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Why is Datatech creating a Human Resources program?

Human resource management is the management process of an organization’s workforce, or human
resources (HR). It is responsible for the attraction, selection, training, and rewarding of employees,
while also ensuring compliance with employment and labor laws.

Agricultural businesses, such as farms, labor contractors and packing facilities, may have a large
number of employees, but the employees involved in HR may have little or no HR training. There has
not been as much emphasis on HR, but it is becoming more important, given issues with hiring and
firing, discrimination, health benefits under the Affordable Care Act, worker’s compensation claims
and employee disputes.

The HR functions that Datatech software currently supports are mainly tied to payroll processes.
However, we have seen a growing need to add additional HR functions.

The Datatech HR software module will concentrate on the following areas: Personnel Tracking,
Employee Benefits and Risk Management. We will also have some attendance tracking capabilities
based on the time information entered through the payroll system. We do not anticipate adding
any detailed HR Management features at this time (tracking job applicants, interviews, hiring,
firing, exit interviews), other than the current hiring and firing information that the payroll program
includes.

The HR software is a separate software application from the Payroll or full Datatech Accounting
software you currently use. The data location however, is the same. Information from both
software applications update the same record, but some pieces of information can only be viewed
through the HR software.

As part of future upgrades, there will also be a document filing option for the HR module that will
give you the capability of electronically filing scanned documents of any type, and attaching them to
an employee account (job application, W4, 19, etc) or a specific incident (such as filing documents
related to litigation).

Datatech’s HR program is currently still in development. We are looking for feedback and
suggestions from customers on what their particular needs for HR management are. Please feel free
to contact Datatech personnel with your comments and ideas.



HR Program Feature List

Employee File

The Employee File mirrors the employee entry window in Datatech’s Accounting software, with

these additional entries:

Dependents

Enter Dependents @

Dependent information can be recorded for historical

and insurance purposes.

Emergency Medical Information

Employee Medical information can be
recorded for employees for emergency and
informational purposes.

Emergency Contacts

If you have existing Emergency Contacts in your
Datatech software, the information will be
available in the HR program. Expanded
information such as Preferred Hospital and
Physician are available.

First Mame: |MANLAL

Middle Initial: [&
Last Mame: ’W
Sex: ’m
Date Of Bith: [05/25/20m |
Relationship: ’m

-

Save LCancel

Medical Information @

M edical Condition: |BEE Allergies

Drug & Dosage: |Epipen if needed

Additional Info: |Epi pen located on employee. Follow instructions on penif »
employes needs aid,

Ok Lancel

Edit Emergency Contact @

Mame: |Maria Barenra I¥ Primary Contact

Relationship: | Spouse -

Phare #1: |953-224-6766

Phone #2:
Phone #3:

™ Health Care Agent

Comments: |Spanish Speaking Only

Freferred Hospital: |Fresn0 Community

Personal Physician: |n0ne

Physician Phone: |

Phyzician Address: |

Medical Ins. Co: |

Policty f#: |

Date Submitted:
Delete Save Cancel




Benefits

The Benefits tab will allow you to record
insurance benefits, including health,
dental, vision, etc... as well as other
employee benefits like 401(k) plans.

All details including Date Offered, Declined
Coverage and Spouse’s coverage can be
recorded.

Future enhancements include having
benefit eligibility record created
automatically from an insurance eligibility
report.

The program may automatically add the
Employee’s payroll deduction when a
benefit with Employee Cost is added.

Training

An easier way of tracking certifications and re-
training needed was a major request from our

customers.

The existing Safety Meeting entry that is available
in Datatech software is also available in the HR P
module. However, with the HR module when
Safety Meetings are entered, the information will
be updated to the Training on the Employee entry.

You can also enter individual entries on an

employee if the entry is specific to this employee. -
This would be applicable when an Employee

receives outside training or certification.

