Back Office Foundation Audit Checklist
System Audit Areas
Admin User Settings
[ ] Review all admin user configurations
[ ] Verify system settings and functionality
[ ] Check user permissions and access controls
[ ] Review company-specific business rules
[ ] Audit integration settings
HCM User Permissions
[ ] Audit all HCM user access levels
[ ] Verify role-based permissions are appropriate
[ ] Document any permission changes needed
[ ] Ensure principle of least privilege is applied
User Groups
[ ] Review all existing user groups
[ ] Verify group membership is current
[ ] Remove users from inappropriate groups
[ ] Create role-based templates for common positions
System Configuration
[ ] Check all system settings
[ ] Verify data management configurations
[ ] Review automated workflow settings
[ ] Audit forms and branch configurations
Data Integrity
[ ] Run data integrity checks
[ ] Identify duplicate records
[ ] Check for missing employee nodes
[ ] Verify sync status between FO and BO
Self-Serve Utilities Activation
Essential Utilities to Enable
[ ] Add/Remove Super-Users
[ ] Insert Missing Employee Node
[ ] Remove Invoice Correction
[ ] Reset Stuck Payment Batch
[ ] Remove Paycheck Correction
[ ] Update Check Date
Weekly Audit Schedule
Monday (15 minutes)
[ ] Review user permissions using Add/Remove Super-User utility
[ ] Check for new user additions
[ ] Verify terminated users have been removed
Wednesday (20 minutes)
[ ] Check system logs for errors
[ ] Look for patterns in recurring issues
[ ] Document any unusual activity
Friday (15 minutes)
[ ] Run data integrity checks
[ ] Review sync success rates
[ ] Address any identified issues
Data Sync Verification
Critical Sync Points to Check
[ ] SSN/SIN matching between FO and BO
[ ] Employee names and contact details
[ ] Tax information accuracy
[ ] Worker's Comp codes (must match exactly!)
[ ] Pay and bill rates
[ ] Direct deposit information
Common Sync Issues to Monitor
[ ] Talent Status mismatches
[ ] Missing GEO codes
[ ] Incorrect WC code setup
[ ] Tax configuration discrepancies
30-Day Implementation Checklist
Week 1: Foundation & Discovery
[ ] Run comprehensive system audit
[ ] Document current pain points
[ ] Activate self-serve utilities
[ ] Train power users
Week 2-3: Implementation & Optimization
[ ] Implement weekly audit routine
[ ] Configure automated workflows
[ ] Fix critical sync issues
[ ] Establish permission templates
Week 4: Automation & Sustainability
[ ] Set up automated maintenance
[ ] Create documentation library
[ ] Measure improvements
[ ] Plan ongoing optimization
Success Metrics to Track
[ ] Error Rate: System log errors per week
[ ] Resolution Time: Hours to resolve issues
[ ] Audit Completion: % of audits completed on schedule
[ ] Utility Usage: Self-serve resolutions vs support tickets
[ ] Sync Success Rate: FO/BO data consistency

Target: 50% improvement in all metrics within 30 days

