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1 INTRODUCTION AND OUTCOMES

One of the most significant issues faced by modern organisations is the use of technology to streamline
activities, cut costs, improve connectivity and efficiency and increase business effectiveness. In other
words, they move from labour-intensive to technology-intensive activities. Added to this are the ever-
changing environment and a workforce that has different expectations and needs. In this era they are
more connected via social media than ever before. Perhaps later than many other business functions,
technology has also come into HRM in a major way. We refer in this workbook to chapter 2 in the
prescribed book. Use the workbook and the chapter in conjunction with each other.
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LEARNING OUTCOMES

After completing this workbook, you should be able to
e describe the internet and identify the two functional categories of information available on the
internet that are most useful to HR managers
define a human resource information system (HRIS)
discuss the structural design of an HRIS
distinguish between the different types of HRISs
discuss some of the modules of an HRIS database
discuss the steps to take in developing and implementing an HRIS
discuss five critical standards that must be met if information provided by an HRIS is to be viewed
as quality information
explain several things HR can do to foster data security throughout the organisation
e explain how technology can be used in HR
e explain the use of technology in the future workplace
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2 KEY CONCEPTS

Before you begin studying this workbook, refer to the key terms at the end of chapter 2 in
‘J"/? the prescribed book. This will assist you in becoming familiar with the different concepts
that we refer to in this workbook.

Some of the important key concepts in this workbook are
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3 TECHNOLOGY

Today most organisations depend on people and technology to deliver their services and/or products
and to compete in their economic space. This implies that organisations need to employ people and use
a variety of technologies. The people need to be managed properly and the technologies need to be
used effectively and efficiently. In this way both the human and technological resources can assist the
organisation in achieving its vision and strategic goals.

The primary aim of the HR team should be to ensure that the organisation creates a conducive
environment where the employees can be productive, perform, grow and develop. They also need to
design, develop and implement strategies and plans that will assist line managers in managing
productivity.

Effective and efficient management of employees requires effective and efficient use of and access to all
the relevant information on all the employees in the organisation. Relevant information about the
employees, their productivity and performance records, skills, learning needs, trends, experience levels,
etc., could inform the organisation’s strategy and plans in many positive ways. How this information is
collated, managed and communicated in the organisational context is therefore of the utmost
importance.



Look at this example:

Imagine you are the HR administrator of an organisation that has 800 full-time employees.
This is what your week looks like.

15:00

The HR manager requests a report on the profile of all the employees who have permanent
employee contracts.

He needs this report for his meeting on Monday, 9 February 2015 at 08:30.

You are panicking, because your organisation doesn’'t use a human resource information
system (HRIS). This means you have to

draw each employee’s file

record each employee’s demographic information

manually calculate all the percentages

draw up a diagram and profile for each category

This will take you hours. You phone your friend (who is also an HR administrator at another
organisation) and complain about your workload. She cannot understand why you are
complaining. She had to submit a similar report earlier that week and it took her 2 minutes to
draw the information from their HRIS. She only had to click a button to pull all the necessary
information and graphs to compile the report.

Can you see that an efficient HRIS can
e make the work of an HR professional much easier, especially in very large
organisations?
¢ inform the strategies, plans and decisions of your organisations?

08:00

After spending the entire weekend compiling the report for the HR manager, you decide that
you want to research the system that your friend used to compile a report by the click of a
button.
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4 BASICS OF AN HRIS

e -

g

Study the sections "HR and the internet", "Human resource information systems" and "Benefits of an
HRIS" in chapter 2 of the prescribed book.

STUDY

In these sections you will learn about the
e Role of the internet in an organisation
o Concept of an HRIS
o Benefits of an HRIS
e Components of an HRIS
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Figure 2.1: Components of an HRIS
Source: Adapted from Warnich et al (2015)

After studying these sections, you should have a better understanding of an HRIS. Now you can go on to
complete activity 2.1.



10:00

In your role as the HR administrator of your organisation, you need to advise your HR manager on how
your organisation can use an HRIS. Do this by answering the following questions:

1. Explain the concept of an HRIS in your own words. Talk to friends, family, fellow students or,
perhaps, fellow employees about this — and share views. Do some basic "research" on it.
Perhaps type in the term "human resource information system" or "HRIS" and search on the
web. Read more about this. Make notes.