-
Enter Insurance Coverage et S

Ded Num: | H .| Employes: [PEDRO CASTR  [BARRERA
Benefit Provider: ’W‘
Berefit Plan; [EOEIANSA Y -
Date Elighle: [06/01/2014 | Date Offered: [05/25/2014 .

Dreclined:
™ Declined Employee Coverage

™ Declined Spouse Coverage
™ Declined Dependent Coverage

™ Caovered on Spouse's Plan

Spouze's Emplayer: |

™ Other Reaszon for declining employee coverage

E=planation:

Accepted:

Starting Date: |06/01/20014 .|  Ending Date:

v Spouse Insured

¥ Children Insured

Employes Cost: 0.00 Depend Cost: 0.0o
Employes Pct: 0.00 Depend Pct: 0.o0

Employes Share: 0.00 Iv¥ Section 125 Deduction

Comments:

| Save | LCancel | I

Enter Employee Training @

Safety Meeting #: I—B
Training Program: ’m
Date Completed: ’WI

E =piration: IWI

[~ Certification

™ Required Training

Additional Info: |Pruning Safety |

Save | LCancel |

Existing entries in the Safety Meetings in Datatech software can be moved to the HR
program. A future enhancement will allow you to select training meetings that an employee
needs to attend when entering a new employee. There will be a screen and report to let you
know what training has not been completed for each new employee.




5| Em ployee Complaints

10:

1 .| Name: [PEDRO CASTRO

Employee Complaints
Tracking and making sure
employee complaints are
resolved is vital for any HR
department. The Employee

Employee #: | |BAF|F|EF|A

Department: |F|ELD SALARY

Crew D: |1

Fosition: |

C0mp|alnt5 entry a”OWS you tO Supervizor #: | 2J Marme: |MAF|ID JOSE LOPEZ
. Complaint Date: |06/05/2014 ..
record all details and record el Dtz ]
. Type of Camplaint: |M|55ED BREAK j
when the matter is closed,
. Employee Accused: | 2J Mame: |MAF|ID JOSE LOPEZ
allowing you to get reports of posiion |

un-resolved complaints.

Crew |D: |1

2 .| Name: [M&RIO.JOSE LOPEZ

Accused's Supervisor: |

Complaints that go to Litigation
can be linked to the Litigation
entry below.

Complaint Dietails: |Employee claims supervisor Mario Jose Lopez did not allow him to take

an additional heat illness prevention break.

Investigated By: |Maria Lopez - HR

Action Taker: [POLICY ADJUSTMENT ~]

Details: |Mis-communication was made to the supervisor and it was not clearthat

break was needed for heat illness prevertion. Discussed policies with
supervisor and breaks should be given with the benefit of doubt to the &

Closed Date: |06/06/2014 .
Litgation #: | ..

Save Clear Delete
Litigation 7| Employee Litigation Entry @
If an employee complaint goes to D&
litigation, all of the details of the case Emploee & |‘ 1] Neme: [PEDRO CASTRD ||B‘*F‘”E”A
Department; |FIELD SALARY Position:
can be recorded and reported on. ';EW'D_ ]
A grid will allow you to record multiple Supervisor: 2 Mame: [MARIO JOSE LOPEZ
| | |
incidents that will allow you to record Date Notie Flecd: [08/05/2014 .|
sessions with the employee, mediator, e lz:TPHDGDU_CT':E_”Tb ﬁ S
elals: ployee Llaims he Is \&ing pald ror all non productive time.
attorney, etc. When the litigation is
resolved a Discharge date can be | .
. Attorney Mame: |Barstow & McCormick

entered, allowing you to report Phore #: [T
Open/CIosed Iltlgatlon ISSUES. Emploves's Attorney: ||

Phone

Dizcharge Date:
Details:
Date | Action >> | Details -
Save Clear LDelete




Warnings/Discipline

The Employee Warnings entry
allows you to record incidents
that caused warnings to the
employee and action taken.

If a warning resulted in
litigation, the original incident
can be linked to the litigation
entry.

