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AAdding employee data
AEmployee data reports
AAttaching documents to employee records
AAutomated alerts
A Birthday mails to employee, manager and HR
A Confirmation due date alert to HR
AProbation and confirmation process



Emportan® Core HR module

A  Define Organization chart i any organization elementand hierarchy can be
defined

A Easy setup of Group companies in same or multiple countries

A Manage different locations as separate operating units or as virtual
organizations

A Each operating unit can have independent control or centralized administration

A Position Hierarchy and reporting relationship

A Multiple reporting relationships for matrix style reporting structures

A All Organizational changes are effective dated

A As at date reporting

A Powerful organization explorer



Emportant® Core HR modulanore

A Employee Master with user defined employee numbering. Auto -id generation

can be setup
Change employee numbers subsequently I without affecting transactions

Capture unique identification number (PAN Number / National Insurance /
Social Security number etc)

Personal information 1 including photograph

Address details T including emergency contact

Family details, Past employment details, Qualification details
Languages known, Membership to professional associations
Reference check details

D v v Dy D>y D>

Document details T capture details like Passport, work permit, driving license
and custom document types

>

Electronic filling cabinet facilitates storing all documents (MS® Word, Excel,
PDF, RTF etc), Scanned document to employee record
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Dashboard HRMS Recruitment Payroll Leave Training Attendance Salary Details System Configuration My Account

Employee No | ETO1 B Status : Confirmed Add New Employee W| Save || Cancel |

Posting Details

Title | il v | First Name | Prashanth ‘ Middle Name ‘ Fao | Last Name | kumar ‘
Gender | Male "'| Alias | ‘ Date of Birth | 02/01/19580 (DD MM
Address | Assignments | Bank Account | Benefits | Documents
Emergency Address | Employment Status | Family,/MNok | Joining Details | Leave Structure
Miscellaneous Info | Mominations | Past Employment | Pay Structure | Personal Info
| | |

Qualifications Reporting To Statutary Info

Address Information m Save Cancel

Permanent Address

Country | India v | Postal Code ‘ 469256 ‘ State | Maharashtra v |
City | Iurnbai v | Phone Murmber ‘ 2245697900 ‘ Mahile Mumnber ‘ 8799052920 |
Plot Mo.205
Flat 142
Fax Mumber ‘ ‘ Street Address  |Mavl Mumnbai

Mailing Address

v Mailing address is same as Permanent Address

Country | India v | Postal Code ‘ 4693856 ‘ State | Maharashtra A |
City | Murmbai v | Phone Mumber ‘ 2245697900 ‘ Mobile Mumber ‘ 8799053920 |
Plot Mo.305
Flat 142
Fax Mumber ‘ ‘ Street Address |13Vl Mumbai
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Dashboard HRMS Recruitment Payroll Leave Training Attendance Salary Details System

Employee Master Upload

Configuration

My Account

Bulk Data Upload

Copy the data from Excel and Paste it in the text area below
then dlick on the Select Columns to match the fields

Click here to download the latest Excel format l |

Create new

STEEE

Mr Pankaj Kumar Tomar 08-02-1979 0z-02-2002 0z-02-2002
i Indian m 0z-03-2002 abo@xrzcom abo@grnailcom 8733053320 B+ rT] l
Plot Mo, 301 Flat 142 Mayi Murmbai IMDLA Maharashtra MUMBEAL 4E9E56 e p Oye eS
Plot Mo, 201 Flat 142 Hayi Mumnbai MDA Maharaszhtra MUMBAL 459856 P
General Hindu 2245697900 ~

