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Title of the project

Development of a feature-rich Employee Separation System (E-Separation System)

Abstract of the project

The E-Separation System will facilitate the automation of the employee Separation process The application will automate the existing task of the employee to initiate the separation process and get clearance from all the departments online. Human Resource Development  can process the separation online and provide the relieving letter once the clearance is obtained. 

This is also applicable to a college scenario where a student has to get a no-due certificate from various departments such as libraray, hostel, etc, before completion of the program.

Keywords

Generic Technlogy keywords

Operating Systems, Databases, Networks

Specific Technology keywords

Windows XP, Windows 2003, DB2, ASP.Net, ASP

Project type keywords

Analysis, Design, Implementation, Testing

Functional components of the project

Following are the main features of this system

1. Separation  Initiation

2. Separation Approval/Rejection

3. Separation Clearance

4. Exit interview process

5. Separation Closure

6. Separation Status

7. Search

8. Reminder Mails

Steps to start-off the project

Get familiarized with the technology that you are going to use for implementing this specification.

Read the following detailed specifications and get an understanding of the system (its purpose, any other features that you may add etc)

Separation Initiation


Clear Case Separation

· The employee initiates the separation.

· System displays default details like Name, PU, Current role, Current location, Permanent location etc

· The user has to enter details like Reasons for separation, Contact address, Alternate Email id, Approver Level I id, Approver level2 id, Expected relieving date, request for provision IT certificate , remarks

· The user can save the details and later submit it.

Termination Case

· Human Resource Department initiates the separation process in case of termination

· HRD can search for the employee by entering the Employee no. Or the employee’s Email Id

· System displays default details like Name, PU, Current role, Current location, Permanent location etc

· The user has to enter details like Reasons for separation, Approver mail id, remarks

· HRD can save/submit the separation

· HRD head approves/rejects the separation

Separation Approval

· List of separation are available in the approvers inbox

· The approver clicks on the selected employee separation and views the details

· Once the user submits the details it goes to approver level 1 who in turn can change the relieving date , the approver Level 2 mail id and remarks. Approver level 1  can save/approve/reject the separation. S/he can forward to another person of the same role if he is not the concerned person for approval of separation. If rejected, mail goes to the person who has initiated/HRC regarding the status of the separation.

· Once approver level 1 has approved the separation the separation goes to approver level 2 who in turn can change the relieving date and save/approve/reject the separation. S/he can forward to another person of the same role if he is not the concerned person for approval of separation. If rejected, mail goes to the person who has initiated/HRC/Approver level 1 regarding the status of the separation.

· Approver Level 2 can set the date and time of when the mail id of the employee has to be disabled

· Approver Level 2 can set when the clearance needs to be initiated

· Once approver Level 2 approves the system sends out mails to the concerned departments for providing clearances. System adds the employee to the survey tool list. System sends out a mail to the employee intimating him/her to take the survey. 
· The changes to the relieving date needs to be tracked for future analysis

·  If the employee has not provided the mandatory 3 month notice period, the Approver Level2 has the authority to waive off salary recovery for the employee

· Approver Level2 also updates the system on whether the Project Assets issued to the employee were returned / revoked.

· Postponement of the relieving date should be possible even after it is approved. Once the relieving date is postponed all departments should be informed with immediate effect. This option should be available only for approver Level 2

Separation Clearance

· The lists of department from where the clearance needs to be taken are HR, Loans, Credit card, Transport, Travel, Facilities, Stationary, and Library.

· List of separations are available in the concerned clearance department authority inbox

· The clearance form should preferably have a photograph of the employee.

· The user clicks on the selected employee separation and reviews the pending dues with the employee

· The separation can be forwarded to another person of the same role or can be saved for later action. The user can approve the clearance if there are no dues/dues are cleared.

· The display of the fields in the clearance form depends on the access level of the user (set up in the DeptSetup screen). The user will be displayed only those set of fields to which he/she has access.

