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Sovera®

Human Resources

SOVERA® HUMAN RESOURCES AT WORK

Captured elements streamline workflow

Sovera Human Resource's Capture application along with enterprise forms helps you
transform paper documents into easy-to-view electronic pages. Human resources can
quickly obtain applicant and personnel information, including—but not limited to—
resumes, applications, personnel action requests, 403B forms, name/address change
forms, bank change forms, and personnel leave requests.

As hard-copy documents arrive, they are scanned for use in the application. In addi-
tion to paper documents, Sovera HR captures documents through electronic files or
electronic forms, eliminating the need to first print and manually scan documents.
Documents received electronically are automatically indexed by the system.

Instant retrieval elements speed processes

Sovera HR's retrieval module provides a highly flexible, personalized folder retrieval
process. Users with appropriate security can view one or multiple employee or appli-
cant folders online. The solution enables:

e Printing or faxing file documents

¢ Setting up personalized notebook tabs for sorting and organizing documents

e "Zooming in" or magnifying displayed document images and viewing dual images
o Sorting the information in a file as well as sorting folders in a queue based on spe-
cific hospital-defined criteria

Navigating through a file, and querying for and viewing related files

Defining customer file tabs and frequently (or rarely) viewed documents
Generating and signing applicant letters and forms

Completing documentation

Applicant tracking fosters efficient hiring process

Sovera HR provides online applicant tracking and workflow that allows hiring manag-
ers and recruiters to track applicants throughout the hiring process.

Hiring managers initiate the recruiting process by defining or opening jobs using
Sovera HR. Once a job position is opened by a hiring manager and the necessary
skill sets required for that job are defined, a notification is automatically sent to the
human resources department to notify it of that job opening so a job posting or adver-
tisement can be created.

Once applications and resumes (paper, faxes, or electronic files) are received, they
are digitally scanned or electronically fed into Sovera HR. Hiring managers throughout
the enterprise can search the online applicant pool using a variety of search criteria,
including skill set, job class, applicant's name, date the application was received, and
more.

Using Sovera HR, hiring managers can review an applicant's credentials, reject candi-
dates, schedule interviews, and make hiring decisions, while recruiters check online
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BENEFITS FROM A PAPERLESS
ENVIRONMENT

Sovera HR minimizes human
resources paperwork challenges,
enabling you to focus on employee
and applicant potential. The solution
delivers many benefits:

Improves access to applicant
and employee information
through out the enterprise,
resulting in improved customer
service

Eliminates misfiled or misplaced
documents

Reduces correspondence
backlog

Recovers filing space
Eliminates filing and refiling of
applicant and employee folders
Creates a precise audit trail and
automated monitoring of critical
dates

Expedites the hiring process with
easy-to-use applicant-tracking
and workflow tool

Interfaces with external job
applicant and payroll systems
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for the status of an applicant. Notification is automatically sent to the human re-
sources department once a hiring manager requests that an offer be made to a can-
didate, and the next set of hiring actions can be logged and tracked. An e-mail is
automatically sent back to the hiring manager from the human resources department
once a candidate accepts or rejects an offer.

Hiring managers no longer need to ask the human resources department whether
any new resumes have been received for a particular job posting or if a candidate
has accepted an offer.
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A better way to manage the hiring process

Human resources improvements are often at the lowest tier of priority application
upgrades. Yet, once hiring demands increase, human resources assumes critical
importance.

As a leading provider of enterprise content management (ECM) for both the public
and private sectors, CGl can help. The Sovera® Human Resources (HR) solution
supports your human resources department by facilitating the efficient processing of
applicant and employee files by converting paper documents to electronic images
and by providing automated workflow that tracks the life of an applicant from the time
a position requisition is made until an offer is accepted.

Sovera HR can reduce your human resources department's dependency on the flow
of paper used to process transactions and requests related to applicants and per-
sonnel, such as job and offer requests, payroll changes, name and benefit changes,
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and more. The business processes associated with fulfilling these requests can con-
sume an enormous amount of time and leave personnel hindered by:

e Lack of organization of the hard-copy file folder
e Misplaced files or files maintained in a separate building

¢ Dependency on the manual transfer and routing of documents to process an ap-
plication or personnel action

¢ Informal processes used by hiring managers to request candidates and hiring
actions

e Multiple tracking systems for negotiations with applicants

Improve efficiency and flexibility in a secure setting

Sovera HR offers unmatched flexibility. Users define how to maximize workflow with
true-to-life folder navigation that offers a consistent, easy-to-use interface-allowing
important applicant, employee, and recruit documents to be located efficiently.

