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HR Software Checklist

How to use this document

The HR Software checklist can be used in any number of ways. The “requirements” below are the typical requirements most organisations have when looking for a HR software system. You can remove items from these lists or add to them based on your own specific needs – or leave them exactly as they are.

You can send this document to each supplier and ask them to mark with a yes or no to whether or not they have the functionality within their product or you can use it during a presentation from the supplier.

General Requirements

Please indicate if your product has the following modules available. Please mark all answers with a Yes, No or a due date.

	Module
	Yes/No/Due Date

	Personnel Management
	

	Training Management
	

	Recruitment Management
	

	Employee Self Service
	

	Timesheets & Expenses
	

	Time & Attendance
	

	Workflow Processes
	


Please answer the following with a Yes or No.
	Question
	Yes/No

	Is the system multi user
	

	Does it integrate with Microsoft Office to send out letters
	

	Does it integrate with Payroll so that information only needs to be entered once
	Specify which:

	Can it keep unlimited leaver information at no extra cost
	

	Has it an inbuilt Organisation charting tool
	


Recruitment Management
Please indicate if your product has the following features available. Please mark all answers with a Yes, No or a due date.

	Question
	Yes/No

	Record and track applicants details
	

	Vacancy details
	

	Advertising source
	

	Recruitment cost
	

	Equal opportunities information
	

	Current and previous applications
	

	Interview scheduling
	

	Job offer processing
	

	Skills/Competencies recording/matching
	

	Reports and analysis on the recruitment process. Reports required include Who has been appointed, short listed, applied, enquired by gender, ethnic origin, disability, where they saw advert etc.
	Please specify all reports

	Report/Query Tool
	

	Use of workflow for routing
	

	Scan CV and other documents
	

	Internet based option for applicants to apply for jobs
	

	Banked applicant database – those people who applied but did not get the position 
	


Personnel Management
Please indicate if your product has the following features available. Please mark all answers with a Yes, No or a due date.

	Question
	Yes/No

	Works the same for current staff and leavers – store and report on the same information
	

	Personal details (name, title, etc)
	

	Contact details
	

	Emergency contact details
	

	Job details and history
	

	Salary details and history
	

	Employee contract details and history
	

	Equal opportunities information
	

	Basic pay
	

	Overtime
	

	Full time equivalence value
	

	Post information
	

	Bank details
	

	Pay reviews
	

	Absences
	

	Appraisals
	

	Competencies
	

	Qualifications
	

	Leaver details
	

	Reason for leaving
	

	Date and last day of leaving
	

	Willingness to re-engage leaver flag
	

	Screen designer to add new fields, rename existing fields, add new screens and report on new fields
	

	Document management to mail merge templates
	

	Store scanned document
	

	Store emails
	

	Store Microsoft Office documents (Excel, Word)
	

	Documents stored centrally with security
	

	Record multiple jobs against each employee (i.e. an employee doing more than one job)
	

	Salary modelling
	

	Restrict access to data by users
	

	Audit all changes and be able to report on them
	

	Increment holiday entitlements based on the employees length of service
	

	Absences by category and reason
	

	Absences in days and hours
	

	Absence alerts
	

	Ability for line managers to enter absences
	

	Rules for automatic reminders, i.e. probationary, appraisal
	

	Links to outlook diary
	

	Record initial start date and subsequent multiple contract start dates
	

	Allow word processing and mail merge so that all personnel standard mailings can be handled through automatic links with standard word processing applications 
	

	Maintain a database of staff who are either active, non-active & who may be potential employees (i.e. temp register)
	

	Link into payroll, with facility to have approvals/authorisations for new starters/leavers, salary and changes to salary. 
	

	Contain an audit trail facility to reflect when changes to employee records are made i.e. date last updated & by whom
	

	Provide links to standard word documents, letters/forms, etc.
	


Training Management
Please indicate if your product has the following features available. Please mark all answers with a Yes, No or a due date.

	Question
	Yes/No

	Works the same for current staff and leavers – store and report on the same information
	

	Have the ability to track the individual’s learning and development including participation in single training events, multiple training events and learning which is not event related (e.g. online learning, reading) and ongoing development interventions and consultancy interventions
	

	Track an individual’s progress through an accredited course with examination requirements
	

	Allow the team to see what learning and development has been identified as a priority by individuals, teams and groups
	

	Link Training &Development provision to personnel processes and give automated triggers at times such as appointment and objectives review
	

	Have the ability to record details of discussions between Training & Development Team and the Individual and track follow up and evaluations from learning
	

	Have the ability to keep records of trainers and training providers including contact details, CV extracts and what events they have run for us (including cost etc) and a general notes field
	

	Have the ability to track training events, modular and blended learning programmes including attendee statistics and logistical matters
	

	Have the ability to facilitate the training and development design, delivery and evaluation process
	

	Have the ability to record notes and agreements about training and development provision discussions and developments, which are not, related to one individual e.g. team, group, role
	

	Produce pre and post event logistical reminders
	

	Have the facility to auto-generate email booking confirmations and calendar invites as well as evaluation forms and logistical reminders for facilitators
	

	Record participant lists for training events as well as records of training
	

	Distinguish between an accredited and non-accredited course
	

	Track the progress of individuals against development objectives
	

	Record competencies and report on interventions by competency
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