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HR Pro

Our HR Pro solution is an all-in-one Document Management System
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provides HR teams with a centralised, secure platform that simplifies

workflows, maintains compliance, and offers comprehensive audit ® ‘
trails for enhanced transparency and accountability.

(DMS) designed to streamline HR management processes while
ensuring compliance with industry best practices and regulations. It

HR Challenges

MANUAL PAPERWORK COMPLIANCE RISKS

HR departments are burdened by paper- Ensuring compliance with labour laws,
based processes for employee records, data protection regulations (POPIA,
benefits administration, onboarding, and GDPR, HIPAA), and industry standards
compliance management, leading to (e.g, FMLA, EEO)is increasingly
inefficiency. complex and time-consuming.
SECURITY CONCERNS AUDIT READINESS
Sensitive employee data (e.g. personal HR departments often struggle to
information, medical records, salary details) maintain clear audit trails for

is often stored in disparate systems, creating compliance audits and regulatory
security risks and compliance issues. reviews, leading to delays and fines.

INEFFICIENT DOCUMENT MANAGEMENT

With high turnover and frequent updates to HR policies,

maintaining accurate and updated employee records is challenging.




ltecDocs HR Pro is an all-in-one Document Management System (DMS) designed to streamline HR
management processes and ensure compliance with industry best practices and regulations.

EMPLOYEE RECORD MANAGEMENT

Store, organise, and manage all employee-related documents in one
secure, digital system (e.g. contracts, performance reviews, certifications,
disciplinary actions).

ONBOARDING & OFFBOARDING AUTOMATION

Automate the onboarding process, including document collection, policy
acknowledgment, and benefits enrolment, ensuring a smooth and
compliant transition for new hires and exits.

COMPLIANCE TRACKING & ALERTS

Track important HR compliance dates (e.g. contract renewals, training
certifications) and receive automated alerts for actions required to stay
compliant with labour laws and regulations.

DOCUMENT SECURITY & ACCESS CONTROL

Protect sensitive employee data with role-based access controls, encryption,
and compliance with data protection laws (GDPR, HIPAA).

AUDIT TRAIL & REPORTING

Maintain detailed, immutable audit trails for every employee record, ensuring
transparency and providing a full history of changes made to HR documents for

easy compliance verification.

PERFORMANCE & TRAINING DOCUMENTATION

Track employee performance, training records, and certifications, ensuring
that you're prepared for audits and regulatory reporting.




Key Features
& Benefits

@ ENHANCED EFFICIENCY

. Automate manual HR processes (e.g. employee
record management, onboarding, and offboarding) to
reduce administrative workload and streamline daily
HR operations.

. Eliminate paper-based systems, reducing the time and
effort spent on document retrieval and organisation.

COMPLIANCE-FIRST APPROACH

Ensure compliance with changing regulations and industry
standards, including data protection laws (GDPR, HIPAA),
FMLA, EEQ, and other employment laws.

AUDIT-READY TRANSPARENCY

. Full audit trails and versioning of documents ensure
your HR department is always prepared for audits,

helping you avoid fines or penalties.

. Easily generate compliance reports, employee
records, and training documentation to meet
internal and external requirements.

SECURITY & CONTROL

. Protect sensitive employee data with robust security measures,

including encrypted storage, role-based access, and secure
document sharing.

. Maintain full control over who accesses what data, ensuring
sensitive information is only available to authorised personnel.
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