
Change Network Meeting
March 17th, 2022
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Agenda

• Welcome

• INFORMS System Demonstration

• User Acceptance Testing

• User Acceptance Testing Role Mapping

• Department-wide Go-Live Role Mapping

• Upcoming Activities

• Questions
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Direct Deposit Current Process
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Direct Deposit Key Changes

1. Direct deposit request will be entered electronically

2. Allows for multiple direct deposit account

3. Deposit options for distribution of your net pay by amount, 

balance of net or percentage
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Demonstration – Direct Deposit

Presenter: Yenissette Arias
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User Acceptance Testing (UAT)
Objective: Verify INFORMS capabilities were properly designed and 
implemented

• Department Power-Users conduct scripted tests of INFORMS

• Introduction and system overview to be provided per topic

• INFORMS provided test materials

• Script

• Data sheet

• Login information

• INFORMS Team support

• April 4 – 15; 8am – 5pm
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Sample Test 
Script

• Excel spreadsheet

• One test script and scenario 

per spreadsheet

• Possibly multiple test scripts 

and scenarios per topic
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Sample Test 
Script



Sample Test Script

• Key Fields

• Test Script Description

• Role

• Prerequisites

• Post Conditions

11



12

Sample Test 
Script



• Key Fields
• Step #

• Step Description

• Input Data

• Role

• Expected Results

• Comments
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Sample Test 
Script



Key Fields & Values
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• Tester Name – Input tester name

• Overall Status – Input “successfully completed” or “failed”

• If “failed” provide step # where the test failed and a screenshot



UAT Role Mapping

• Up to 5 Power-Users per 

department will support UAT

• Each Power-User can have 

more than one testing role

• Provide Power-User names 

and eKeys by Monday, March 
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• INFORMS@miamidade.gov

Role Name Role Description

Department Personnel 

Representative (DPR)

The Department Personnel Representative is responsible for submitting new 

positions; maintaining existing position data (via workflow); submitting data and 

salary change requests; processing departmental recruitment activities and 

performance evaluations; completing manage hire transactions; manage Time 

and Labor exceptions; and updating position budget funding.

HR Department Director
The HR Department Director is responsible for the approval of HR transactions/ 

forms.

Health and Safety 

Department Liaison

The Health and Safety Department Liaison is responsible for reviewing work 

related to injury claims and reports for the department.

Division Director The Division Director is responsible for approval of HR transactions/ forms.

Task Profile Administrator

The Task Profile Administrator is responsible for creating and maintaining Task 

Profiles for the Department and can create combo codes and attach to Task 

Profile. The Task Profile Administrator can update Taskgroup and Task Profile 

in Time Reporter Data.

Timekeeper

The Timekeeper is responsible for keeping time and attendance at the 

department and for completeness and accuracy of time and managing 

exceptions.

Recruiter
The Recruiter is responsible for manage hire and onboarding at the department 

level security.

Discipline Department 

Coordinator

The Discipline Department Coordinator is responsible for coordinating discipline 

process for the department and has limited access to add disciplines 

department wide.

Discipline Department 

Assistant

The Discipline Department Assistant is responsible for administering the 

discipline process for the department and has the same access as DPRs within 

the Discipline module.

Discipline Department 

Legal Advisor

The Discipline Department Legal Advisor as a View Only role is responsible for 

reviewing DARs/ROCs for the department.

Outside Employment  

Director or Designee

The Outside Employment  Director or Designee is responsible for approving 

Outside Employment for employees within their department.

Outside Employment 

Administrator

The Outside Employment Administrator is responsible for updating access and 

has the ability to submit Outside Employment on behalf of employees.

Outside Employment View 

Only

The Outside Employment View Only is responsible for department wide access 

to view Outside Employment data. 16
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Department-wide Go-Live Role Mapping
Objective: Assign end-users to new INFORMS roles

• All users require at least one role to transact or view within 

INFORMS

• One person may have multiple roles

• Departments will confirm and assign their resources to the 

INFORMS roles
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Role Mapping Process

• Department specific Role Mapping spreadsheets will be provided to DPRs for 

each department

• DPRs will be responsible for compiling the updates and obtaining Director's approval

• Change Agents and Liaisons will support DPRs 

• The template contains the following information:

• Step by Step instructions

• Tabs containing list of roles and descriptions for each business area

• Departments will receive an understanding of the roles in INFORMS through the Business Process 

Workshops (BPWs)

• End User contact information prepopulated

• Departments will be responsible for confirming active employees, managers and contingent workers
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Role Mapping Template
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Step 1: Submitter Information

• Enter the name(s) of the individual responsible for completing the 

worksheets and submitting the workbook on the 'Cover' tab
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Step 2: Review 
Instructions

• Thoroughly review 

the 'Instructions' tab 

before completing 

the Role Mapping Template

• The instructions outline step-

by-step how to complete each 

field in the template and define 

available choices.
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Step 3: Review & Confirm End-User Contact 
Information

• Your department Role Mapping includes biographical information for active department 

employees as February 23, 2022

• If a new employee is to be added, be sure that all required fields are entered and 

completed accurately with full legal names. Fields with an asterisk (*) are required.
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From the Legacy System to INFORMS

• The existing roles from the legacy systems are pre-populated in the Role 

Mapping for each relevant employee, with the following INFORMS roles:

• Department Personnel Representative (DPR)

• HR Department Director

• Discipline Department Coordinator

• Discipline Department Assistant

• Discipline Department Legal Advisor

• Outside Employment Administrator

• Outside Employment View Only
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Step 4: Review Roles

• Review the list of roles from each Business Area

• Review the associated role name and description and type "X" in the cells 

to match the row of the selected employee to indicate the employee will 

need access to this business area in INFORMS 24



Step 5: Submit Your Role Mapping

• The Role Mapping Instructions Guide includes a direct link to your department submission

• Your complete Role Mapping Template should be emailed to INFORMS@Miamidade.gov by April 

8, 2022

• Once the department Role Mapping is emailed to INFORMS, an email will be sent for confirmation 

of receipt 25
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INFORMS Website
MiamiDade.gov →Employees →Visit Employee Portal →More Topics →INFORMS
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Business Process Workshop
Materials & Recording
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Contact Us

Email us INFORMS@miamidade.gov

Visit the INFORMS Website https://miamidade.gov/informs
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