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1. Employee Personal Information 

The system maintain the following personal information: 

1.1. Full Name,  Date of Birth, Contact Information (address, 

telephone number, emergency contact, personal email 

address, marital status, dependencies, spouse) 

1.2. Tax ID Number, Social Security and Employee Number 

 

2. Employment  Record 

The system have the ability: 

2.1. To track probation expiration for new employee. 

2.2. To track employment terminations.  

2.3. To maintain information on annual payroll.  

2.4. To maintain information on years of service and awards.  

2.5. To maintain information on staff deployments (locations, 

appointments, transfers, promotion etc.). 
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3. Employee Benefits and Welfare 

The system have the ability to maintain information relating to 

staff benefit and welfare: 

3.1. The benefits to be maintained include: Pension; Health 

Care Scheme; Staff Welfare Contribution; Staff Loans; 

Group Insurance; Duty Concessions 

3.2. Define new benefit plan: effective dates; coverage levels 

3.3. Define start and stop rules for benefits 

  3.4.  Define eligibility rules  

 

4. Compensation and compensation history 

The system have the ability to: 

4.1. Maintain salary scales by grade. 

4.2. Assign salary grade to employees, pay frequency. 

4.3. Perform salary calculations and process deductions. 

4.4. Maintain compensation history. 

4.5. Perform mass salary administration. 

4.6. Generate retroactive pay. 

4.7. Print statements of earnings and deductions (payslip)  
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5. Employee Attendance 

The system is also able to: 

5.1. Maintain a log of employee’s attendance records.  

5.2. Analyze attendance at any given time. 

5.3. Maintain leave record.  

5.4. Automatically award casual, sick and vacation leave  

5.5. Process leave application (feature to allow supervisors to 

recommend or deny a leave request). 

 

6. Training and Educational Records 

The system have the ability to: 

6.1. Enter skills and competencies.  

6.2. Record qualification.  

6.3. Record professional certifications  

6.4. Record proficiency levels. 

6.5. Record development plans.  

6.6. Upload and store scanned proof of qualification.  

 

7. Disciplinary records  

The system is able to:  

7.1. Maintain a log of any disciplinary actions that have been 

brought against an employee. 
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8. Create HR Structures  

8.1. Ability to create multiple organization and position 

hierarchies. 

8.2. Ability to create templates for positions, Job Description, 

Departments, Salary scales, Benefit Schemes. 

8.3. Ability to maintain attribute of each structure. 

8.4. Ability to assign structure to individual employees.  

 

9. Queries and Reporting   

The system allows : 

9.1. Query of database using user selectable fields, to be 

viewed online or exported as a printable report.  

9.2. Producing standardized management reports. 

9.3. Producing reports that are user driven.  

 

10. Maintaining User Account Security   

The application offer integrated security facility that ensures: 

10.1. Mandatory user logon and password facility for all users.  

10.2. Password expiration adheres to international auditing 

procedures. 

10.3. Encrypted passwords. 

10.4. Maintain different security groupings. 

10.5. Restrict menu function based on security groupings.  
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11. Collection and Analysis of statistics 

11.1. The system provides an environment for conducting staff 

surveys. 

11.2. Analysis of trends- performance; attendance; separation 

and turnover analysis; group and individual skills analysis. 

              

  

12. Backup and Recovery 

12.1. The system provides the capability of Backing up User and 

system data.  

12.2. The system includes documentation on Backup and 

Recovery procedures. 

12.3. Facilitates backup of entire database and journal files. 

 

13. Generation of Audit Trail 

13.1. Ability to track transaction changes to employee  

13.2. Ability to print audit trail 

13.3. Users not have direct access to the RDBMS other than 

through the application. 
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14. Employee Self Service 

14.1. The system allows employees to view their records such 

as: leave availability; attendance history. 

14.2. Employees have the ability to submit modification such as 

contact information. 

14.3. The system allows employees to apply for leave online. 

14.4. The system provides administrative notices to employees. 

 

 

 

15. General Functionality 

15.1. Users also have the able to save scanned documents to 

records such as: educational and training records. 
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16. Customisability 

The system: 

16.1. Customizable- response to changes in organizational 
needs. 

16.2.  Provide an environment for analyzing, designing and 
configuring business process easily. 

16.3. Have the capability to easily add new functionality base on 
needs. 

  

17.  Tax Administration 

User can: 

17.1.  Administer changes in tax threshold or rates. 

17.2.  Reproduce tax filing report readily. 

17.3.  Reprint and export payroll ledger to 3rd party system e.g. 

Excel or CSV file.  

17.4. Print tax filing reports in the form acceptable by the tax 

administration department for both monthly remittance 

and annual returns of employee and employer payroll 

taxes and social security contribution.  

 

 
  