2. Explain the purpose and benefits of an HRIS in your organisation.

3. Describe how the HR team in your organisation can use the internet effectively.

4. Make a list of components that your organisation will need to implement an HRIS.

FEEDBACK

If you are studying this module, we assume that you have access to the internet. You should therefore
view the internet as a valuable source of information. You may have used this source as your point of
departure to find information on the HRIS. See, for instance, what you would have found if you had
accessed Google (www.google.com) and then searched under "HRIS".
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Do you see how much information is available on this particular term? Google identified 1 590 000
potential sources of information! However, it is essential for you to understand that although the internet
contains vast amounts of information, not all of it is equally reliable. So, when you use information from
websites, make sure that the websites are accurate and reliable. Let's look at the first "hit" — that is, a
potential source related to the HRIS that we found following our search. This takes you to the relevant
information as reflected on Wikipedia:
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WikipepiA ~ Human resource management system
The Fr

ee Encyclopedia
From Wikipedia, the free encyclopedia

"HRMS" redirects here. For the ship prefix, see His/Her Dutch Majesty’s Ship.

&1\ This article needs additional citations for verification. Please help improve this article by adding citations to reliable sources. Unsourced material may
be challenged and removed. (December 2013)

A Human Resources Management System (HRMS) or Human Resources Information System (HRIS), refers to the systems and processes at the intersection between human resource management (HRM)

and information technology "' It merges HRM as a disci particuler its basic HR activities and processes with the information technology field, whereas the programming of data pro

evolved into standardized nes and packages of RP) software. On the whole, these ERP systems have their origin from software that integrates information from different

applications into one universal database. The linkage source modules through one database is the most important distinction to the individually and proprietary developed

predecessors, which makes this software application both rigid and fiexible

The function of human resources (HR) departments is administrative and common to all organizations. Organizations may have formalized selection, evaluation, and payroll processes. Management of "human
capital” progressed to an imperative and complex process. The HR function consists of tracking existing employee data which traditionally includes personal histories, skills, capabilities, accomplishments and
salary. To reduce the manual workioad of these administrative activities, organizations began to electronically automate many of these processes by introducing specialized human resource management
systems. HR executives rely on internal or external IT professionals to develop and maintain an integrated HRMS ! Before client-server architectures evolved in the late 1980s, many HR automation processes

were relegated to mainframe computers that could handle large amounts of data transactions. In consequence of the high capital investment necessary to buy or program proprietary software, these internally

developed HRMS were limited to organizations that possessed a large amount of capital. The advent of client-server, application service provider, and software as a service (SaaS) or human resource
management systems enabled higher administrative control of such systems. Currently human resource management systems encompass:
1. Payroll

2. Time and attendance

w

This site will give you ample information on the HRIS. But beware! Wikipedia is a free online
encyclopaedia that anyone can edit. This means that although you will find information on almost any
topic on Wikipedia, it is not necessarily academically sound or reliable. You are therefore welcome to
use Wikipedia as a general source of information, but always check the information by consulting
additional books, websites or articles on the particular topic.

Let's get back to the activity. Sophisticated HRISs keep track of who's doing what jobs and where.
Before any organisation can implement a sufficient HRIS, it should have a number of ways to access the
HRIS. These can be via the internet, intranet, extranets or portal applications. The organisation
furthermore has to invest in HRIS components (such as hardware, software, data and procedures on
how to use the HRIS).

Organisations today use technology to streamline activities, cut costs and increase business
effectiveness. They can use an HRIS to gather, analyse and distribute information about the people in an
the organisation. There are several different types of HRISs, such as a concentrated HRIS, distributed
HRIS, independent HRIS and hybrid approach. It might be expensive and labour intensive to implement
such a system initially. But once the system is up and running it improves the quality, speed and
flexibility of information, reduces the administrative burden, improves the service rendered to employees
and produces HR metrics at the click of a button.
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12:00

You share the information on the activity you have just done with the HR manager, Ms Zhola. She is
extremely impressed with your research results and asks you to do more research. She wants you to
research the following aspects:

o Will it be viable for your organisation to invest in an HRIS?

e |f so, what aspects should be considered?

5 THE HRIS

08:00

STUDY

Study the sections "Types of HRIS's", "Reasons for the slow introduction of computer-based systems in
HR departments", "Skill requirements of an HR professional in HRIS work", "Most common reasons for
HRIS failures" and "Securing the integrity of HR data" in chapter 2 of the prescribed book.
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ACTIVITY 2.2: Why should organisations implement HRIS technology?

