
Galactica HR
Paperless

Galactica   HR   options   allow   an   organization   to   eliminate all paper within an HR department, and all paper correspondence   between
 management and HR. It   has the potential to transform the workflow between HR, Management and Employees improving productivity and
reducing the stress. From resumes to performance appraisals to changes in benefits, all correspondence can be done via digital forms
eliminating all paper and once these forms are completed, they can be indexed and stored in each employee folder or other organized HR
folders for later retrieval.  Documents can be scanned and linked to Applicant or the Job code.  Once an applicant is hired all the documents
automatically move to the employee file.  Applications linked to a certain job code can later be retrieved when the job opens up again at a
later date.
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Grant Department Heads limited access pertaining to
employee documents.
Automatic purging of documents based on the specified
retention rules.
Built-in HR User Mailbox workflow that allows Payroll
and HR to share related documents.
Methodology to back-scan and keep old employee
records without spending too much time.
Intuitive web-based reporting tool to manage scanning
and viewing audits.
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Automatic distribution of Applicant documents
Images for successful Applicants are moved to
associated Employee folders automatically.

Other Workflows
Can automate any other type of document
distribution that’s required

Built-in application level security to provide distinct
viewing access to individuals based on their job role.
Integration with HR module available.
Automated workflows that save time and alert Supervisors.
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