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EXECUTIVE SUMMARY

Attracting and retaining the right people is the cornerstone of an organization's success,
hence the foundation upon which an organization is built is its Human Resources department.
The reasons for this statement cannot be over fetched as almost every process revolves around
that department. It is therefore imperative to maximize the use of technology in terms of
Software to harness the full potentials of this department so that the department can be more
efficient in the delivery of her duties and by extension affect the growth of that organization.
In the light of getting the right workforce that will sustain the reason for which the
organization is in business - PROFIT, it must be borne in mind that HR functions as a tool for
strategic decision making, being the bridge between Management and Staff. Having timely
and unbiased access to details of staff for performance and appraisal purpose is key for
decision making, hence, HR MUST remain in a window of minimal lag with respect to its

process flow, as a lag may prove to be a colossal loss to the organization.

At every time within a business cycle or financial year, Organizations aspire to increase
productivity and save costs. It is not surprising that saving costs has become the top priority in
our current economic situation. This begs the question: How do we do more with less cost?
Can we eliminate redundant jobs like calculating payroll, leave entitlements, claims etc? Can
we cut down paperwork and get the system to print out the reports automatically? If we can
do all these, then we can save on manpower (salary), stationery and most importantly the cost

incurred in doing these dtediousé works.

Research has shown that most successful companies have their human resources in tune with
their strategic objectives. It is unfortunate that for HR to attend to its core tasks of attracting,
retaining and developing the right staff for an organization, it is often saddled with other
responsibilities that take them off their course, thereby increasing administrative cost. Some of

these distractions include:

. Appraisals.
. Leave and loan application
. Salary Processing and payslip dissemination
. Training Application and feedback from staff
. Staff Conflict resolution and many others
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These distractions have only one result: loss in manpower and time which translates to a
loss in revenue to the organization and a times loss in the interest of the staff to work
with the organization, and by extension leading to lower productivity at the work-place
which yet again translates to increase in administrative cost ¢ a loss which could have been

excused.

These challenges highlighted above not only need a quick but also a permanent fix,
thereby making HR a prime candidate for process automation. Automating these
processes will not only increase efficiency but will by proxy affect the way individual
employee interacts with his/her organizations vision and goals thereby taking away the
loss of expected revenue, cutting of cost and harnessing the total potential of HR and staff
to enjoy the returns of staying in business i profit making. The inclusion of Technology
(software) into HR processes allows tasks that would usually mitigate against 100% uptime
of day to day organizational goals to be non-existent thereby giving HR an opportunity to
face its core and by extension impact on the right choice of skill set of employee;
thereabout generating more profit for the organization. Automation will empower HR to
be free to add even more value to the organization by aligning human capital to
corporate strategy. To this end NovaSoft an ehrms (electronic human resources Solution is
designed to increase uptime in HR processes and by extension reduce to the barest
minimum cost lost as a result of loss in manpower and loss of interest derived from manual

and redundant processes.
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'WHY DO | NEED AN EFFECTIVE eHRMS’

There is management theory that “ The development of human resources is bound inextricably
to the technology that serves it”. In like manner, the development of an organization is also
bound to the Human assets serving it. Therefore, we can say that the development of an
organization is bound to its Human resources department. Hence, there is a need to have a
formidable human resources department which is up and doing, producing speedy delivery in

service to Management as well as staff.

In order to remain competitive and profitable from a strategic and resource point of view, the
rate at which tasks are achieved must be swift and more importantly the accuracy at which
these tasks should be achieved cannot be overemphasized; knowing this therefore, there is a
need for an automated system which shall help to reduce the lag in processing of functions,
increases process time, reduce downtime to zero, and take away administrative costs. This is
achieved by the introduction of software technology to already existing process or adoption

of that same technology to a completely new process.

A central repository greatly enhances data accuracy and oversight, which helps to make quick
strategic decisions. All vital personnel information needed to be responded to as a matter of

strategy and or policy should be stored in a core database

So much revenue is lost every year totaling to an estimated 425billion Naira (in costs related to
time and skill-set) within cumulative industries (Telecoms, Construction, Financial services,
Information Technology and services, oil and gas) as a result of wrong and/or delayed HR
decisions'. From the result of the survey conducted, it was noted that a number of these
wrong decision usually came as a result of lack of attention on the part of HR. Taking a deeper
look at the root cause of the loss; one would agree that they came in different faces ranging
from:

e Fraud on ghost workers.

e Fraud on the procurement of materials used in manual/paper process.

e Administrative cost (Time and materials often procured in excess and unreasonable

budget which would in most cases depend on third party / vendor).

For these losses to be mitigated against there is a need for an introduction of a technology

(software) - NovaSoft to automate the process.

