eHR2000
Workflow Edition

Human Resources Information

Definition of Workflow:

"The autormation of o bueiness process, inwhole or parts, where docurnents, infomnation or
tosks are possed frorm one participant to another o be processed, according to asetof
procedural rules.” (WM 1994)

Who needs Workflow Edition?

- Al organizatiors that dermand high managerent control and monitoring.
- Al organizatiors that have high population of ermployee using computers at work.

"Workflow" is different from "GroupWare”

Workflow software is not the sarme s workgroup software, otherwise known as GroupWare.
Workflow deadls with the step-by-step processes, where s workgroup systerns are concerned
with inforrmction sharing and threaded discussiors among Users.

You canimadgine, eHEZ000 Workflow Edifion, helps reducing all data entry work of routine tosk,
such as leave application, OT clairms, and records automatically ploced in appropriate
location of the systermn databose affer the frarsaction completed. Thatdo notreguire

data input agdin by adrminis frator, [t highly enbhonced the credibility of data and

employee safisfaction.
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Big Improvement from Manudl Document Flow to Workflow Technology

Manual Document Flow

Mcnually and phisicaly moved document
from one person [place)] to another

Fossive flow of information to each step of
business oycle onreguest by the resporsible
parson. It may toke a few titmes of requests for
irf orration that o manager con make one
single decision. Hence decision making & slow.

Mo automatic dert provided, Onby human
remindar occasiondlly given.

Mo preventive action canbe aware of,
Therefore, only do remedy when problem
occurred.

Eceity prone to errors. Document: can get lost
or e corstanthy shuffled to the bottom of the
"IN b oeket.

Workflow Technology

Automatic routing of documents to the e
resporsiible for working on them.

Frooctively providing the necessary information
reguired s upporting each step of business oycle
at the required time. It can be aphssically moved
irformation over the network or maintained in o
single datalbos & with the appropriate wser given
access to the data at the required times.

aystem derts avtomatically generate fo managers
evendimea when it comes to their resporsibiiby.

Frooctively be aware of the task overdus
and prevent potential problers.

Haarlyzera error and highly accurate in time and

perzon that information should send. Workflow sats
timers to ersure that documents move dlong at o
prescribed pace and that the appropricate person
process them in the correct order.

Coreume agreat deal of poper and resources
to process the document flow., Huge cost will ok o
irsoby e when change of flow and document layaout,

Lo not coreume [or corsumes lecst] poper res aurces
to process each step of bueiness process in Workfl o,
YWeary little to no cost involyed when change of
document flow and information content.
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Characteristics of IMA eHR2000 Workflow Edition

1. It brings necessary information fo support decision making processes in the
HEM wy Crlkflowy

2. It can provide "what if' hypothesis for gpprovers 1o rmake decision frorn this
forecasting inforrmation.

3. Emplovees con always check the application status in the system.

4, It has the most flexible workflow engine design that supports dynamic
wiorkflowy requirernent.

. IMA e HE2000 W orkflow Edition is not only wsing email systern as workflow agent but also
sending erndail notification o each user when there is action reguired fo take in the
wiorkflow system. You do not need to login to check news task in the workflow system,
it will send email fo notify you of new arrving tosk(s).
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eHR2000
Workflow Edition

Human Resources Information

Benefits

We provide innovative workforce solutions to companies of all sizes worldwide to meet the
challenges of today's changing business environment. We have the global resources and

local focus to help companies maximize the efficiency and productivity of their workforce
through our wide array of services and e-capabillities.

Key Benefits

e Better process control through standardizing
work methods

e Reduce process error and collapse process
transfer fimes

e Reduce operation and administration costs

e Improved efficiency by eliminating unnecessary
steps

e Consistency in the processes leads to greater
predictability

e Every step keeps a log record for audit trial.

Other Benefits

e High flexbility enables re-design for new
business needs

e Workflow engine supports up to 256 process
levels

e Dynamic approver setting with "OR" and "AND"
conditions

e Compliant with the WFMG standard to ensure
effectiveness

e Email notification to complete at right time by

right person.

