem so that the master transmits the text box with the page number for all the layouts, please tell Nora.

This template implements current best practices in overhead design.  Please do not change these features casually or because you are used to Power Point’s defaults!  

The basic principal is that one piece of graphic design is used to convey one piece of organizational information.  In addition, we avoid features that we know are difficult to read or process (e.g., centered text, right-justified text, underlining, and FULL CAPS).

Here are some features that are here on purpose:

 Font style:  
Note that although we use Times New Roman for printed materials, research suggests that sans serif fonts are easier to read on a screen.
Font size:
24 point font throughout, except on title and subtitle slide.  
  You may go as small as 22 point in the title of a slide
  You may go as small as 18 point for the entire body of a slide.
  Do not mix font sizes in the body of a slide.
 Bulleted lists
In a bulleted list, bullets, font size, and font color are the same at all levels.
The indentation conveys the logical organization of ideas.  Changing bullet style, font size, or other features is redundant and potentially confusing.  (Just because PPT does it, doesn’t mean it’s a good idea….)
 Slide title:
The title of the slide is left-justified because that is where the eye begins to read.  
The single rule separates the title from the body of the slide.  There is no need to change font size to convey the information that the text above the line is the title.
Emphasis:
For emphasis use bold text when possible.  Full caps and underlining are difficult to read.
Master slides
Title
Section header
Bulleted list
Text box
Blank
Blank with title line
Blank with footer
Two-column bulleted list
Two-column text box
Closing slide


B
Track Allocation of Costs

« Reconcile center expenses and payroll with current
studies and their contracts

« Business office
 Monthly reports
« Staff hours
« Payroll and benefits
« Accounting software package (QuickBooks)
« Shadow accounting system
« Separate from University system

« Meet our organization’s tracking and reporting
needs
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Presentation Notes
One of the tasks our survey center management team has is reconciling…


Staff Hours

« Recorded by study
« Not associated to a specific study
« General administrative time
Developing infrastructure and systems
Attending conferences
Benefit time
* Vacation
« Sick
* Leave
Allocate across active studies for the month
« Business office and field supervisor staff
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Process - Original System

Evolved over many years

Multiple internally-developed data sources
« Spreadsheets

« Timesheet databases

Manual data entry

Master spreadsheet

« Seven data-entry worksheets

* One formula calculation worksheet

« Two formula-dependent summary/report
worksheets
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To provide a sense of the Master Spreadsheet, this is a VERY high-level overview of the formula calculation worksheet, showing there are 39 PAGES of rows and columns consisting of data and formulas
IRL…[unfurl the banner]


Process Challenges - Master Spreadsheet

« Amount of data difficult to work with
« Grids display all possible studies and staff
¢ ~40 full-time and part-time staff
« ~80-120 active projects during any given month
« Complex “spaghetti’” formulas performing calculations
« Difficult to reliably update or modify
 Prone to data entry errors
 Time-consuming

e Create a new solution!
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[talk through bullet points…then…] 
Because of these ongoing challenges, we realized it was time to [CLICK] create a new solution!


Process Goals - New Solution

Eliminate the Master Spreadsheet
Leverage automation
 Minimize manual data entry
« Import data into a centralized data structure
« Business Office Software System (BOSS)
« Administrative software package
« Developed in-house
Implement more useful reporting tools
Provide “show your work” feature
 [llustrate how calculated values are produced
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In programming the new solution, my goals included…


Data Sources

University Student /
Staff Other
Timesheet Timesheet
Database Database

CATI
Production
Database

Other F/T Field
Staff Timesheets &
Timesheets Production Logs

University
Payroll &

Benefits
Reports
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We began the development process by enumerating the data sources.  The first 5 are all internal to the Survey Center, and each records staff hours and time spent on each study.  These include… [CLICK 5 times and describe] 
The final data source [CLICK] is provided by the university and consists of spreadsheets with the dollar amounts for staff payroll and benefits.


