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Why this journey?




HR document management challenges
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Employee Expectations Regulatory Compliance Flexible Work Models
drive the need for self-service is increasingly complex with require agile processes to
and accelerated HR global and regional requirements improve productivity
responsiveness
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Security and Privacy Manual Paper-Based Processes

of employee documents requires tight Inhibit HR efficiency and productivity
access controls
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HR document management challenges
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Paper-Based Storage Siloed Systems Inefficient Processes
74% of organizations store 17% of organizations store their 30-40% of HR Managers time
employee documents as a mix of employee files in multiple spent looking for information
paper and digital formats? locations / offices? kept in filing cabinets?

Source: 'Access HR Survey, 2021, CartaHR. 2U.S. Environmental Protection Agency.
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Affect your HR team’s effectiveness

say that navigating through different systems /
8 2 % locations to find the most current document versions
has a negative impact on their productivity

O say that lack of clear naming guidelines for document
O naming or tagging makes it difficult to find documents

O experience challenges in reviewing and approving
O documents

O have to approve documents with a physical signature
O (requiring print, sign, scan)

Source: The 2022 Intelligent Information Management Benchmark Report. M
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And impact stakeholders across your organization

Employee Manager Employee

Can’t easily access and
view critical information in
my employee’s files... lost
productivity

Lack of self-service tools to
find and update my my HR
documents... lost
productivity

HR Shared Services

Chief Compliance Officer

Can’t meet security and
compliance requirements...
high risk

Can't easily find employee
documents... inefficient

HR Manager

Don’t have proper tools or
integration with business
processes... high
operating costs
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Too much time spent and
administrative overhead...
lack of strategic focus




OpenText Solution for HR-
Content Management

What & How..




How we deliver HR document management

From creation to disposition, a comprehensive enterprise solution

— Engaging Communications —
(Document Generation)

= Event-based document generation
= Review and approval workflows

= Predefined templates with conditional
formatting and editable fields

= Bulk document generation
= Employee self-service
= |ntegrated eSignature

— Increased Productivity
(Document Management)

= