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hought leaders in both technology and human resources, the HROffice suite of

ings the benefits of integrated, electronic HR and benefits management to small

and mid-sized organizations. Built on powerful technology, the product line sets new

standards in ease of use, implementation, and maintenance.

} HROffice

Providing streamlined management for HR and benefits issues,
HROffice integrates with the tools you use on a daily basis.
Through seamless connection with payroll, the HR process
becomes further automated, reducing paperwork, errors and
therefore the associated costs. When activities such as perfor-
mance appraisals, attendance, compensation, compliance,
‘employee, and benefits management are automated, the HR

"'_.@'art\ment can finally become the strategic and efficient depart-

ment that it was mé_ant to be.
A\ i

anagers throughout an organization

the quality of service by getting to their
mpio&ees’ issues before they become issues. Pushing information
o managers based on key dates, or on changes within HR infor-
mation, enables them to proactively take care of business matters

- such as reviews, salary raises, or notification of benefits eligibility.

Employee Self-Service

By allowing employees to securely and safely access their own HR
data, HROffice Employee Self-Service drastically reduces the
amount of time HR professionals have to spend on phone calls,
paperwork and the overall management of day-to-day tactical
issues. Online leave requests prevent thousands of dollars in
attendance oversights while online open enrollment allows HR
managers to see an even more significant reduction bills and
administrative overhead and a greatly improved way of communi-

cating between employees, HR and plan providers.

Carrier Connect

We all know that despite the best of efforts, mistakes are made as
insurance carriers enter employee benefits data from handwritten,
photocopied, and faxed employee benefits enrollment forms.
Carrier Connect, combined with the technology of Employee
Self-Service, allows for a true online open enrollment - directly
connecting employees to both their HIPAA and non-HIPAA insur-
ance carriers. As we add clients to the Carrier Connect service,

we're finding error rates of up to 21% in benefits enrollment data!

HROffice is user-friendly and wizard-based but it’s inevitable that users will have an occasional question. When this happens,

HROffice technical support experts are just a phone call away. If youre looking for consultative services, highly trained

HROfice Professional Consultants can come to you, you can go to them, or you can meet online for live technical support.




“I'm astounded by the amount of paper we've eliminated. I knew
it would be substantial but I had no idea how noticeable it would
be right away. It’s a hundred times easier to access information
and it’s such a relief not to have to dig through paper file after
paper file. We are saving at least three reams of paper a week.
That doesn’t sound like a lot but it really adds up. Plus, you have
to find a place to file all the paperwork. I wish we had automated

Payroll Connect

On average, companies change payroll vendors every 18 months.
With Payroll Connect, organizations are granted payroll indepen-
dence and can easily switch payroll solutions without replacing their
HRMS systems. Payroll Connect simplifies your payroll process with
a single-point of data entry, eliminating redundancy. Built upon
innovative technology, Payroll Connect seamlessly links HROffice

with many mainstream and independent payroll platforms.

Staffing Solutions

Employees are your company’s greatest asset - let HROffice
Recruiter help you find the right ones. HR professionals spend an
extraordinary amount of time finding, qualifying, and hiring the
right people. HROffice Recruiter is a web-based recruiting
solution that automates the hiring process and seamlessly
integrates with HROffice. If you're looking for something to just
simply manage applicants, HROffice Applicant Manager stream-
lines the new hire process and makes it easy to manage contend-

ing candidates. HROffice Applicant Manager centralizes and

stores the applicant information you need to track.

HR and benefits management years ago.”

Mike Drake, Culliton Brothers Limited

Compliance Advisor

When you think about the complex maze of HR regulations, do you
get the uneasy feeling that you might have accidentally missed
something? This isn't surprising considering the array of compli-
ance regulations you and your company face everyday - all of which
are subject to interpretation. Who qualifies as exempt? Nonexempt?
How do I deal with FMLA, HIPAA and COBRA? Using simple yes
or no questions, HROffice Compliance Advisor leads you through
100 plus critical HR topics - online - to assess your company’s

unique areas of risk and offer solutions for your compliance needs.