Master
Spreadsheet

Accounting
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Next, we mapped the original workflow, in which our Business Office Manager 
[CLICK] Gathered information from the data sources 
[CLICK] Manually entered these data into a Master Spreadsheet, whose formulas calculated reporting results; allocating non-study specific hours across the active studies for the month
[CLICK] Those reporting results were then manually entered 
[CLICK] Into our accounting software
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Our first objective was to eliminate the manual [CLICK] data entry process and the Master Spreadsheet.
Programming [CLICK] that spreadsheet’s functionality into the BOSS 
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Welcome to the UWSC Business Operations Software Systems!

Accept Cancel

cschlapper logged in to production

Accounting
Software

11


Presenter
Presentation Notes
To access the existing data sources within the BOSS, we can directly query from the 3 databases [CLICK], so no further action is needed.
For the remaining 3 spreadsheet data sources, we created an import process to [CLICK] load these data into the BOSS


UWSC Business Operations Software Systems

Home Project Staff

Month/vear: | Apr 2019

Import Sata

Data Sources

Export

cschlapper logged in to production

Qc Business Office Reports System External Links About

Production Summa

Import Data

1. Select the Month/Year to import.
2. Select the type of data to import from the [Import Type] dropdown.

3. Click the [Choose File] button to select the .CSV or XLSX file to import.
4. Click the [Import] button.

Please note that any data previously imported for this month/year will be deleted and replaced with the newly selected file's data.

Import Type: V|

Browse... | Mo file selected.

Import /

Accessing selected file ...
Verifying the selected Month/Year is included in the selected file's name ...
Selected file invalid. Its name must include 2019-04.
Impaort terminated.

Accept Cancel

UWSC

UINIVERSITY o WISCONSIN
SURVEY CENTER

12



Presenter
Presentation Notes
To demonstrate how much easier it now is to import data instead of manually entering it…
1.  The import process is as simple as selecting the [CLICK] report month/year, the [CLICK] (2, 3, 4)
The system [CLICK] displays the results of the import process, first validating the data file.  
It throws an alert if there are any formatting errors or data values that it can’t evaluate, giving the user an opportunity to make corrections to the file, and then [CLICK] rerunning the import process until it successfully completes.


Import Data Source File Requirements

Formalize file naming convention

* Including report month/year

Lock down spreadsheet layout

Perform data validation

Create lists/categories, confirm during validation
Throw meaningful validation errors

« Guide updates/corrections
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UWSC Business Operations Software Systems

Home Project Staff Qc Business Office Reports System External Links

Business Office Reports
senera ]

Business Office

Academic Hour Totals by Name

Academic Hours by PNUM Please select a Report from the menu on the left.
Academic Hours Grid

Figld Hours Grid

Field Hours Table

Load Rates

Open Timesheets

Pavroll Table

PHNUM Hour Grand Totals

Department Heads

Generate Print

cschlapper logged in to production
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We determined a need to program 8 different data reports, and now that the import is complete, we can view those report results.  I’m going to briefly walk through just two of the reports…


®)

Field Hours Table
Month,/Year:

Export as .csv

PNUM QB ltem # QB ltem Hours PNUM QB ltem # QB ltem \ Hours

p120% 06265-6  CATI TE Interviewer 50.37 || p1360 06263-031 Mail Office AsSOCIETE~————=a-82—
1209 0682653-7 CATI Student Interviewer 73.90 hail Office Cperations

P - - p1360 0&263-032 : P 1.82

p1209 06263-011 CATI Office Associate 91.82 Associate

p1209 06265-4  CATI Shift Leader TE 18.66 || _p1360 06241-07 30.69

p1209 06265-5  CATI Shift Leader Student g.03 || P1360 062651 17.30

CATI Shift Leader Office _|[Lp1360  06241-09 30.86
p1209 06263-012 1 ations Associate 1225 1M 01360 06265-20 45.45

Mail Cffice Operations 1360 06265-25 45,19
p1209 06263-032 . P 020 |FE . _

Associate p1361 06265-6  CATI TE Interviewer 132.00
p1209 06263-041 Tracing Office Associate 0.68 || p1361 06265-7  CATI Student Interviewer  371.56
p1208 06241-07 11.75 || p1361 06263-011 CATI Office Associate 56.45
p1203 06265-1 6.62 || p1361 06265-4  CATI Shift Leader TE 126.84
p1208 06241-09 11.87 || p1381 06265-5  CATI Shift Leader Student  65.71
p1203 06265-20 17.46 CATI Shift Leader Office
pl120% 06265-23 17.36 p1361 06263-012 Operations Associate 9344