Worker’s Comp Injuries
Tracking more information on
Workers Comp injuries was
the #1 request by Datatech
customers. The HR program
will allow you to track much
more detail on incidents.
The first entry on Workers
Comp is a Summary of the
incident, including date,
internal and OSHA
classifications and more.

7| Enter Employee Warning

1D: 1.

Emplopee#: | 1 _..| Name: [PEDRO CASTRO |EARRERA

Department: [FIELD SALARY

Crew ID: |1

Position: |

Supervisor | 46 .| Name [YOLANDA GARCIA

‘warming Date; [06/06/2014 .

Type of Warming: |UNE><CUSED ABSENCE | j

‘warning Details: |Employee absent on 06/05/14 without notice

Action Taken: |ADJUSTED SCHEDULE j

Action Details: [Verbal Waming to employee that they need to notify supervisor or office in
advance of absence.

Date Closed: |06/06/2014 .

Litigation #: 0..

Save Clear

Delete

i " Worker's Comp Injury Entry h

1D ...| Employee #: |

1| MName: [PEDROCASTRO |BARRERA

Department: |F|ELD SALARY Pozition: |

Cres 10 |1

Summary | D etalks (5020) | Intemal Notes |

Injury Date: |06/05/2014

Time Started Wark: |07.00

Classification: |FIRST &AID -

OSHA Category: [NOT RECORDABLE v |

Supervisor | 46 .| Mame: [YOLANDA GARCIA

Time: |12:30

Injury or llness Type: |RESPIRATORY CONDITIC ~ |

Location: [Block 1014

# Days Transf/Restr: 0 # Days Away from ‘Work: 1]
Mileage REimburzement: 0.00
Resticted Reg Hrs: 0.00

Festricted OT Hrs: ’W
Discharge Date: |06/05/20014 .

Tatal Clairn: 0.00

Litigation #: o..



The Details tab allows you to record specific notes on the incident, including medical
information and appointment dates. This information will print on the OSHA 5020 form.
For each appointment the resulting status can be recorded. For example if the employee is
assigned modified duty or days off. The restrictions for modified duty can be recorded as

well, along with the date range for the restricted duty.

An Internal Notes tab is available for additional information that is not reported on the OSHA

5020 form.

# | Waorker's Comp Injury Entry _ &J
D 1| Empioyeett: | 1| MWame: [PEDRO CASTRO |BARRERA
Department: |F|ELD SALARY Pasition: |
Crew ID: |1 Supemvisor | 46 .| Mame: [YOLANDA GARCIA
Summary  Details (5020) ]IntamaINotes]
[25) Task emplovee performing at time of accident:
[Bparying crops with chemicals.
[26]what happened:
Wind gust blew spray back in employee face
[19] Resulting Injury or lliness:
Temporary respiratory problems.
Obiject or Substance that directly hamed employes:
Medication: |
Dty Restrictions: |
™ Treated in ER I In-Patient Ovemight Date of Death: .. 1l
Appt Date Appt With Location FPhone | Iigs.. ‘ INJURY STATUS RESTRIC =
08/02/2014  MWorthwest Chiropractic Fresno, Cé 22FATTT [7] MODIFIED WORK Mo Lifting o
N 3 U
4 n 3
ﬂ Save Clear Delete
Credit Cards issued to employees e
Enter/Edit Credit Card 3]
Credit cards issued to employee, including gas and :
Type Of Card: |Yisa -

store cards may be recorded for informational
purposes

|zsued By |Lupe Garcia
Acct Nurn; 12345678901 23456
Ex=pir Date: (0573172018 ..

Credit Limit: 500

Emergency Phone:

Save | LCancel |




Assets/Equipment issued to employees

An Asset Entry window allows you to set up your Assets. For small tools and supplies that
you would like to check out in batches to supervisors you can record the total Quantity that

you have purchased.