easily using
: Bulk upload

Check if the above data contains Column Headers

Select format of Date columns | dd/mmfyyyy ¥

sz

lg ‘? — ERAPLOYEE_MASTER [Cormpatibility Mode] - Microsoft Excel / - = x
Harne Insert Page Layout Formulas Data R ey Wiew @ - 7 X
Cut = | 1 || 55 o X AutoSum *
& Cu Calibi i~ A A ==| | Sivrap Text Text - *},‘ %H/;ﬂ ?ﬂ - E" @ MEasum % [ﬁ
23 copy = = @] Fin -
Paste . ‘B r u -~ |- A ~||||= =| PMerge & Center + |||EE + =g 9 [[%08 ;00||| Conditional Format  Cell Insert Delete Format Sart & Find &
- F Format Painter = = e 2 ° 00 =0 Eormatting = as Table = Styles = - - - 2 Clear - Filter Select=
Cliphoard F} Faont P Alighment [P} Mumber P Shyles Cells Editing
A6 - f | 57866 ¥
A 1 B ] C | D [ E [ F | G [ H | [ [ J | K | L hl M N
1 |Mandatory Mandatory Mandatory Mandatory Mandatory  Mandatory Mandatory e
2 -
Employee [TITLE HARST NAME MIDDLE NAME LAST NAME DATE OF JOINING COMARMAT GEMDER |NATIONAUTY MARTAL MARRAGE COMPANY EMAILID |ALTERMATE MAILI
Ho {3-char) BRTH DATE ON DATE {Mor F) STATUS DATE L4
3 {Mor U)
4|
=]
G |s7665 IAr Fankaj Kumar Tamar 05-02-1979 02-02-2002 02-02-2002 I Indian il 02-03-2002 abc@ooyzcom abci@email .com
a ~
44 b b [ Instructions | Employee Master . Master values %1 [ I e
Ready [ Swerage: 1227321110 Count: 33 Sum; 110458599587 | 100% {——————(F)
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Dashboard HRMS Recruitment Payroll Leave Tra g Attendance Salary Details System Configuration My Account

Employee Master

Employee No IETlDDl
Title Mr v First Name IF‘i\,fush Middle Name ‘ ranohar ‘ Last Name IJain

Gender Alias ‘F‘i\,rush Date of Birth 0&/03/1995 (DD PR T )

Step 1 OFf 2 : Personal Information ?2) |mlm|£l|

Personal Information

Marital Status Marriage Date ‘ ‘

Company Email Id ‘ piyush@test.com | Personal Email Id | piyush@test.com ‘
Religion | lain v | Category | General v |
Mationality | Indian v | Blood Group | AB- v |
Country Of Birth Place Of Birth I rMurnbai

Identification Mark 1 ‘ [ES | Identification Mark 2 | e ‘
Physical Disabilities | i v

Employee Master: Adding employees is an easy 3 step process
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Dashboard HRMS Recruitment Payroll Leave Training Attendance Salary Details System Configuration My Account

Employee Master

Employee No | ET1001 = | ] ( ) [ Eat ][ save |[ cancel |

Title select ¥ | First Name Middle Name Last Name

Gender . select v | Alias Date of Birth (DD MM
Address | Assignments | Bank Account | Benefits | Documents
Emergency Address | Employment Status | Family,/MNok | Joining Details | Leave Structure
Miscellaneous Info | Mominations | Past Employment | Pay Structure | Personal Info
Posting Details | Qualifications | Reporting To | Statutory Info

Employee Database contains comprehensive set of field
Including attaching documents
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Dashboard

Recruitment

Payroll Leave

Training Attendance

Salary Details

System

Configur:

My Account
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EMPLOYEE DETAILS

Employee Master

Employee Details
Approval

attach Checklist
Separation

Probations

Check List

Employee Data Reversal
Letter Generation

Wiew Letters Generated

E-OFFICE

A=set Group

Assets [ssue

Assets Return

Itermn Request approval
Assets List

Assets Awaiting Return

Itermn Requests Report

PERFORMAMNCE
MANAGEMENT

PMS Review
Forms Submitted Status

Started (not Submitted)
Status

Mot Started Status
PMS Rating Report
360 Degree Report

Assignment Review
Feport

PMS Recommended
Ratings

Confirmation and End
Probation

REPORTS

Employee Data Query

Employee Assignment
Report

Employee Head Count
Active Employees List
MNew Joiners

Leavers Report
aftrition Trend

Confirmation Status
Repart

CTC Details

Employee Statutory
Details(Pf Mo etc)

Reporting Supervisor
Details

Age Analysis

Birthdays Coming Up

Hew Joiners

Upcoming Holidays

Hotice Board
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Extensive HRIS

options and Reports
to help you manage
central or dispersed

workforce

Send Hotification

[ al Ermplayees v

Select Group v



Demo Hospitality Services

Designation Assignments as on 28/12/2012
e feme  fomwen  [oeaneone

Pankaj Lamba 02-Sep-2012
Nishant Joshi C 26-Aug-2011
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s| ET09 [Mazim 03-Jun-2011
Consutar
Srector
e a Chakrabort Director
| o] ETo1r |[Prashanthkumar | Manager | 01-Oct-2012
Keyur Singr
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Shrikant Mascarenhas
16-Feb-2012
ales Associate

ales Associate
Pankaj Garine 16-Aug-2011

HRMS REPORTS: Employee Headcount Rejser: at a glance employees count
0 [20F0A2Y ¢6A&SST 5SLINIYSYG=Z



HRMS REPORTS: Employee Data Qukeyps you generate reports with any or all desired columns any time