Support Internet and Intranet for monitoring remote offices

Brower-based environment to access any-where and anytime.

Job duty and responsibility is well-defined and enforced.

Electronic document delivery services

Improved services and productivity

Decision support and improved planning capability

@
’MA IMA System and Management Consultants Ltd.
I\J\

www.ima-system.com contact@ima-system.com Tel.: (852) 27631515



Basic Applicctions of eHR2000 Workflow Edition

1. Employee Self Service

The ranagerment of everyday employee datd stroins your organizafion's HE resources,
and leads to outof-date files ond inaccurate employees records.  I1Tis high cost for printing,
excessive paperwork if the employee information is accessed and rmanaged by HE
Cepartrment only, leading to dissafisfied employees. eHEZ000 Workflow Edifion

Ernployee Self Sendce provides the following servic es:

- Employes can check their personal profile and work profile from the systern
- Employves can change their persondl infomdtion in the system themselves.
- Employves can retieve the payroll information of himself or herself.

Benefits of eHR Employee Self Service:

- The e HEZ000 W orkflow Edition Employee Self Service provides d simple, affordable way
to start letting employves mandge their own inforrmafion online.

- Employvee Self Service provides the core senvice yvou need 1o help ernployee begin
rmanaging their own information - any fime, any where, from any welb-enabled FC if

itis rurning on Internet/Infranet.

- It helps to keep files accurately and up-fo-date by having employees input and
verification on their persond information.

- eHRZ2000 uses electronic signdture for verification 1o achieve mdximurn data infegrity.

- With the help of Infernet technology, you can process each step inworkflow at anytine
cnd amywhere thatis accessible fo Intfemet. This enhances the mobility of yvour workforce
and provide updated infomnation o manggerment atarytirme and arywhere.

Az dresult, it helps yvou reduce administrative cost, incredse productivity, improve accurdcy,
and enhance employees satisfaction. And it allows your HE staff to focws more firme and
resources onsendng custorners and achieving crifical business godals.
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2. Manager Self Service

Managers very often rely on quick and up-to-date manpower information to make decision.
How much you have spent in printing and file searching for managerse In today's technology
booming age, information sharing becomes a necessary success factor of corporate
management.

Simply implement eHR2000 Workflow Edition Manager Self Service today to empower
managers to make the kind of smart HRM decisions with immediate information at

their fingertips. All your managers can become more efficient, effective and proactive.
It increases managers' job satisfaction and efficiency and ultimately brings tangible
benefits to the company.

eHR2000 Workflow Edition Managers Self Service provides the following services:

- Managers can check their personal profile and work profile from the system.

- Managers can change their personal information in the system themselves.

- Managers can retrieve the payroll information of himself or herself.

- Managers can retrieve the personal information, work profile, leave records and
even pay records (if necessary) of his subordinates as well.
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3. Leave Management Workflow

Emploves, managers and HE administrators are beneficiaries. The functions of e HREZ2000
Workflow Edifion help reducing alot of routine worklood and fime spent in managing
employee ledve days records:

-When login to the workflow systermn, all users can check the leave days balance and
lecrve history record of themselves, ITlets yvour HE staff free from answenng enguires
on leave information.

- Leave application rarsactions will be autornatically routed to the designated dpprovers
(Can be superdsors or mandagers].

- Applicants can check the leove application stoatus from the Workflow Edition.
If the application is rejected, they will know the regson of reject there,

- With the supporting informnation from the Workflow Edition, such s leave balance of
the staff and the leave mapping of his/her departtnent, approvers cdn either Qpprove
ar reject the leave application with simmple clicks.

- Approved leave record, will directly insert fo the HE databbase that it does not require
ary manual effort toinput data, You can also enhance the data integrity and ovoid
Furmcan emor in datd entry.
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Enhancement and Integrettion

O fop of the eHRZ2000 Workflow Edition basic applicatiors, you can add other optiondl
wiorkflow application modules 1o enhance larger extent of improvementin operation
efficiency and save more cost.

