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HR Module Functions 
Allocated 
Marks 

Function 1 (Employees 
Information Management)   4.5 

  
Add/Edit all necessary employee personal 
information 0.5 

  Add/Edit all necessary employee job information 0.5 

  job agreement management 0.5 

  Contract information 0.5 

  personal file management 0.5 

  Contract list 0.5 

  
Reports based on different personal/job 
information fields 0.5 

  probation tracking 0.5 

  track office assets used by staff 0.5 

Function 2 (Staff actions)   1.5 

  displinary action 0.25 

  staff promotion/demotion 0.25 

  staff hibernation/make inactive 0.25 

  staff probation information 0.25 

  staff transfer  0.25 

  approval workflow 0.25 

Function 3 (Employee 
Attendance)   2.25 

  Compatible with Zkteco fingerprint devices 0.25 

  Attendance monitoring & reporting 0.25 

  Attendance editing 0.25 

  Geo-location punching 0.25 

  Duty roster 0.25 

  Shifts (minimum 6 daily shift) 0.25 

  Bulk shift adding/eiting 0.25 



 

  Rotating shift times 0.25 

  
View attendance by groups, teams, departments, 
etc 0.25 

Function 4 (Recruitment)   2 

  Applicant Should be able to apply online 0.25 

  
HR Officer Should be able to enter application 
details (For Physical applicants) 0.25 

  Candidates profile registration 0.25 

  Candidates profile shortlisting 0.25 

  Adding Marks 0.25 

  Auto Screening  0.25 

  Interview panel to conduct interview 0.25 

  Final Short List 0.25 

Function 5 (Employee Training)   1.75 

  Training Calendar (Schedule trainings) 0.25 

  Register trainings (Future, alerts) 0.25 

  
Employees should be able to apply for training 
form their dashboard  0.25 

  Define trainings 0.25 

  Enroll employees to trainings 0.25 

  Training requirements identification 0.25 

  Completed training (Past records) 0.25 

Function 6 (Organization 
Structure)    1 

  
Must be able to create, edit, Delete Department, 
Division, section, unit in this module.  0.25 

  Must be a ble to set Status (Active or Deactive) 0.25 

  view hierarchical tree 0.25 

  structure change workflow 0.25 

Function 7 (Teams)   0.5 

  

HR Officer should be able to create Teams and 
Assign members to each Team, this should be 
editable. 0.5 

Function 8 (Calendar)   1 

  Leave Calendar 0.5 

  Event Calendar 0.5 

Function 8 (Holidays )   0.75 

  Able to add/edit Government Holidays every year  0.25 

  Holidays must reflect on Attendance sheet  0.25 

  
allowance should reflect holiday allowance 
rate/holiday specific allowance 0.25 

Function 9 (Employee Leaves)   1.25 

  Set custom leave types 0.25 



 

  Online/SMS leave request/approval 0.25 

  Leave tracking 0.25 

  Work handover tracking 0.25 

  Leave planning 0.25 

Function 10 (Noticeboard)   0.5 

  Add/edit notices 0.5 

Function 11 (Loan Schemes)   0.5 

  Add/edit loan schemes 0.25 

  Set loan providers 0.25 

Function 12 (Payroll)   2.25 

  Overtime calculation and reporting 0.25 

  Late fines reporting 0.25 

  Absentee pay deductions 0.25 

  Adjust salary 0.25 

  Automatic payroll generation 0.25 

  pension contribution generation 0.25 

  set custom allowance based on designation 0.25 

  set custom overtime rate 0.25 

  set custom allowance based on set days 0.25 

Function 13 (Employee portal)   3 

  view personal information 0.25 

  view job information 0.25 

  view leave details 0.25 

  view daily attedance log 0.25 

  view noticeboard 0.25 

  view notifications 0.25 

  view salary slips 0.25 

  view loan schemes 0.25 

  apply for reference letter 0.25 

  Warnings: (salaam, late fines) 0.25 

  create overtime preapprovals 0.25 

  overtime update 0.25 

Function 14 (Supervisor portal)   1.5 

  task delegation 0.25 

  approve staff leaves 0.25 

  view staff attendance/leaves 0.25 

  mutli-level approve overtime preapprovals 0.25 

  approve overtime 0.25 

  staff leave/attendance report generation 0.25 

Function 15 (HR portal)   1.25 

  Modify attendance/status 0.25 



 

  Add/edit shifts 0.25 

  Add/edit staff information 0.25 

  Update and manage staff leave 0.25 

  Add/edit org structure 0.25 

Function 16 (Report 
generation)   2.5 

  Individual overall report 0.5 

  
Report generation for attendance, leaves, 
pension 0.5 

  Time frame selection 0.5 

  Individual salary slips 0.5 

  Team based attendance view/report 0.5 

Function 17 (General 
requirements)   5 

  Mobile application - iOS/Android 1 

  3 year warranty period 1 

  Bulk SMS Intergration 1 

  provision of software usage documentation 1 

  Intial installation & setup with all data entry 1 

Function 18 (Technical support 
and maintenance)   7 

  
Data migration support to new system and 
implementation within 02 months 1 

  Regular updates and bug fixing 1 

  Maintenance and technical support as needed 1 

  Staff training when needed 1 

  additional reporting features upon request 1 

  Cloud hosting setup and management 1 

  
Database backup on agreed time period to a 
agreed location 1 

 Total Marks 40 
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