5 Asset Entry E=SIEC]
[[asser... [ Serial#t [ Deseription > [ Buaniity | Date Purchas... | Oiiginal Cost | Fieplacement Cost | Location [ County [ State [ Mew/l... [ Depattment | Employee Name [ Categn
il Dell Lapiop Camputer 1 05/15/2014 500,00 900,00 Fresno Fiesno T4 Mew
Ladders 50 000 0.00 New
q
On the Employee Equipment Check-Out/Check In BT foprmert e e T )

entry you can select the Asset and the quantity.
Future reports will allow you to see which
employee have Equipment Check Out and total
quanitities.

Tranzaction #

Employes # | 1..| [PEDROCAS  |BARRERA
Aszet #: |U2 J |Ladders
Tranzaction Date: ’Wl
Transaction Type: |DUT j
Quantity: ,710

Comments: |lssued 10 ladders for Tree Pruning |

Save LCancel

Entering HR Information Outside of the Employee Entry window

Entry windows for Workers Comp Injuries, Complaints, Warnings and Litigation are available
outside of the individual Employee entry window. This will be helpful if multiple incidents

are being entered or if you would like to filter incidents for all employees, by status
(Open/Closed/All), Classification or Date Range.

E Worker's Comp Injuries IEI = @
Filters:
Statuz:
" Open " Clozed & Al Injury Starting Date: | # / ..| EndingDate: | / / ...| Department: |ALL -
Classification: |ALL - O5HA Category: |ALL - Injury/liness Type: [ALL -
1D # | Empl # | Last Name | First namne | Injury D ate | Classification | Discharge Date | -
1 1 BARRERA PEDRO CASTRO 06/05/2014 FIRST AID 0B/05/2014 L




Update License & Medical Expirations
One screen was designed to allow you to
update driver’s license numbers, expiration
dates, and medical exam expiration dates in
grid format. This is a work in progress.
Currently, it displays all employees that are
active. If you enter an expiration date filter,
it will only display those employees that
have already have an expiration date
entered. Additional filters will be added for
Department and Position.

E Update License & Medical Expirations IE = @
Display Filters
Expiring On Or Before: ,ﬁ
Status:
" Active " Inactive
Employes # | MName Key ‘ Last Name ‘ First Name | License # | DAL Exp Date | Med Exam Date | -
5565 11 [
224 APOLONAGUSTOBS APOLOMIO CASTRO AGUSTIN
172 4POLONALFREDAS  APOLOMIO CASTRO ALFREDD
96 AURELIO TORAES  TORRES AURELID
192 AVENDAJAVIERE?  AVENDAND PEREZ JEWIER E
168 AVILACARLOSET  AVILA CARLODS )
9 AvALALUPE BS AVALY LUPE
50028 AvaLAMARIANT AVALA AR
98015 AvALAMARIAET AVALY MARIA
196 BALTAZVICTORAE  BALTAZAR VICTORINO 5

Display Oider:
" Account # * MName Key




Reports

Employee Profile
Includes all of the information, or selected information about the employee, including all items listed
above.

Other employee lists that are currently available in the payroll system have also been added to the
HR menu so that you do not have to switch programs to print. See the current options under
Employee Lists.

Employee Census

This is a report of all employees covered by a specific benefit plan, such as Medical Insurance. It will
list the employee, dependents, dates of birth, and whether or not they are currently covered on the
plan.

Employee Complaint Report

A Complaint Form can be printed with the details of a complaint. In addition, summary reports are
available, and can be selected by Open or Closed, Date Range, Department, Type of Complaint, and
Action Taken.t

Employee Warning Report

A Warning Form can be printed with the details of the warning. In addition, summary reports are
available, and can be selected by Open or Closed, Date Range, Department, Type of Warning and
Action Taken.

Employee Injury Report

An Injury Form can be printed with the details of the injury. In addition, summary reports are
available, and can be selected by Open or Closed, Date Range, Department, Classification, OSHA
Category and Type of lliness or Injury.



