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Human Resource Managef

for Windows




Paperless o
COMPREHENSIVE Documentation
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Paamsea ! Benefits
3 Warnings LY

A successful company needs a highly skilled, flexible
and committed work force, innovative management ., j .

and the ability to retain talent. To achieve these o
goals, the company needs a talented and equipped

HR department. Besides hiring the right people to o~ -

manage and perform specific jobs, HR managers ﬁh\

have to build up commitment and loyalty among the Office Assistant
workforce by keeping them wup to date about %

company plans and laying out the implications for job Ty, e
security and working conditions. From the interview

process to the exit interview, the HR department is RESU“ rce
every employee’'s main connection between produc-

tionm and management. ¥ 2 Manager

Documentation
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Certifications

o

The backbone of any successful company is the HR

department. HR gives your HR Department the tools % -
to be effective at their job. It gives them information g,

at their fingertips and helps them see obstacles o

before they arize =o they can take action before New Hires

problems ocour. Training
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EASY TO USE

HR tracks up to 14 Human Resource categories simultaneously for each employee. Each category can have multiple sub-categories
and each sub-category can have multiple attachments. Here's how to do it

1 Select an employee 3 Select a benefit 4 Make changes 5 Add attachment

2 Select a category



Features

INTERACTIVE HELP

A SUITE OF PRODUCTS Just wvisit any HH screen, press F1 and the complete User Manual is at
TimekKron, SoffTIME and HR work together to help you integrate Time and  your fingertips. Intuitively HR places you in the correct section.
Attendance with Time Recording. While Timekron takes care of your
timekeeping tasks, SoffTIME manages your employees attendance,
vacation scheduling and leave requests. For a detailed description of both
Software Techniques products, vigit our website www softwaretech.com
and wview our detailed videos and User Manuals.

IMPORTING AanDp EXPORTING DATA

HR provides extensive importing and exporting features so you can
import your data from your old system into HR. As you can see the user
interface is straight forward. Simply drag and drop your old data field
name from the right side of the screen to a comresponding field name on
the left side of the screen.

GROUP DATA ENTRY

Group Data Entry allows you to add information to multiple
employvees at one time!

e B

Exporting data is just as easy. Select the employees. Select the fields
you want to export. Select the output type... and its done.

You can even schedule a specific group of employees to attend a
training class or other event.

fein! o Faml e e e o o B i e e ey ol T e il e il e el




HR has 14 basic categories that can be recorded and reported on in many
different ways.

(I;enefits

Anthem @9 ¥ Aetna [ & semsomns |

Properly tracking Employee Benefits is an essential function of any
HR Department. There are a wide range of benefits from health
care plans to retirement plans to employee education enhancement
programs. H is important to track employees that are enrolled in
company offered benefit plans and track when they become eligible
for the plans. It is also important to track benefit enrollment history
g0 that you can easily identify when an employes started and
stopped each of the plans he/she is eligible for.

® Health Plans

# Investment Plans
e Dental Plans

@ Dizability

@ Child Scholarships

@ Profit Sharing

e Stock Options

#® Education Enhancement

(b?arnings

Don't let employee discipline get out of hand. Reduce your
exposure to litigation by documenting everything. HR provides you
with a means to track both written and verbal warnings.

Evaluations

Performance reviews are a key component of an employee’'s profes-
sional development. In many companies they are a shared responsi-
bility for both managers and employees. HR has a great tool for
assisting you in all sorts of evaluations and reviews. Annual reviews
can help facilitate dialogue between employees and managers that
encourages a high standard of performance throughout the year.
Our HR tools can help you to routinely schedule and complete each
evaluation. You can also tailor evaluations to each employee’s indi-
vidual areas of concern. Qur experience shows that this is the right
tool for getting employvee feedback that best fosters professional
development.

@ Performance Reviews
e Probationary Reviews
# Employee Self Evaluation




rk History

Track every aspect of an employee’s work history like promotions,
job description, position changes and department transfers automat-
ically with every update. HR alzo keeps a complete record of salary
and compensation history.

