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Agenda 
 SEA Background 
 Project Request Form 
 Time Tracking 

 Tracker System 
 Project Billing 

 E-Timesheet 
 Documentation Targets 

 Performance Evaluations 
 Met Goal Report 

 Other Data Uses 
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Oregon SEA 
 ~270 FTE employed 

 Additional Staff at School for the Deaf 
 45 Staff in Information Services 

 4 division managers report to CIO 
 5 Team Leads, 3 Additional Lead Workers 
 Required to record time in “Tracker” ticketing system 
 Annual performance evaluations every July 
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Project Initiation 
 All requests for technology work are processed through 

ODE Helpdesk 
 Helpdesk creates a ticket in “Tracker” system 
 Some issues resolved immediately, some escalated 
 Enhancements require signed project request form 
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Time Tracking 
 Request and project details recorded in ticket by Tier 1  

 Index number captured 
 Staff record “Actions” when they touch ticket or work on 

project 
 Typical increment = 15 minutes 
 ISS Staff must add Action Type 

5 



Project Billing 
 Staff submit electronic timesheet at end of each month 

 Record vacation, sick leave, telecommute time, etc. 
 Button automatically imports time from “Tracker”  
 Supervisor reviews timesheet and approves 
 HR reviews and uploads batch to state payroll system 
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Documentation Targets 
 Staff receive formal performance evaluation each July 

 Documentation goal target is set for next year 
 Documentation goal target for prior year is reviewed 

 “Met Goal” report available in “Tracker” 
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Other Data Uses 
 Product Costing Reports 
 Project Status Reports 
 Ticket Count Over Time Reports 
 Deployment Reports 
 Many Others . . . 

8 



ODE Public Site  
http://www.ode.state.or.us 

ODE District Site  
https://district.ode.state.or.us 
 

Project ALDER 
http://alder.orvsd.org/ 

Resources 
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Contacts 
 
Josh Klein 
Chief Information Officer 
Oregon Department of Education 
josh.klein@ode.state.or.us  
503-947-5708 
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