As part of your online research on HRISs in the workplace, access this link and read the article. Then
reflect on the questions that follow:

HRIS Technology: Why are you doing this? (http://www.hr-softwareblog.com)

Now compile a report to Ms Zola to share your latest findings with her. Your report should include
e factors that may influence the introduction of an HRIS within your HR department — consider the
size of your organisation and determine whether this will have any effect
¢ some of the potential challenges you may be faced with in implementing an HRIS and reasons
that could contribute to failure of the system
e concluding remarks focusing on the viability of implementing an HRIS within your HR department


http://www.hr-softwareblog.com/
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FEEDBACK

From this activity we can conclude that although implementing the HRIS will be beneficial for large
organisations, it poses some challenges as well. HR professionals working with the system will need
additional skills to administer it. Buy-in from top management must be obtained. Proper needs analysis
should be done to determine the organisation’s exact needs. Since all data will be available
electronically, certain measures must be implemented to secure sensitive data such as personal data
about employees and salaries. Continue this discussion in more detail online. Refer to the “Discussion
Forums” tool on the HRM2601 myUnisa module site and select “Forum 3: Workbook 02 Activities”.
Here you will find all the discussion activities for Workbook 02, where you are expected to share your
views on specific issues with your fellow students. Post your views online and also see what your fellow
students are saying.

10:00
You are presenting your latest findings to Ms Zhola.

Once again, the HR manager is very impressed and optimistic about your findings of a possible HRIS for
your organisation. However, before she can present this idea to the board of directors, she will need to
elaborate on your report. She knows that the board will have several comments and questions. She asks
you to include information on the types of modules your organisation will have to place on the HRIS
database and the easiest process the organisation can use to change from a manual to an electronic HR
system. The board meeting is scheduled for Friday, 20 February 2015.

6 HRIS MODULES, APPLICATIONS AND IMPLEMENTATION

NP
STUDY

Study the sections "Modules of an HRIS", "Applications of the HRIS database modules" and "Selection,
implementing, maintaining and evaluating an HRIS database" in chapter 2 of the prescribed book.

After studying these sections, you will have learnt about the following aspects:
the concept and purpose of an HR database module

features of different HRIS modules

applications of the HRIS database modules

a process of developing, implementing and maintaining an HRIS database



While going through the different sections, you must have realised that since you are working in a very
large organisation, you need to obtain approval or information from various departments and managers.
You decide to prepare a presentation for the HR manager, Ms Zhola, to share your latest findings with
her. Activity 2.3 will guide you in preparing your presentation.

Not every organisation has the same needs and therefore different organisations will use different
modules and applications. In addition to the modules, certain criteria should be met when implementing
and maintaining the information of different modules.

"'7;/

ACTIVITY 2.3: Applications of HRIS database modules

Consider the following in planning your presentation:
1. Explain the purpose and content of an HR database module.
2. List the criteria that should be used to determine what type of information should be included in
the HRIS.
3. Draw a diagram to illustrate the modules that should be included in an HRIS for your
organisation.

X
. FEEDBACK

Several modules can be implemented in the HRIS. Some of these are a basic personnel module, human
resource planning module, benefits module, wage and salary administration module and training and
development module. The most important module would probably be the basic personnel module. This
module is normally the first to be created and is the cornerstone of the basic information on the system.
It includes information such as employee name, identity number, date of entry, job classification, job
specification, address, telephone numbers and other basic information required by the organisation.

Converting from a manual HR system to a computer-based system is complex and time-consuming.
Careful planning needs to be done to ensure optimal use of the system. When developing an HRIS,
three steps need to be taken:
1. A proper needs analysis should be conducted to align your organisation’s needs with the services
that an HRIS offers.
2. The system then needs to be designed and developed in line with the needs analysis conducted.
3. Finally, the system should be implemented correctly and maintained continuously to ensure
accurate and up-to-date reporting.

Two important recommendations that you should have made to Ms Zhola are as follows:
e The HR team should take full responsibility for this process and really sell the benefits to the
decision-makers as well as the users/internal clients.
e It might be easier for your organisation to identify two or three modules and develop and
implement them first. As soon as all the problems have been sorted out and any resistance
overcome, the organisation can develop and implement additional modules.

10
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08:00
Ms Zhola gives you feedback on the outcomes of the board meeting.

The board approved the implementation of an HRIS in your organisation. However, they want to pilot this
system before investing a lot of capital in the project.

7 TECHNOLOGY IN HR

p <N

Study the section "Technology in HR" in chapter 2 of the prescribed book.

STUDY
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Figure 2.2: Technology in HR
Source: Adapted from Warnich et al (2015)
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8 PREDICTIONS FOR THE FUTURE WORKPLACE

THE FUTURE OF HR...

Remote working...

Flexi-time...

All HR admin now
outsourced... 7

Image source: http://www.advancedcomputersoftware.com/abs/blog/wp-content/uploads/2012/06/The-
Future-of-HR-sml.jpg

9 SUMMARY

An HRIS is the primary transaction processor, editor, record-keeper and functional application system
which lies at the heart of all computerised HR work. It can make the life and work of an HR professional
much easier!

