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Total business system soluticn

HR/ADMIN.
MANAGEMENT
SYSTEM

MODULES:

1. E-RECORD
2. E-LEAVE

3. PERFORMANCE
APPRAISAL

4. ONLINE SCREENING/ LI
TEST SYSTEM

5. EMPLOYEE HANDBOOK

1. E-RECORD

It is a typical employee data
repository accessible to both
HR Managers & individual
employees. It has many
unique features like employee
strength  counter, dynamic
letter template creation, auto
alert mgmt, export to excel &
PDF, attrition report & many
more....

2. E-LEAVE

It is an online employee leave
mgmt system, where
employees can apply for leave
& get approved by their
reporting heads through the
web. Also, it keeps track of
entitled, consumed, remaining
& carried forward leaves
automatically. Many other
features include, leave
calendar, consolidated &
individual leave reports, and
more...
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3. PERFORMANCE
APPRAISAL

It is a 360 degree online
appraisal system. Here
individual & departmental
KPI's can be dynamically
assigned, edited & deleted as
per the need. The system
follows an appraisal continuity
process starting with self
appraisal & finally ending with
the employee accepting the
appraisal scores given by the
manager/ reporting authority.
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5. EMPLOYEE HANDBOOK

@ simple
(B) vaporized
(C) byzantine

It is a simple document mgmt ©) mystical
where HR policies & rules are
kept. It is web based & can be
accessed by everyone depending
upon the access privileges. The
Admin. user can add/edit/delete
documents, while the general

user can only view, save as PDF Answer . Co Oc Ob
& take print outs.
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WORK AS STANDALONE 1. Code of Conduct . Leave
.1 Dress Cod 6. |
APPLICATIONS L 12 Coubictit formiion. 6.2 Medical Loave

1.3 Office Guidelines 6.3 Marriage Leave
1.4 Punctuslity and Absenteeism 6.4 Maternity Leave
from work 6.5 Paternity Leave
1.5 Staff Discipline 6.6 Childcare Leave
1.6 Dismissal 6.7 SAF Reservist Training
1.7 Grievance Procedure 6.8 Compassionate Leave
6.9 Leave-in-lieu of Public Holiday
2. Employment 6.10 No Pay Leave
2.1 Contract of Employment
2.2 Employment Classification 7. Performance Appraisal
2.3 Job Grades
2.4 Probation and Confirmation 8. Employee Training
2.5 Job Description 8.1 Short-Courses Procedure
2.6 Notice of Termination 8.2 Long-Term Company Scholarship

2.7 Recruitment Procedure

9. Staff Benefits and Welfare
9.1 Gym Membership

3. Work Schedule
3.1 Work on Rest dav
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