Ethics Trainer

Enron. MCIL. Martha Stewart. You've seen the headlines. Compa-
nies are paying large penalties for unethical and illegal behavior.
These scandals have spawned a wave of new legislation that has
placed new responsibilities on the shoulders of HR executives at
companies of all sizes. HROffice Ethics Trainer now offers
complete one-stop ethics and compliance programs. Services
include (1) Code of Conduct training as required by new U.S.
Sentencing Guidelines, and (2) Code of Conduct communication

as required by NYSE and NASDAQ exchanges.

e, people ask me if I'm being paid to say
is that I'm a one-person HR department
job without the help of HROffice.”

Jo Anna Hodge, Cancun Resort

"Office.



Features and Functionality

HROffice includes HR Administration, Benefits, Attendance,
Compliance, and Compensation Management, Performance
Reviews, Customization, Reporting, Organization Charting,
and QuickStart as described below.

HR Administration
Keep track of your employee information:

» Name, address, multiple phone numbers, marital
status, DOB, supervisor, shift, phone #s, email
addresses, notes, emergency contacts, union

+ US Version:W4,19, EEO class, OSHA , Workers Comp
class, disability and veteran status

+ Canadian Version: Employment Equity, OSH

+ Organizational information with complete history
including location, division, department and job title

» Employment status and length of service

+ Termination analysis with types of reasons

« Skills, training, education, previous employers,
licenses, assets

+ Complete dependent information with other
insurance coverage for coordination of benefits

+ Includes many reports such as Employee List, New
Hire, Address Labels, and Birthday List

Benefits Management

HROffice supports a wide variety of benefits plan features
including:

+ Accurate point-in-time benefits report for any past,
current, or future date

» Automatic calculation of employee and dependent
eligibility

» Automatic calculation of volume, costs including
company and employee contribution, smoker vs.
non-smoker rates, age-based rates, overage child
rates, and before or after tax status

+ Complete history of all benefits enrollment and
changes including what changed, when it changed,
and who made the change

» Conventionally insured plans and self-funded plans

+ List billing report with billing adjustments

+ Other insurance coverage for coordination of benefits

+ Open enrollment tracking

+ Easy duplication of plans across companies

» Quickly generates benefit statements

+ Billing reconciliation with remittance reports

HROffice Supports the following types of benefits:

» Medical, dental, vision and hearing

+  Prescription drug

+ Individual and aggregate stop loss

» Short and long term disability

+ Employee/retiree life and AD&D

»  Supplemental life and AD&D (employee, spouse,
and dependent)

» US Version: Section 125 plans including Premium
conversion, healthcare & dependent care
reimbursement, 401 (k) plans

+ Retirement plans

+  Other plan types such as pre-paid legal and other
voluntary plans

Compensation & Performance Reviews

» Review Wizard automatically records the results
of the review including bonus and compensation
changes, if applicable

» Compensation reports include detail, history,and
change

+ Payroll reports include payroll info,deductions, and
deductions change

+ Review and bonus reports include reviews pending,
review form, bonuses awarded, pay raises awarded
and performance history

Attendance

Using the Attendance area of HROffice, you can keep
track of all the leave types that your company may offer
from vacation to sick to jury duty. Features include:

» Automatically calculates eligibility, accrual, lump
sums, carry over,amount taken, amount available
and leave lost due to maximums

+ Track attendance in days or hours

+ Supports leave types that do not accrue, such as jury

duty or maternity leave where you simply want to
track the number of hours taken

« Supports accrual and lump sums awards based on
length of service

+ Calculations can be based on a calendar or fiscal
year, as well as the employee’s hire date

+ Enforces both a maximum carryover and/or a
maximum available

+ Quick one click reports for a single employee

Powerful leave request functionality allows employees to
request time off via HROffice Self-Service. Managers can
then view and approve the requests online. Intuitive leave
calendar views allow managers to see all employee leave,
including both current requests waiting his/her approval,
and requests which are already approved.

