accuracy

People
organisation's
resource. Yet the potential value

are probably your

most valuable

of this resource will not be
realised, if relevant information is
not captured and made easily
available to HR users, managers
and senior executives at the
point they need it.

Our Managing Employee
Information module can help you
record, update, analyse and
report on employee data in an
efficient, cost-effective manner.
As an online system it will help
you to streamline processes and
reduce paper-trails, as well as

reducing administrative costs
and improving accuracy.

Key Features

e A single database

underpinning all of your people
management processes —
eliminating information silos
and improving decision-making

e Stores comprehensive
information relating to your
employees (including
Employment History, Contract
Details, Salary & Benefits,
Diversity & Equality, Personal
Information, Documents,
Company Assets,
Performance Records,
Absence History etc)

e Employee details can be easily
entered, viewed and edited by
any manager, senior
managers or HR user with the
necessary permissions, at any
time from any location

e Custom Fields can be easily

defined by the client
administrator and will be
applied to all employee

records—enabling you to
capture the information that is

most valuable to your
individual business.
e Useful information about

employees (e.g. achievements
against objectives,
development needs, absence
records) is captured
automatically as users carry
out their day-to-day tasks -
reducing data entry
requirements

e File Notes can be added to an
employee's record by any user
and filed against client-defined
categories — producing a far
richer picture of each
employee’s performance and
supporting matrix
management.

e All key information relating to
an individual employee is
easily available to users via

Managing Employee Information

e Asingle, integrated employee database to underpin all key HR
processes

¢ Remove information silos - improve access to valuable
information across your organisation

e Streamline processes and reduce paper-based reporting

¢ Reduce administrative costs and improve efficiency and

the wunique
Summary Page

Employee

e A wide range of pre-defined
reports are available and users
can also create their own
custom reports, based on a
wide range of filtering options.
Reports can be easily exported
to Excel for further analysis

e Senior managers have easy
access to key dashboard

metrics via their home page
and can then drill-down to
more detailed
required.
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Screenshot from the Employee Information Module
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About Youmanage®

Youmanage is a comprehensive
online toolkit giving people
managers and HR departments
all of the processes, employee
information and guidance they
need in a single system.

Devised to improve the efficiency
and performance of managers
and HR professionals, the
Youmanage system incorporates
a suite of modules which cover
every aspect of people
management — from job profile to
exit interview. All modules are
underpinned by a single
employee database, enabling
clients to take a more joined-up

and integrated approach to

managing their employees.

A unique aspect of the service is
the way it walks managers
through step-by-step processes
for common management tasks -
from preparing for an interview,
to handling a disciplinary
situation in a way that complies
with the law, to dealing with high
absenteeism levels.

Managers are also presented
with relevant guidance and

information at each step of the
incorporates
a complete

way. The system
training materials,

range of standard HR letters and
forms, guidance notes, and other
useful tools. It can be tailored to
reflect the branding, policies and
processes of each client.

The package is delivered online
and allows managers to access
comprehensive information about
each of their employees from
anywhere — with a few mouse
clicks.

For more information about
Youmanage HR’s people
management solutions visit

www.youmanageHR.com.




