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TIME STUDY BUDDY
FOR CALIFORNIA COUNTY

DEPARTMENTS OF SOCIAL SERVICES 

Sunday, October 10, 2010



CURRENT EVENT

CDSS issued County Fiscal Letter 
No. 09/10-66 on July 1, 2010:

“Of the 58 county annual single audits 
reviewed, there were fourteen counties 
with findings that pertained to the quarterly 
time studies completed for the County 
Expense Claim.”

2

Sunday, October 10, 2010



BUDDY
REQUIREMENTS

Software
➡ Browser

✓ Internet Explorer
✓ Firefox

➡ Email
➡ Excel

Hardware
➡ Computer

✓ Internet connection
➡ Printer
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✓ Easy setup

➡ Web-based
➡ Any PC with Internet is ready to go

✓ More accurate

➡ Math checked at source
➡ No re-keying of data

✓ More efficient

➡ Saves staff time

✓ More effective

➡ Helps you manage time study codes and 
allocations

➡ Bring more revenue to your county

LEVELS OF AUTOMATION:

0.  Manual

1.  Spreadsheet

2.  Database

3.  Application

4.  Web - Based
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WHY USE THE BUDDY ?
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1. Easy setup

2. One click to start new 
quarter

3. Track worker progress

4. View, edit & print 
individual time surveys

5. Automatic reports - no 
need to re-key data

6. Complete audit trail in 
Excel
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PREVIEW OF KEY FEATURES
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WORKER TRAINING VIDEOS

Go to:

www.TimeStudyBuddy.com/help.jsp

to view four short training videos, of about 3 minutes each, 
that we use to train the workers about how to use the Buddy.
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1. Easy setup

2. One click to start new quarter

3. Worker list shows status of each worker

4. View, edit & print individual time surveys

5. Quality review - reconciled to payroll

6. Automatic reports - no need to re-key data

7. Complete audit trail in Excel
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ADMIN FEATURES
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EASY SETUP
ABOUT 2 MINUTES PER WORKER
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ONE CLICK TO 
START A NEW QUARTER
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SHOWS THE STATUS
OF EACH WORKER’S TIME STUDY
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BULK EMAIL
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VIEW, EDIT & PRINT INDIVIDUAL TIME STUDIES
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QUALITY REVIEW - PAYROLL ENTRY
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QUALITY REVIEW - RECONCILIATION
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TIME STUDY PRINTOUT - IN EXCEL
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REPORTS & AUDIT TRAIL - IN EXCEL
NO NEED TO RE-KEY
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DFA 403 - FTE INPUT REPORT
FOR FOX-PRO DATA ENTRY
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DFA 55 “PERCENTAGES” REPORT
FOR MANAGING ALLOCATIONS
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DFA 55 - AUDIT TRAIL - BY TIME STUDY CODE
ONE PAGE (WORKSHEET TAB) FOR EACH TIME STUDY CODE
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DFA 55 - SUPERVISION CALCULATIONS
AUTOMATIC DISTRIBUTION OF SUPERVISION HOURS TO THE TIME STUDY 

CODES USED BY THE WORKERS IN THE UNIT

ONE PAGE (WORKSHEET TAB) FOR EACH SUPERVISOR
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DFA 403 - FTE INPUT REPORT
FOR FOX-PRO DATA ENTRY

Sunday, October 10, 2010



22

FTE AUDIT TRAIL 
REPORT

AUTOMATICALLY CALCULATES 
FTE’S BASED ON THE NUMBER 

OF TIME STUDY HOURS
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CUSTOMIZED

MANAGEMENT REPORTS

CAN BE CUSTOMIZED IN A VARIETY 
OF WAYS TO PROVIDE EXACTLY THE 
INFORMATION YOU NEED
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CUSTOM MANAGEMENT REPORT SAMPLE
THIS REPORT WAS CUSTOMIZED TO INCLUDE TIME STUDY CODES 5131 & 
5134 (COLUMNS),  AND ALL OF THE WORKERS IN THE “ER II” UNIT (ROWS)

REPORTS CAN INCLUDE ALL CODES AND WORKERS, OR JUST A SUB-SET

USEFUL FOR MANAGING ALLOCATIONS
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BACK TO THIS ...