In this last section make sure you can recognise, relate and apply your new knowledge and skills in and
at your workplace. The final activity will help you in this.
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ACTIVITY 2.4: Application of knowledge gained in Workbook 02

The purpose of this activity is to summarise the key points and to assist you in applying the knowledge
and skills practically.

Read this case study and the answer the questions that follow.

Remember Britney Waldorf from Workbook 01? If not, read the last part of that workbook again before
you continue.

12
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Britney Waldorf has always created the impression that she knows everything there is to know about all
her organisation's employees. In the last few years, however, the organisation has expanded very
rapidly. Several new employees have been appointed and others have been promoted and/or
transferred. Fortunately, Britney has two human resource officers to assist her so she was sure that all
the personnel files were frequently updated.

Britney was therefore most surprised when top management called her in and suggested that she find a
more effective way to manage the organisation's HR information and also improve on its accessibility.
She cannot understand what the problem is — all the employee files are up to date and easily accessible
to her and her two HR officers!

Top management also asked Britney to indicate how the HR function contributes to the organisation's
bottom line. Britney is feeling extremely uncomfortable about the whole situation — she doesn’t know
where to start, and is seriously considering early retirement.

1. Do you think Britney is managing her organisation's HR information effectively? Give reasons for
your answer.

2. What do you think Britney should do to improve the current manual HRIS? Can it be improved at
all? What are your suggestions?

3. How can Britney use the internet in her HRIS?

4. Do you have any suggestions on how Britney can indicate the contribution that human resource
management makes to organisational success?

FEEDBACK

You would probably agree that Britney's current manual HRIS is not very effective, especially since
Britney's organisation is expanding — more employees mean more information to manage! If Britney
really wants to use the HR information effectively and efficiently, she should use the best technology —
in this case computers!

If you look at the benefits of a proper HRIS, it would seem that all Britney's current problems can be
solved, even though she seems to think there are no problems. Britney should also be aware of the
different components of HRISs, the HRISs that are available in South Africa and the modules that can be
included in an HRIS database.

Britney's organisation can choose to access the HRIS in different ways. It can use an intranet (an
organisational network that operates over the internet) or an extranet (this allows employees to access
information provided by external entities, e.g. a retirement fund's benefits).

Britney can choose a concentrated, distributed, independent or hybrid approach when she decides what
the structural design of the HRIS should be like. She can also decide on the type of HRIS that she wants
to use. An HRIS database must be flexible and can comprise various modules, such as application-
tracking, training and development, wage and salary administration, skills inventories and so on. To
determine which modules would be most useful in her organisation, Britney would have to follow the
phases in the development and implementation of an HRIS process. She and the developers would also
have to ensure the integrity of the data — records must be safe and unauthorised people may not be
allowed to access and/or alter the data.

13



10 SELF-ASSESSMENT

Now that you have completed this workbook, you need to determine whether you have
K achieved the relevant learning outcomes stated at the beginning of the workbook.
» Therefore, read through the outcomes again before attempting to answer the self-
> ? assessment questions.

To ensure that you have achieved the learning outcomes, answer the questions that follow and then
study the feedback on the questions. Remember, the feedback is provided only to ensure that you are
on the right track — it doesn’t provide model answers. You are still required to consult sources of your

choice to answer the questions and achieve the learning outcomes.

The self-assessment questions consist of multiple-choice questions and written questions. To access the
multiple-choice questions, visit the self-assessment tab on myUnisa and begin your assessment.

Refer to the case study and then answer the questions that follow.
Question 1

Which of the four types of HRISs would you recommend for Britney's organisation? Substantiate your
answer with good reasons.

Question 2
How will Britney be able to use an HRIS for human resource planning and succession planning?
Question 3

How can Britney prevent the HRIS from failing?

FEEDBACK

Question 1

You will find the answer to this question in "Types of HRIS's" in the prescribed book.

The four types of HRISs range from concentrated, distributed, independent to hybrid. Compare the four
types and then recommend one that will suit the organisation's current and future needs. Take into
account the description of the organisation given in activity 2.1.

Question 2

This is discussed in "Applications of the HRIS database modules" in the prescribed book.

The human resource planning module and succession planning module and their uses are described in
the prescribed book. Explain the uses and applications of these two HRIS modules in Britney's
organisation.

Question 3

The answer to this question is discussed in "Most common reasons for HRIS failures" in the prescribed
book.

14
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Study these reasons for failure and discuss them, explaining how Britney can prevent them.
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o CARRY ON

Now that you have successfully completed Workbook 02 and all the activities, you can go on to
Workbook 03.
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