"HR Nigeria monthly digest Volume2 Issue 5, April 2008
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An electronic Human Resource Solution (eHRMS) marries all the aforementioned points

together making the HR function more cost effective and more efficient

People management is also very important to organizations and this arm of business should be
handled professionally by the HR in conjunction with the Management. It is a known fact that
where proper people management is lacking, the outcome is usually negative employee
attitude in the form of - loss in staff interest to continue working for the organization thereby
leading to loss of talents and skill set that would have taken the organizations beyond its

current growth status.
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WHY SOFT?

As earlier noted, every organization wants to increase its productivity and save costs. In a bid
to do this, questions like: How do we do more with less resources will suffice, how can we
eliminate redundant jobs in our system (in relation to HR - calculating payroll, leave
entitlements etc), Can we cut down paperwork and get the system to print out the reports
automatically? If we can do all these, then we can save on manpower (salary), stationery and

most importantly the time lost in doing those tedious works.

There is a need for organizations to be more productive and proactive as the fundamental
business principle is to act smarter to earn more. Everything needs to be achieved at a timelier
pace with more accuracy. Knowing this, HR cannot afford to waste time on administrative

work like application of leave, claims, etc.

There is a need for organizations to be more productive as the fundamental business
increment principle is always to act smarter to earn more. Also there is a need to have things
achieved faster and HR cannot afford to waste time on administrative work like application of
leave, claims, payroll calculation etc. We have to be able to let our staff do all these things at
their own time and best if it can be done online. We have to ensure that all the work and

projects are done on time and what better way to achieve this than using NovaSoft.

People are the most important resource in any organization, but little is done in planning for
the most effective and efficient use of human res es - Soft offers you excellent

Manpower Administration.

NovaSoft is robust in its design such that it consists of a number of modules which are made to

help organizations:

¢ Reduce loss of HR manpower thereby reducing recruitment cost for the organization.

e Helping to create an avenue where trainings can be administered properly and also
timely, thereby creating specialty in staff (skill development and management) which
translates to more value (profit) to the organization, after all if the staffs are well
trained as at when due they can align themselves to the corporate strategy of the

organization to increase its bottom line significantly.

e Store their employee data in a database accessible to all management team at any

time for decision making.

32 Montgomery Road, Sabo-Yaba, Lagos Tel: +234 1 8980336, Fax: +234 1 279 9584 6
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Provide a more secure way of protecting your employee details, making each staff a

confidential entity.

Solve Recruitment issues ¢ Soft has the capability of monitoring applicants from
the point of application to recruitment to active service as well as growth within the
organization and eventually to the point of retirement. What this translates to is it
takes away the cost of outsourcing the recruitment procedure to a third party
consultant thereby helping your HR not only grow but better professionals in the way

they discharge their duties.

Soft greatly assist in reducing employee attrition - staff losing interest and zeal
towards their Job description. This is often the case when an employee is exposed to
the deficiencies in the process of an organization or perhaps the cumbersome
processes of getting things done in an organization e.g. requesting for leave, loan or
for instance, manual and messy queue during appraisals, inconsistency in delivering
regular training to staff. All these deficiencies become noncexistent after NovaSoft is
deployed in an organization, hence attrition becomes non-existent and attendant

consequences are su rmounted.

The Career and Manpower Development Module helps to organize timely and
effective career plans for each employee to understand their place in the firm
thereby creating specialization in respective fields. This means that your staff members
are tailored to be the best in their fields by administering the right training to them
and at the right time. This of course will help in increasing the revenue of the

organization on the long run in line with organizational strategy.

Every organization needs to monitor their staff as their staffs are ambassadors to
them. There had been cases where an employee obtains a loan facility from its
organizations or a third party organization only to abscond and do so with the
hardcopy of his/her file in connivance with secretary or security as the case may be.
This is bad reputation to the organization and as we know businesses is about image,
bad image leads to loss in revenue. Such an occurrence cannot and will not occur in a
case where NovaSoft has been deployed; this is because employee details are visible at

all time online real-time.

32 Montgomery Road, Sabo-Yaba, Lagos Tel: +234 1 8980336, Fax: +234 1 279 9584 7
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e The NovaSoft Payroll module helps Human Resource managers to effectively and
seamlessly address payroll issues. Human Resource mangers find it challenging
processing salaries but with the Salary Administration Module in Soft this task is
made easy. Reward systems adopted by organizations / establishment can also be
captured in this module. This module makes sure that the regular loss of man hours
from the HR department is reduced to zero thereby reducing a cost associated to loss

in man-hours.

e The Employee Self-Service module excellently handles standard appraisal systems to
appraise employees on their tasks, thereby enhancing promotion and improve

decision-making.

