EMPLOYEE SELF SERVICE
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Employees like the easy access and convenience provided by employee self-service module, while

managers and HR personnel appreciate the transparency it offers along with tfime saving benefits.

R

sKau
G Employee Self Service
Dashboard Personal Department
&
.

Attendance




ESS CORE FEATURES
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ESS (Employee Self Service) promises a "paperless” office, streamlined business processes, and the elimination
of "administrivia" for human resource staff because employees and managers conduct basic fransactions

via computer that were formerly completed on paper forms and then processed by HR staff.

ESS is a web application and can be accessed via PC/Tablet and Smart Phone* (depending on screen size)

MANAGE PERSONAL INFO

EMPLOYEE DASHBOARD
A user friendly dashboard shows employee whole month performance, planned leave and Holidays, Absent,

Present, Offs records in a glance only

Solutions Knitted for Business Ltd. Tyshawn Ramnarain ~

® p [} ® ]

Dashboard Clocking Attendance Advance Payslip

MName Year

A, Tyshawn Ramnarain 2020 M = Refresh Dashboard

Dashboard

Dashboard

Your Info
Leave Summary Leave Allotment
Leave
Clocking
Attendance
Claim
Advance

Paysiip © Annusl Leave 5
© Absent 20

0 B @ I 8 @ O © @

EMS




PERSONAL DETAILS
From personal details employee can view his Name, Surname, DOB, Qualifications, Email ID etc. They can

get these details updated into the system by sending ESS request to their Managers.
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OFFICIAL DETAILS
Employees can view their official details such as Branch, Department, Designation, Reporting Manager, DOJ

efc.
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BANK DETAILS (Customisable upon request)
From Bank Details Employee can add his Salary and other bank account. These bank account can be used

for Salary Payment by HR

DOCUMENT MANAGEMENT (Customisable upon request)
With document management employee can submit theirimported document to their HR from ESS portal. HR

also can issue company or employee document to Employees.



CLOCKING
This feature allows employees to clock on their smartphone phone during outdoor duty and the fime and
location will be recorded by GPS. As soon as employee register a clock, Head of Department can view the

attendance logs on HRPTA.
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PROCESS

TIMESHEET MANAGEMENT (Customisable Upon Request)
From Timesheet employee can view/input his whole week's plan and actual day to day details about

category, Project, Sub Category & Tasks. Both Actual and Plan fimesheet can be exported to Excel.
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APPLY & APPROVE LEAVES (Employee Management System-EMS )

Employee can send leave application from ESS portal. Manager can approve leave either via HRPTA or EMS*.

Salutions Knitted for Business Lid Kaden Chummun =

® ® 5 ® ]

Dashboard Clocking Advance Payslip

Leave
Leave Appication  Leawe Summary

(B Dashboard _—
@ Yourlnio » Name Yaar
B e Kaden Chummun 2021

e
@ Clocking Lst  New @
[ Attendance
B cam
®  Advance Name From Date Tyze

=n Chummun 26022021 =] Full Day

B Pasi Leave® ToDate Remaris
@ eus Annusl Leave - 28-02-2021 = a



GRANT AND REVOKE ACCESS - Feature Available Upon Purchase of EMS Module*
Managers have the option to grant pending leaves/overtime or revoke any leave/overtime. They have full

access to view the details of employees.

*EMS- Employee Management System

EMS is a separate module (web application) which can be embedded to ESS to provide option fo Managers

fo grant pending leaves or revoke any leave. They have full access to view the details of employees.
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EMS CORE FEATURES
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e EMS > Employee Interface allows to view Employee Details (Personal Info, Official Details, Leave
Summary)
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e EMS > Aftendance Interface allows fo get fast and comprehensive timesheet easily
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PAYROLL

PAY DETAILS

Employee can check his Payslip; Current Salary and last paid salary from his ESS portal.
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® A April - 2020 80,605.00 101.505.00 14.814.00 58.891.00
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@ EMS . July - 2020 80.605.00 101,305.00 16,.384.00 85.421.00

August - 2020 80,606.00 101.205.00 26.561.00 75.244.00
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CLAIM/REIMBURSEMENT MANAGEMENT

Manage your office, tour, travel and other expenses with Claim feature.
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ADVANCE AND LOAN
There is an advance option for employees who want to know more about loan and advance information

on the available options. View Access Only.



TIMESHEET MANAGEMENT (EMS - Customisable Upon Request)
From Timesheet HODs can view/input his subordinates whole week's day to day details timesheet about
category, Project, Sub Category & Tasks. The HOD will get nofification by email when timesheet for a

particular week has not been completed.
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KEY BENEFITS
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Considering that up to 80 percent of an HR department’s time is spent on administration and paperwork, it's
become imperative to implement self-service an integral part HRIS offerings. By granting employees online
access to their own HR information via an intranet / hosted portal, the burden on HR is reduced, thereby

cutting costs and improving employee morale.

IMPROVED ACCURACY
When employees are encouraged to update their own information of personnel, the result is not only a

reduction in input errors, but more relevant and timely information.

CHANGE PRIORITIES

By employee empowerment, a self-service HR professional relieve the administrative burden and free them

to focus on strategic initiatives such as recruitment.

CUT COSTS

Offer self-service and save money. Forrester Research reports that having an employee self-service portal

can greaftly reduce the cost - a potential savings of 98 percent on a single transaction.

AID HR MANAGERS

Employees are not the only ones who stand to benefit from self-service. Provide HR managers with instant

access to information they need to make budget and staffing tasks effectively.

REDUCE INQUIRIES
Put an end to the demands of time-employees and let your HR staff to return to work. Thank you to self-
service, an employee may find it lacks pay stub or refrieve details about Overtime/Leaves/Salary with the

click of a mouse.