CAPI Office Operations Mail Office Cperations
p1221 06263-023 : P 17419 || p1361 08263-032 : P 1.49

Associate Associate
p1221 06263-051 Coding Office Associate 5.00 || p1361 06241-07 38.45

Mail Office Cperations 1361 06265-1 21.68
pl221 06263-032 : P 854 |2

Associate p1361 06241-02 38.67
p1221 06241-07 4.532 || p1361 06265-20 57.25
pl22l  06265-1 480 || p1361 06263-25 56.92
p1221 06241-09 4.57 || p1362 06265-6  CATI TE Interviewer 5.76
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Every report has been programming with the capability of being [CLICK] exported as a CSV file.
Realizing [CLICK] there was a need for two different types of report layouts:
One is optimized to facilitate entering line-items into the accounting software, showing ONLY the data needed for that task
This layout allows for a significantly faster and more accurate data entry process into QuickBooks



@ Ficld Hours Detail - Moxzilla Firefox

@ B _bsperrERale.uwscwiscedu/ProjectVians ReportBusinessCifice.aspx

PNUM QBItem# QB Item Hours
pl209  06263-041 Tracing Office Associate 0.68

' Equation \
' (17.25*0.50/4925)+050 )
F.

O

(
(L {Tracing Production}(([Allocated Hours][06263-041] * [p1209][06263-041] / [Project Hours][06263-041]) + [p1209][06263-041])

p12E

p1296 - - 1.18 - - - - - 1.18
p1313 - - - - - - - - 7.04
p1331 - - 8.80 - - 34.27 - 22.67 65.74
p1340 - - - - - - - 226.23 226.23
p1350 6.02 1.88 18.13 - - 5.25 - - 2130
p1357 8.00 1.67 3.43 - - - - - 435.66
p1360 - 3.02 1.82 - - - - 671.57 676.41
p1361 - - 1.49 - - - - 846.00 847.49
pi362 - - - - - - - 3617 3617 .,

< >
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The second report type provides a grid-layout of the data, which is better suited for our administrative staff to review…
To demonstrate the “show your work” feature, we can [CLICK] select an accounting category column and a project row 
Click [CLICK] on its data cell to 
Display [CLICK] a popup webpage [CLICK] showing the selected item,
The [CLICK] numbers used in the EQUATION to calculate the allocated hour value, and
The [CLICK] FORMULA, which describes where in the data reports those numbers came from.  
This allows us to more easily understand, verify, and debug all calculations.


“Show Your Work” Feature

* |llustrates how calculated values are produced
« Debug tool
* Provides confidence in the calculations

« Training future staff

« Administrative staff consider future formula
adjustments
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Testing and Debugging Results

 Ran both systems in parallel ~6 months
* Minor programming tweaks
« Account for “exceptional” or rarely seen data
« “Show your work” feature invaluable

« Discrepancies consistently tracked back to the old
system

« Spreadsheet formula errors
« Mis-keyed data entry
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Project Outcomes

« Exclusively using new system

« Time savings of ~10 hours per month for Business
Office Manager

e More accurate
« Greatly reduced the risk of errors
« Faster turn-around for administrative staff
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Future Features

« Automate the rest of the process
 Import data directly into QuickBooks
« Eliminating all manual data entry
« Already taken steps towards implementing

« Estimate additional 8-10 hours of time-savings per
month

« Create centralized database for Field staff
« Automate data gathering processes
« Electronic timesheets
« Electronic production logs
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I’d like to acknowledge the following people who have contributed to this project, especially thanking Carrie Barrett for all her help understanding the master spreadsheet and her collaboration on the design work in creating the new system and its reports…


Thank You!

For copies of this presentation or more information, contact:

Chris Schlapper
cschlapper@ssc.wisc.edu

Please visit us at:
www.uwsc.wisc.edu
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