· If not returned then finance will enter the dues against the asset as the book  value of asset

· Finance, HR dept should be able to view the whole clearance form

· The system should have provision to intimate outside Financial institutions regarding third-party loans

· The system should have a provision to “automatically” forward to the Clearance back-up in charge incase clearance has been pending for more than a stipulated time-frame with Clearance in charge

· Travel Dept clearance should be automatically approved if there are no unsettled travel records for that particular employee

Exit Interview Process

· The survey feedback form on this system should displays the results of the survey taken by the resigning employee. The interviewing HR personnel can sign-off the closure without entering closure details. The status of the HR meeting must be set to “meeting taken details not entered”. The details can be entered later and the exit interview can be closed.

· 7 days before the relieving date the HR should be informed about the employee separation.

Separation Closure

· The approver clicks on the selected employee separation and views the details of employee, separation status.

· It should also have the provision to enter separation details like 

· Separation category

· Relieving Letter Issued

· Remarks

· It should be possible to save the information and also to close the separation

Separation Status

· The employee should be able to view his/her separation status at any point in time after initiation until closure
· HRC should be able to see the separation status through ‘Search separation’ feature 

· The separation status should display details like Location, Department/PU, Person In charge, Action, Date of Action, Pending Dues, Currency, Remarks.

Search

· The user should be able to enter one or many of the details for searching the separations like: 

1. Separation No.
2. Name
3. E-Mail Id
4. Employee No.
5. Current Role Capability
6. Project
7. Dept/PU
8. Base Location
9. Country
10. Resignation Date - from
11. Resignation Date - to
12. Relieving Date - from
13. Relieving Date - to
14. Separation status
15. Whether Legal Action Taken
· The user clicks the ‘Search’ button for obtaining details based on the search criteria.

· System needs to display the following information on the results summary screen: 

1. Employee No

2. Name

3. Mail Id

4. Current Role Capability

5. Project

6. Dept

7. Base Location

8. Date of Initiation

9. Relieving Date

10. Status

11. Whether Legal action taken

· When the user clicks on an employee no.  link  s/he should be able to view the details of separation for that employee.

· The user clicks on any dept link (to which he/she has access) on the clearance section of the search results details screen to view the  clearance form details. The user will have access to either a full or a restricted view of the search results based on his/her access set up in the Admin screen

· The user should have the facility to change search criteria through Reset button.

Reminder Mails 

Seven days before the relieving date mail notification goes to all clearance department in charge, HR to submit the clearance if clearance is not yet submitted

· Two days before the relieving date mail notification goes to all clearance department in charge, clearance department backup in charge, HR to submit the clearance if clearance is not yet submitted

· One day before the relieving date mail notification goes to HR that the closure needs to be done tomorrow for so and so employees.

Requirements

Hardware requirements

	Number
	Description
	Alternatives (If available)

	1
	Server: P -III 1 GHz x 2 or higher with 4 GB RAM
	

	
	Client: P-II with 128 MB RAM or higher
	


Software requirements

	Number
	Description
	Alternatives (If available)

	1
	Internet Explorer or Netscape Navigator.
	


Notes: HTTP access from the client to the server.

TCP/IP Network

Manpower requirements

4 Persons full time for a period of 7-8 months.

Milestones and Timelines

	Number
	Milestone Name
	Milestone Description
	Timeline 
	Remarks

	1
	Prototype of Screens
	Prepare screen layouts using HTML, collect all the GIFs required for the screens
	4 Weeks
	Get a clear picture of the purpose of the system. 

Prepare a sample list of separation cases and the list of departments which have to provide clearance.

	2
	Database Design
	
	2 Weeks
	Assign a database administrator at this milestone. The admin will take care of creating the sample user ids, cases for testing the system later.

	3
	Developing the functionalities
	
	16 Weeks
	Parallely, the testcases can be generated for unit/integration testing of the system

	4 
	Testing the screens.
	
	4 Weeks
	

	5 
	Final Demo 
	
	3 Weeks
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