Company information Tracking System

SYNOPSIS :-
CITS is a powerful human resource tool for maintaining employee and company information. More than a data storage program, CITS helps you manage your employees. CITS offers a wide variety of Reports that give you exactly the information you need. View payroll information by department, or find everyone who is receiving company Benefits. CITS gives you the power of information with different report categories.

CITS allows you to add and remove employees from the program and provides access to all employee information categories from Address History to Work Information. Organization files keep track of your company information. From this screen you can create, modify, and Remove company data. You can adjust data for company benefits, departments, evaluation categories, and Positions. It is a good idea to define your departments and positions before adding employees. You must also set up your company benefits and evaluations before adding them to your employee files. When you create a new category such as an Additional department or position, it is immediately available for selection in every applicable employee screen. Checklists assist you in office management by creating a list of items that need to be completed for a particular event. For example, you may want to make a checklist of everything that needs to be done when someone is hired.

CITS allows you to preview and print different reports that range from individual Work History to department Headcounts. Each report screen has different options. You can change the name of the report by editing the Report Title field. This will not change the name of the report in the drop down box, only the name as it appears on the report. The header includes report information such as the report title and date. Your company name (if selected) and report title will appear in every header. If you choose to have your company logo displayed on your report, it will appear in the top left corner. The date range of the report is displayed below the title. The date of the report is in the top right corner directly above the page number. The header may also contain information such as the employee name, department, and Selection Criteria.

Main Module’s

Employee Files:

· Address History:

To keep track of this residential details. So that company keep contact with them. It is useful for transferring information to that address.

· Benefits:

Employer gets more benefits such as leaves, salary increments, additional extra allowances for best performances.

· Evaluation:

Company keeps an evaluation process so that the performance of the employee is monitored and necessary actions are taken.

· Warning:

Warnings are given to the employee when they are late, taking leave without intimation. If he doesn’t finishes his task within specified time.

Organization Files:
· Company Benefits,

· Evaluation Categories 

· Positions

Check Lists:

· New Employee Hires

· Termination Checklist

Reports: 

· Certification List, 

· Address History,

· Personal Information,

· Achievement List, 

· Education and training Report, 

· Department Salary Profile,

· Employee Compensation Status.

  Hardware and Software Specifications

Hardware

¨
IBM Compatible machine

¨
Pentium IV

¨
256 MB RAM

¨
4GB  Hard disk

¨
Keyboard, Mouse, CD-ROM