« Compensation
#® Payroll Information
# Union Information

HR also documents awards, achievements, and other honors that
employees have earned.

FFELT Emplovee of tha Tear
86/26/2087  Employee Of The Day
B 2607 Bast LoSar

(I;ducﬂﬁc}n

You can keep track of your employee’s formal education and even
attach photos of diplomas.

((?erﬁfic-:ﬂinns

o MCP e ASIS-CPP e CPA
eDEA e AFPA ellA-ClA
« CCIE o FCPA a CPL

What are all those acronyms? There are hundreds of certifications
for every industry, each with their own acronym. The acronyms are
not as important though as keeping track of the employees that are
certified and the employees that need to be certified. This is a
critical task that must be done right. HR not only helps you keep
track of this information, but also takes a proactive approach and
lets you know when an employee is due for recertification.

Englinssr 1823/ 2069
Jowirngyman B9 88,2007
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® Specialized Job Training

e Safety Training

# Leadership

® Problem Solving

e Certification Training

® Specialized Equipment Instruction
e Advanced Education

# Diversity Training

¢ Cross Training

Professional development of your employees is one of the best ways
to invest in your company's future. Encouraging your employees to
take training classes that focus on the sitrategic goals of your
company will strengthen your business team. HR can help organize
the fraining progress of your employees.

Coler Copler
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® Talent Evaluators

Finding the right employee through interviews and job positioning
services is only the first step in building a strong team. Too often a
new employee will start his first day and the company that hired him
is not prepared for his arrival. HR helps your HR Department
organize enough to handle new talent on the day of their arrival. HR
helps you prepare check lists to make sure that not only each
critical document is filled out, but that each key task is completed
on time, making your new emplovee feel welcome on his first day.

LCategories

—_—

Required Documentation
# Dept of Homeland Security - Form 1-9

Employee documentation and data collection is a fundamental part
of Human Resources. HR has the depth of data that your HR
Department will need without making the tasks overwhelming for
even the most understaffed HR Department. You can track every-
thing from 1-9 documentation, address history, dependent names,
and emergency information.

HR also lets you prioritize critical data and will routinely check to
make sure that all the data you deem critical is at your fingertips.

& Form -9 Documentation
® Address History

Dependent Information

¢ Emergency Contact Information
¢ Education History
e EED Codes

Work

EEQ Coda. . uvrnminries
Disability

Military Status.....

Union Name..........l

Union Number

Work Permit Number. . .

Work Permit Exp.....5/23/2005
I-9 Prepared........ yes

I-9 Exp..... ¥8/21/2008

Laucasian
Ambulatory

User Defined:
Favorlite Cake
Drivers Li
Licansa




PAPERLESS DOCUMENTATION

Keeping documents, files, and sometimes even pictures all together with an employee’s information is critical. In an ideal world, all the
important documents would always be in an employee's folder. But it doesnt always work that way. Sometimes the document you need
is on somebody elses desk.

With HR there is a more reliable solution. Simply scan in any picture or any document and attach it to the employees record. You dont
even need a scanner. You can take any document and just attach it to the appropriate HR employee record.

A scanner though can still be a nice feature as you scan-in important documents that have signatures. Do you need to keep a record of

signed warnings? How about an evaluation signed by an employee? Being able to guickly view or reprint a signed document just by
bringing up an HR employee record is a time saving feature.
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SOFTTIME AND TIMEKRON COMPATIBLE

SoftTIME employee data can be viewed directly from the HR main
screen in realtime.
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TimeKron employee
screen in realtime.

In addition, HR data can be viewed directly from the SoftTIME
Maonthly Calendar Screen. The letter "E” indicates that an HR event
happened on this date. Moving the mouse over the event date will
display the event’s description in the notes area.