Users can also view documents within applicant and employee folders according to
their own preferences. For expedited workflow, Sovera HR gives secure, simultane-
ous access to multiple users—from the office, home, or any Internet-capable loca-
tion. Security is robust and can be defined at the user and document levels.

2 CGI Sovera - Microsoft Internet Explorer

Mame: MACHINE, MACHINE 123 Entiy on Dy | —Displap 1 Display 2 B
I | I R | Logolt 1110011340 38 MACHINE1Z3 MACHIF
SSN: mva | Temnain Employee Name: MACHINEL23., MACHINE A
SSN: 111001130
Pasttan 0, | Teminaton Bl C355H: 111-001130. Mame
B0 Doc Typs: TESTT Overall Status: HIRED
Employes Status: | prehirs Exempt Stal
— PR Job 1Dz 70001
I e Bl CI58H: 111-004130, Name Position: Position 1
1 Do Type: Emplagmert Department: Government & Education Mgmt
Other 1 L A Company :
General 1 Job Detais 1 sk & Soanned 08/28/2 g HiringManager: Administrator, System (Syshdmin)
o Type: Disciplinary = otes:
32 Doc Type: Discipl c Not:
Bith Date: Sex L =
& Soarnert 06/2772.. (8 333333339333333unavail
Address Linel ERA/SFA,
Comments :
Adress Line2:
m )
Ciy State Zip i 333333333333333unavail
=3
=]
-~
3
>
@
— f==
=
o
=3
£
@
-
aQ
2
=
=
2
@
< ] > UslEl 1ot BlEl4 L‘J
2l o -
z : RhG ’
%%E@ @@QEW“'W
S (15182 | Route o Letters Remlts Lok Workdlow Updwie  Online Qm( i Y
Worldlow __ Deskiop Diagnostics ADT _ Forms _ a GESEEL
Syshciin Retrieval Fietrisval Do D: 550069

14 start o & @, | Fel. [ Equ. [Aca. W, 3 car.. Eiqu.. | Hooc.. Desiop 7 4 m1 B @B . 1051AM

EMPLOYEE RETRIEVAL
SCREEN

Demographic information re-
garding an employee is noted
on the left side of the screen
and employee documents are



Business
solutions

through .
information CG I

technology®

_experience the commitment™

ABOUT US

At CGl, we're in the business of
satisfying clients. For more than
35 years, we've operated upon
the principles of sharing in
clients’ challenges and
delivering quality services to
address them. As a leading IT
and business process services

* IBM FileNet ECM platform ) . . o provider, CGI has approximately
e Content Connector Interface Engine for joining disparate data and applications 31,000 professionals operating

» Library of standard productivity reports that can be used with Business Objects or i, 125+ offices worldwide, giving

Maintaining your systems with ease

Sovera integrates with your existing systems and is designed to grow with your
workload. Its proven, web-based architecture makes system enhancement easy
and affordable. Your system administrator can even make modifications from a cen-
tral server.

Technical highlights include:

other third-party reporting applications us the competitive advantage of

¢ MS Windows desktop platform, Oracle DBMS, and outsourcing options close proximity to our clients.

e Support for IBM pSeries server environment with high-availability options Through these offices, we offer
local partnerships and a

Contact: balanced blend of global

For more information contact us at HealthI T@cgi.com. delivery options to ensure

Website: www.cgi.com/healthcare clients receive the combination
of value and expertise they
require.

SOLUTIONS FOR THE
HEALTH OF HEALTHCARE"

In the healthcare sector, CGI
couples extensive industry
expertise with a full range of
services and delivery options.
CGl understands healthcare
industry trends and is a leader
in developing innovative
business and technology
solutions that help healthcare
payers, providers and
government departments
harness the power of
technology to lower their costs
and enhance productivity while
improving the quality of care.

www.cgi.com
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