CDSS issued County Fiscal Letter No. 
09/10-66 on July 1, 2010:

“Of the 58 county annual single audits 
reviewed, there were fourteen counties 
with findings that pertained to the quarterly 
time studies completed for the County 
Expense Claim.”
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C. Annual Single Audit Trends

Of the 58 county annual single audits reviewed, there were fourteen counties with findings that 
pertained to the quarterly time studies completed for the County Expense Claim. The audit findings 
identified three audit conditions with the quarterly time studies:

Time Study Reconciliation - several findings were for instances in which the county did not 
correctly reconcile the summary of time study hours reported with the number of hours recorded on 
individual employee time study forms.

Certification Signatures - several findings cited the lack of either an employee’s signature or that 
of the employee’s supervisor on the time study and/or the payroll time card. Pursuant to long 
standing regulations, both the employee and supervisor must sign and date the form.

Payroll Time Card Reconciliation - several findings indicated that the county did not correctly 
reconcile the reported hours for time study purposes to the reported number of hours for payroll.

 
 
 
 
 
 

 

 

   
 
 
July 1, 2010   

  
  

COUNTY FISCAL LETTER (CFL) No. 09/10-66   
 
TO: COUNTY WELFARE DIRECTORS 

  COUNTY FISCAL OFFICERS 
 COUNTY AUDITOR CONTROLLERS 
 COUNTY PROBATION OFFICERS 

 
 
SUBJECT: COUNTY WELFARE DEPARTMENT (CWD) COUNTY EXPENSE 

CLAIM (CEC) TIME STUDY AND CLAIMING INSTRUCTIONS FOR 
THE SEPTEMBER 2010 QUARTER 

 
 

This CFL provides counties time study and claiming instructions for the July   
through September 2010 quarter, which includes information and reminders 
regarding the following functions/programs: 
 
 

 Functions/Programs 
 

Time Study 
Instructions 

Claiming 
Instructions 

General 
Information 

Page 
Number 

I Social Services  
      A.  Gomez vs. Saenz 
      B.  V.L. v. Wagner 
      C.  Increase Relative 

Search and 
Engagement 

      D.  Increase Family Case 
Planning Meetings to 
Improve Child 
Welfare Outcomes 

      E.  Cal Success 
      F.  Emergency 

Assistance (EA) 
Case Management 

      G.   Federal Adoptions 
Incentive Program 

 
Yes 
No 
No 

 
 

No 
 
 
 

No 
No 

 
 

No 

 
No 
Yes 
Yes 

 
 

Yes 
 
 
 

No 
Yes 

 
 

Yes 

 
No 
No 
No 

 
 

No 
 
 
 

Yes 
No 

 
 

No 

 
2 
3 
4 
 
 

4 
 
 
 

4 
5 
 
 

7 

II CalWORKs No 
 

No No 9 

III Other Public Welfare No No No 9 
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THE BUDDY’S SOLUTIONS
Time Study Reconciliation

✓ Math errors are resolved before the time study can be printed.

✓ The time entered by the worker instantly updates the database, so no re-keying of 
data is required.

✓ A complete list of audit trail reports in Excel is provided.

Certification Signatures

✓ When the fiscal office receives the certified time studies for filing, they are marked in 
the Buddy as “signed and received.”

Payroll Time Card Reconciliation

✓ The Buddy’s “Quality Review” process ensures the time study entries are reconciled to 
the payroll time sheets.
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YOUR NEXT STEPS ...

1. Contact us for a free trial, with no 
commitment.

➡ Select one unit for the pilot:

✓ Send us a copy of their last time 
study.

✓ We will do the setup including 
training your staff.

➡ The pilot unit uses the Buddy to prepare 
and print their next time study.

2. Compare and decide!
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THANK YOU

To view this presentation online, go to:
www.TimeStudyBuddy/Presents
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