Opfional Workflow Applications

1. Overtime Work Compensation Claims

No rictter you will compersate owvertime work
with lechve days or money, it dlregdy involves
a1 lot of resources To receive cldim form,
colculdte compensation and data entry fo
people databose. This gives s hints to design
this workflow application To reduce firne and
effort spentin overdirme work compensafion.
Most important, since the overtime records are
in electronic form, they canbbe tracedble on
ecqch unit and it helgs to prevent abuse of
overtirne clains in an organization.

The functions provides ars:;

- Employee can, after the owverfime worl,
input the overtimme work fime and reason(s)
and submit for approval.

- Approvers con pprove orreject on each
overtirne work recornd.

- Employee can at anytirme, refrieve the stafus
of the application in the workflow systern.

- When the applicafion s gpprowed, it
immediately become aninput for comperns ation
calculation.
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2. Business Travel Expenses Management

One of the most significant corpordte expenses is Dusiness rovel inmany organizafiors.
eHRZ000 et vour managers control these expenditures and make sure every dollar

vouU spent on frovel s necessary. You can surely howve animmedicate return on investrnent
ot your enterprise. In this application,

- employee submits the electronic itinerany form that includes frovel, accommmodation
inforrction, for approsal.

- Based onsome preset rules and reguldtion on employees business trovel, approvers
con either approwve or reject the application.

- Duning the travel, with the access 1o the Infemet, employee can update his/her
ifinerary 1o supendisor fogether with the detailed expenses of the fravel, or he fshe
con update the systern when cormes back fror trowvel.

- Since every itern of expenses is recorded in the system, you can moke decision on
every step and trace back the expenses when comes to firme of auditing.
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3. Reimbursement Claim

Sinnilar fo how workflow technology applies 1o business trovel expenses management,
reimbursement maonagement can also be benefited from the Workflow Edition.

It frareparents every reimbursement detail and every step in approving the expenses claim.
Cost control becornes edsier, same s 1o expenses auditing. Trarsforrning reimburserment
clairn To workflow solution also makes statistics possible at any firme and helps you make
every expense claimed under red-time monitoring. You can prevent potential protlern
instecd of rermnedy problerns when they cccurred. In this application

- Ernployes fill the electonic reimbusernent claim fomn even they howve only one itern of
clairn, indicating whether this itern has invoice backup or not,

- Approver, bcsed on the reimburserment invoices and applications, approve or reject
cpplication.

- Since this application can e running on the htermet, applicants and approvers can upddte

the system at anytime and at anywhere, |t fostens the operation flow and rmake the
Transactions more ransparent o rmanagement and guditors.
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4. Performance Appraisal

You conscve a considerable amount on poper work and resources using in employee
performmance appraisal. Workflow helps process fransformed frorm paper to electronic
process and saves a lot of concurrent cost, as well as the cost fo change the appraisal
content, whenitis necessary. It also produces the informafion atbout the employee
perforrmoance and trend, which your managers need for managerment planning, nght
at their fingertips.

5. Training-on-Demand

gleaming reduces the need for costly

classroom fraining and supports an optirnal
balance between tradifional and innowvative
formms of knowledge fransfer. Training-or-dermand
Workflow credtes newy opportunities for individual
developrent. Leaming becomes flexible and
custornizoble according to need. I long run,

2 leaming cregtes and struc turing rodularized,
rewsctole, learming content. Itensures the right
fraining cssigned fo right person at their own
pdce of leqarning.

6. Saturday Shift Swapping Management

By Lsing convenient user interfdces, rnandgers
noyy Can make smart decision in Soturday
shift swwapping with a broader foundation of
data endbled by eHREZ2000 Workflow Edition.
Froviding opfimized infomnation fo carmy out
edch step of process by employees is an
important goal o use Workflow techrology.

IMA eHR2000 are the most comprehensive and smarter solutions for you.
To find out more about IMA HRMS solutions, please contact us
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