¢ Monitoring Effective Man Hours ¢ Soft Interfaces with state of the art
biometrics technology. This allows employees to clock in when resuming, after lunch
and clock out after the dayQ job, thus enabling the HR to calculate the effective hours
worked in a day. Hence the case where employee signs in by manual process and goes
AWOL from the office during work period does not occur. With this module, proper
time is made on work hours and it ensures that the returns paid to the staff on his/her

pay day is maximized and documentation on work-hours is made available.

In a case where automation is not present, appraisal is usually cumbersome, time taking and
could lead to a loss of confidence in the organization by staff members especially when these
deficiencies are noticed (as is usually experienced in a manually run environment). NovaSoft(s
aim is to record unbiased and make easily accessible - information about each individual staff,
thereby reducing hidden bias, and helping to further narrow down staff with right skill and
attitude to be retained and developed so as to ensure that the organization is kept in a profit

making circle.
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OUR VALUE PROPOSITION

NovaSoft is a one-off payment, hence once paid for it becomes yours forever. It saves you the
cost of renewals every now and then yet the value of the purchase remains with you always

alongside with speedy support.

Soft HRMS allow enterprises to automate many aspects of human resource, with the dual
benefits of reducing the workload of the HR department as well as increasing the efficiency of
the department by standardizing HR processes which ultimately saves cost attributed to loss of

man hours.

The HR department plays a vital role in ensuring the smooth running of an enterprise most
importantly by tracking and analyzing the timekeeping and work patterns of the workforce,

allowing better information on how to form strategies.

Soft HRMS converts human resources information into a digital format, allowing that
information to be added to the knowledge systems of the enterprise for better decision

making by saving time to extract relevant details when requested.

BENEFITS

HR/ Payroll Department- Based on predefined permissions; they can set up unified rules for
salaries, allowances, taxes, deductions, and loans. HR can view the skills of the work force, set
up inductions and training courses. HR can announce vacancies, communicate with employees,

managers and applicants and manage the recruitment and leave schedule.

Employee- your employees can now have access to view and update their comprehensive
information as exists in HR files, apply for leave and loan, view and print their past and current
pay slips with accurate record of all statutory deductions(Pensions, Taxes, N.H.F, N.H.l) up-to-

date, saving time and cost of distribution and printing.

Recruitment- with Soft you can automate your recruitment processes, short list
candidates based on organization or establishment specified criteria and transfer successful

candidates to Employee Status.

32 Montgomery Road, Sabo-Yaba, Lagos Tel: +234 1 8980336, Fax: +234 1 279 9584 9
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Line Managers/Supervisors now have a sense of responsibility to the organization as they are
now inculcated into the decision making process (at least through appraisals) at a first level

but also in an active way.

Human Resources can now have reduced administrative duties and is free to focus on
strategic tasks. They can do on line appraisals of subordinate, approve requests, set up projects

and assign tasks.

CONCLUSION:

NovaSoft is the solution to ensuring that you get the best returns from your Human resources
department. It gives you an opportunity to easily integrate your line managers into
management processes for greater feedback on decision making, and ultimately it will save

you the cost associated to non automation.

32 Montgomery Road, Sabo-Yaba, Lagos Tel: +234 1 8980336, Fax: +234 1 279 9584 10
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Soft: A CASE STUDY

Soft provides the HR function with the required automation to perform its
administrative processes, such as Payroll, Appraisal, Training, Recruitment, Leave and
Discipline. These are the technical processes that take up much of the HR function@ allocated

resources.

An organization of 10,000 people was used as a real-time test sample to assess the
performance of the Payroll module in Soft. Key payroll-related processes within the HR
function ¢ salary processing, tax deductions and loan transactions ¢ were tested; the time
given is part of a standard multi-tasking day within the HR department, while the costs are

simply left in man hours, which translates to wages over a period of time.
Salary processing

In this particular firm, salary processing was handled by HR and was primarily achieved using
an MS Excel spreadsheet. It would usually take about five days on the minimum if there are
no new adjustments to consider, in some cases it would take about two weeks. This increase
in process time, when faced with additions to the staff roster and/or changes to employee
salaries, results in an exponential increase man-hours used to complete the process. This
increase in man hours can easily be translated into wages, not to mention the related
opportunity cost, as HR resources could be best utilized elsewhere instead of on lower-skilled

technical processes such as this one.
Tax deductions

This procedure is usually carried out according to either federal government regulations, or

specific pay items. Within our sample organization, this was achieved in two days or less.
Loan transactions

Employee loans, which are linked to their wages, take up to a week to process. Once the
employee applies for a loan, HR will check the employeeQ salary and loan history to check
against itsQfeasibility. Once the figure has been finalized, it must get necessary approval

before it is granted.