Compliance Management

+ Family Medical Leave (FMLA) tracking including
number of hours available and paid vs. unpaid leave
+ US Version:EEO class, OSHA , Workers Comp
class, disability and veteran status
+ Canadian Version: Employment Equity, OSH

COBRA and coverage continuation
functionality:

« Separate COBRA rates

+ COBRA summary screen gives you a quick summary
of the COBRA status of all employees

+ Tracks COBRA election and notifications

« COBRA and coverage continuation letters that are
generated and customizable in Microsoft Word

+ Tracks COBRA payments

+ Supports a COBRA TPA and fees

+ Several reports including an eligible list, detail report,
status report, and notices sent list

Complete OSHA incident tracking and reporting

+ Provides users with the tools to easily record any
work-related injuries or illnesses and quickly produce the
required OSHA forms (300, 300A, and 301)

Reporting
Report Wizard makes it easy to create a variety of reports:

Includes more than 300 pre-defined reports that you
can customize with options like summary vs. detail,
sorting, subtotaling, and page breaks

+ Custom reports that you define

+ Makes it easy to select individual employees
or groups of employees by location, division,
department, job titles, supervisors,and employee
status

+ Use criteria matching to select which employees to
include on a report (i.e. show me all employees that
earn more than $40,000 per year)

+ Once you have customized a report, it can be saved
to run at later date

+ Distribute reports electronically by printing to Adobe
PDF format (requires Adobe Acrobat, purchased
separately)

HROffice Advanced Reporting Services and the powerful
functionality of Crystal Reports® allow you to perform true
workplace analysis on the wealth of employee information
you have stored in HROffice. Requires Crystal Reports 8.5,9.0,
10.0 Professional edition, sold seperately.

Customization

Keep track of whatever information you want using
Custom Fields:

+ Supports an unlimited number of custom tabs and
fields that you create

+ Load Custom templates from the Ascentis website
including credit cards, stock options,and more

+ Define the field types as date, phone dollar amount,
numeric, alpha numeric, drop down list,and decision
(i.e.: Yes,No using radio buttons)

+  Employee notes with multiple note types

QuickStart Data Import and Export

The QuickStart Data Import Utility makes importing
your employee data into HROffice simple. QuickStart
supports Microsoft Excel, dbase or any program that can
create delimited text files.

HROffice can export data into a delimited file that can
be read by other programs.

Organization Charts

HROffice supports creating organization charts
created in Visio 2000 or later. Visio must be
purchased separately

Security

HROffice allows you to create multiple security levels
and define what areas of HROffice users can access.
HROffice also includes a built in supervisor security
level that you can use to give supervisors access to
the records of the employees that report to them.The
Access database used by HROffice has been encrypted
and cannot be accessed without permission.

File Attachments

You can attach any type of file to the employee’s

record such as a resume or application on the

Attachments tabs in the Employee Info, Compensation,

and Benefits windows. HROffice tracks the

data of the attachment, the file name, a description,

and who attached the file. This feature is also available in the
Applicant Manager module.

Benefits of MSDE and SQL Server

A SQL database backend offers many valuable features and
benefits for organizations that Access and FoxPro based
solutions cannot offer.

+ Improved performance

+ Supports more users

+ Reduces network traffic, which is especially
important when running remotely over a WAN or VPN

« Protects your data. Preserves changes between
backups and prevents database corruption caused
by network outages

+ Reliable security. Database is isolated on server
machine. More advanced encryption and security
technology

Hosted Software

HROfficeASP customers reap the benefits of an enterprise
application without the large up-front costs involved with
purchasing, implementing, and managing an in-house
client/server application. This managed Internet-based
infrastructure offers organizations a way to outsource their
HR technology needs

+ HROffice ASP package comes standard with COBRA and
Attendance module plus HROffice Employee Self-Service
and Carrier Connect.

« HROffice ASP utilizes a robust Microsoft SQL Server
platform.

+ HROffice ASP is extremely secure and utilizes the latest
security technologies.

Each customer utilizing HROfficeASP is subject to role-based
security definitions at the application level and database
security at the database level. No user has direct access to
the database. Get up and running on HROfficeASP ASAP.

© Copyright 2005, Ascentis Corporation. All rights reserved.
Ascentis, the Ascentis logo and HROffice are registered
trademarks of Ascentis Corporation. All other product names
used are trademarks or registered trademarks of their
respective owners.
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