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HR Reports Implementation Checklist

Page 1: Setup & Planning Phase

Overall Progress

0% Complete (0 of 0 items)

Phase 1: Initial Assessment & Planning

Current State Analysis

D Conduct HR reporting audit

Document existing reports, frequencies, data sources, and compliance gaps

D Identify statutory compliance requirements
List PF, ESI, PT, Labor Law, and tax reporting obligations by location

(] Map current data sources and systems

Document HRMS, payroll, attendance, and performance management systems

(] Assess team skills and training needs

Evaluate HR team capabilities in reporting tools and analytics

Stakeholder Alignment

D Define reporting requirements with management
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Clarify strategic metrics, frequency, and decision-making needs

(] Establish report governance framework

Define roles, responsibilities, approval processes, and escalation

D Get budget approval for tools and training

Present ROl analysis and secure investment for HRMS/analytics tools

Technical Infrastructure

D Evaluate HRMS and reporting tool options

Compare Zoho People, BambooHR, SAP SuccessFactors based on needs

[] Design data integration architecture

Plan connections between HRMS, payroll, attendance, and ERP systems

D Establish data privacy and security protocols

Ensure DPDP Act 2023 compliance and access control framework

p

Planning Notes & Key Decisions

Use this space to document key decisions, vendor selections, timeline adjustments, and
stakeholder feedback during the planning phase.
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Page 2: System Implementation & Data Setup

Phase 2: System Setup & Data Migration

HRMS Implementation

(C] Install and configure selected HRMS platform

Set up modules for payroll, attendance, performance, and reporting

(] Migrate historical employee data

Transfer employee records, salary history, attendance data (3-5 years)

(] cConfigure statutory compliance modules
Setup PF, ESI, PT, TDS calculations and form generation

G Integrate with existing ERP/finance systems

Establish APl connections for seamless data flow

Report Template Development

D Create statutory compliance report templates

EPF returns, ESI statements, PT challans, Form 16 formats

G Design operational reporting templates

Attendance, leave, payroll summary, overtime tracking

D Develop strategic analytics templates
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Attrition analysis, performance trends, training effectiveness

(] create executive dashboard layouts

KPI visualizations, trend charts, alert notifications

Data Quality & Validation

(] implement data validation rules

Set up automated checks for accuracy and completeness

(] Conduct data reconciliation testing

Verify data accuracy across all integrated systems

(] Establish audit trail mechanisms

Track all data changes and report generation activities

p

Implementation Notes & System Configuration

I
I
I
|
Document system configurations, data migration issues, integration challenges, and !
technical decisions made during implementation. |

I
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Page 3: Training, Testing & Go-Live

Phase 3: Training & User Adoption

Team Training Program

(] Develop training curriculum and materials 2980

Create user guides, video tutorials, and hands-on exercises

(] Conduct HR team system training

Train all HR staff on report generation and data analysis

(7] Train managers on dashboard usage

Self-service reporting and KPI interpretation training

G Create super-user network @UZI8K

Identify and train power users for ongoing support

Testing & Validation

(] Conduct user acceptance testing

Test all report types with actual users and scenarios

G Validate statutory compliance reports

Verify accuracy with CA/compliance team and regulatory formats

(] Perform parallel run testing
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Run old and new systems simultaneously to verify accuracy

D Test backup and recovery procedures

Ensure data security and business continuity

Go-Live Preparation

(] Finalize go-live timeline and communication E2%E

Announce system launch and provide user support
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