Future Enhancement:

Workers Comp

We will be generating reports that contain the summary information necessary for Cal-OSHA
records. This includes preparing a 5020 form with the information from the Injury record and the
OSHA 300 log.

Time and Attendance Reports

This is a work in progress. You will be able to enter hours worked each day manually, or if you are
entering hours on a daily basis in the Payroll program, this information can automatically update the
time and attendance records. You will be able to track days not worked by Excused Absence, Sick,
Vacation, Jury Duty, Unexcused Absence, or No Work.



ACA Compliance

The software that implements reporting requirements for the ACA will be included in the Human
Resources module. This software will not be a part of the standard payroll package.

Employers will be required to provide employees with a new form at the end of the year, the 1095-
C. This form can be mailed along with their W-2. Both forms may be provided to employees
electronically as well, provided that an employee consents to electronic delivery of the forms.
Providers of minimum essential coverage, including employers providing coverage under a self-
insurance group health plan, are subject to the “Section 6055” reporting requirements. This
includes information reporting on who is covered under a particular health insurance policy (e.g. the
employee and/or spouse and/or dependents) and what months they were covered.

Employers are subject to the “Section 6056” reporting requirements. This section details the
information that must be reported on the 1095-C form, including which months the employee was
offered/eligible/enrolled in the employer’s health plan.

The 1095-C form will include areas to report both section 6055 and section 6056 information. Self-
insured employers will fill out both areas. The first 1095-C forms will be filed in 2016, for the 2015
calendar year.

A transmittal form, the 1094-C, will also be filed with the IRS.

Electronic reporting of the information to the IRS will be possible, subject to the same rules as
electronic reporting of W-2 information (i.e. electronic reporting is required for 250 employees or
more). Files with the 1095-C information will likely be uploaded to the IRS web site just as you
currently upload the W-2 electronic files to the SSA’s web site.

Completing the 1095-C Form

Datatech’s Human Resources program will include a database to store all of the information that is
required to be reported on the 1095-C, including both section 6056 (required of all employers) and
section 6055. Self-insured employers will either need to maintain the section 6055 information
themselves for reporting at the end of the year, or import the section 6055 information from a file
provided by the health plan administrator that contains the required information.



Electronic Delivery of W-2's and 1095-C’s

Employers may have the opportunity to significantly reduce costs for printing, preparing and mailing
employee year end statements. Employees that consent to electronic delivery of statements would
typically log into a web site and access their W-2’s and 1095-C’s as PDF documents, download them,
and print them out to file with their tax returns.

There are three possibilities for accomplishing the delivery of year end statements:

Datatech may develop the software needed for you to operate your own web site that
employees would be able to log into to retrieve their forms. This would require a server
running Internet Information Services and DataFlex WebApp. For security purposes, this
server would be linked only to a database containing the employee statement information,
and not to your entire accounting/payroll database.

Datatech may develop a web site designed for customers to upload their employee
statement information and provide a hosting service for our customers. Costs for this service
would likely be based on a per employee basis. This would eliminate the need for you to set
up and operate your own web server.

Datatech may develop an export function that would allow you to upload your employee
statements to a third party hosting provider.

We would like to get feedback from our customers regarding the electronic delivery of W-2’s and
1095-C’s. You may want to survey your employees to determine how many have Internet access
currently, and how many may be interested in receiving their year-end statements on the Internet.
Is electronic delivery of year end employee statements feasible for farm workers? If so, which of the
above methods of delivery would you prefer?



Insurance Reporting Compatibility

At this time Datatech is planning on providing a basic export option to send insurance eligible
employee information to Excel. This option may not be compatible with all insurance companies file
specifications. If you are currently working with an insurance company and would like to discuss
compatibility with our software, please contact as soon as possible.

Pricing/Ordering Information

Pricing for the Human Resources software starts at $2,495 for a single use system. Additional fees
apply for multi user systems, payroll/bookkeeping services, custom programming and set up and
training. For a quote on the HR software, please call Jason at (888) 222-DATA (3282) ext. 101