Most of the costs for this procedure can be attributed to calculations and lag time caused by

the required senior-staff approvals.
NovaSoft Performance

Now deployed for this organization, the Payroll module performs all of these processes in no

time. The module setup, which is configured to the company@ policy specifications during

32 Montgomery Road, Sabo-Yaba, Lagos Tel: +234 1 8980336, Fax: +234 1 279 9584 11
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deployment, stores the relevant information that will be required for calculations on all
employees. The salary processing for 10,000 employees took just 12 minutes after setup had
been completed. Further payroll adjustments to the master setup that affect calculations only
take a few minutes; the calculations are then done in the same short time once the changes

have been made.

With regards to tax deductions, information stored during setup ensures that this procedure is

completed in same speed time for this 10,000-strong sample organization.

Loan transactions can also be finalized within minutes of a day, even when taking account of
lag time. Based on the information on each employee, loans are easily calculated; approvals
are also more forthcoming, as email alerts are sent to the relevant managers to log in and

provide approval, thus reducing much of the lag time due to the increased convenience.

Using the Payroll module as an example, NovaSoft makes considerable changes to the HR
function of the sample organization. Processes that used to take days and weeks now take
hours ¢ and with multiple calculations, even seconds ¢ once setup is completed. The time, fuel
and wage expenses that are saved all have a cost to HR and the organization as a whole; these
resources can be pooled together and used to add value, either for the initiatives and practices

derived from the HR strategy, or elsewhere within the organization.
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THE SOLUTION- SOFT HRMS

Soft is a user friendly and powerful HRMS designed for use by Corporate Organizations
that include Manufacturing, Construction, Qil and Gas, Financial Businesses, and Establishment
/ Public Organizations, accommodating unlimited number of employees and an unlimited

number of subsidiaries.

Soft is a comprehensive and user friendly HRMS developed using the latest .NET
technology and can be deployed in Windows environment. It supports industry standard
databases like Microsoft Access, MS SQL, Informix, Sybase Adaptive Server and Oracle. Its
reporting system is based on Crystal Report; this displays your reports the way you want it as
PDF, Excel, or HTML

Soft package has an open access to Data, making data synchronization across an
organization or establishment very easy. It interfaces with major a spreadsheet and third party

critical application which includes:
XML format data exchange, Data Transfer from ODBC/OLE data sources and XML files.

Your HR function needs a strategy and structure that will deliver valueX

Soft HRMS will help you focus attention on key factors and respond appropriately to
business realities; this application will organize HR resources in ways that govern how HR work

is conducted.

The strategy and structure of Soft HRMS will ensure your HR department and HR

resources are deployed where they add the most value.
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FEATURES

Soft has enhanced features such as:

e Allows parameterization of Items ¢ Can customize or parameterize items as peculiar to
your organization

e Staffing and Skills ¢ Captures employee personal details, setting up of supervisors for
employee, set up competencies to monitor employee performance etc.

e Interfaces with Time and Attendance machine (POS Terminal, Biometrics machine).

e Recruitment ¢ Monitors applicants from point of recruitment to point of retirement.

e Staff Training ¢ Set up training courses, training organizations, training budget etc.

e Payroll ¢ Unlimited pay item definition, salary structure definition, pay frequency,
bank schedule, loans, loan limits, prorating of salary, salary review etc.

e Online loan/ leave application.

e Online Performance Reviews.

e Leave and Confirmation alert ¢ Send e-mail reminders to alert on leave and
confirmation.

e Easy and Comprehensive Reporting.

e Employee Self-Service ¢ Employee can view and modify personal profile, Address
information, Dependants information, Next of kin Information, Spouse Information,

Employee can view pay slips online etc.
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MODULES

Soft is a client-server (HRMS) which has five basic Modules.

e Foundation

e Payroll

e Career and Manpower Development
e Staffing and Skills

e Employee Self Service

Foundation

The Foundation Module serves as the heart of the
system. This is where the system set-up is
performed to reflect the peculiar nature of the
human resource operations in Your Organization.
All other Modules derive their data from this

module.

Payroll

The Payroll Module Enhances Flexibility in Salary
Administration and results are generated more

efficiently.

The Payroll Module automates the pay process by
gathering data on the employee time and

attendance, calculates the various
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Deductions and tax and generate periodic pay-slips and other reports for.

Softn offers you the ability to:

A Define Pay items

A Capture Individual Employee Daily Input in terms of working hours
A Structure Salary Tables For Various Grades Of Staff

A Define Pay Packages For Individual Staff Members

Career and Manpower

The Career and Manpower Module keeps
records of Staff with respect to their

competencies which lead to better and to

Softu

Staffing and Skills
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