Neww Features
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HTML AND EMAILING REPORTS

All reports can be printed, previewed on screen before printing,
emailed to one or more people, or an HTML of the report can be
saved and later used or viewed by a browser like Internet
Explorer.

e
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AUTOMATED OFFICE ASSISTANT

Think of the Office Assistant as your personal HR executive assis-
tant. OA=s most basic function is to remind you of HR related
tasks. Especially those that you have to do based on date or
ommission of vital data. If you wish, you can schedule OA to
remind you daily. Here is a reminder of evaluations that have to
be performed this week.

Clicking | =# will take you directly to the appropriate screen to
address the issue. It just doesnt get any betier than thisl!
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HR IS CUSTOMIZABLE

OK, so you need more fields because your old Human Resource
System had them. No problem! HR provides User Defined Fields

that you can name yourself.

M pabwmrib, Darmal, - Ciley lalermsiies

ONLINE GUIDED DEMOS

Give us a call and we will walk you through a live demo right from
the comfort of your own computer. Or better yet, you can download
a demo version of the real thing at www . softwaretech.com.

SECURITY

The Security options allow the Super Administrator to grant
Administrator privileges to users managing departments and to
assign the departments they have access to. Employee access
can be limited at the department level or screen level. Sensitive
employee data can only be viewed by an employee’'s administra-
tor.

Secunty
‘User Name

[ DA | [Ehange password

() Employee Access
(®) Administrator Access
() Super Administrator Access

[ Clenical
[ Executive
ﬂP‘mfﬁsiunaI Staff

O Small Business

[ Tax Department

gml w/EMail g_himited
Full Access ead Only

[ Modular Access J




We have over 75 professional reports. Al reports may Em DIDYEE Iﬂf[}rmaﬁﬂﬂ

be emailed o employees, managers or supervisors. —
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Omitted Data

Reminds you of incomplete tasks and

AGhiE\femen'[s by Emp|Dyee assists you to complete them.
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What's New in HR

Paperless Documentation

Group Data Entry
fenter dato once for o whole group of employess)

E-mailable Reports
HTML Reports
Advanced Search Criteria Tools

Employes Photos

Enhanced Security (induding Employee Level Security)
Auvtomated Web Updates
Expanded Qluick List Report

Key Features for your HR Staff

Customized Evaluations
Mass Data Entry
Office Assistant
Benefit Tracking
Detailed Work History
Check Lists leg. Mew Hires, Employee Exit, etc)

Owver 75 standord and custom repaorts with email
and HTML copability

Key Benefits for your IT Staff

Easy Installation

Automated Web Updates
Multi-Level Security
501 Scalability
RBobust and easy to use Import and Export Tools
TimeKron and SoffTIME seemless integration
E-mailable reports

HTML Reparts

Te get the complete story,
see our video tutorials of
wwnw softwaretech.com

Compare Features

Thiz chori lists the most importont features
for @ Human Resowcoe Manogement
System and compares our three olerngs

:

wopg puowe Sl

Benedit Tracking 2
Wark Histary &
Adddress History @
Oifice Assistont @
Email and HTML Reports =
Customizable Evaluations &
Warnings and Awards @&
SofiTIME compafible &
lmekroen compatible 2]
Chuick List Report &
Enhonced Cauick Lst Bepod
Enhanced Criteria Search Toaols
S Security
5GL Dotobose
HR Diamond Level Security &
Field Level Security &
Certifications o
Dependants &
Edwcation & Training @
Mew Hire Check List o
Employes Exit Check List =
Paperless Documeniofion &
Employes Photos o
Grovp Doto Entry o
Auvtomated Web Updoles e
Rebust Impart Expon Tools =
System Requirements
Resource Minimum Recommended
Hard Drive a0 MB 40 MB
Ram 128MB 256MB
Pracessar Pentium Il Pantium IV
Processor Speed S00Mhz 1.2Ghz
Lperating Syslom Windiows Sh Windows XP
Browser IE 6.0 5M IE 6.0 wialest 5P




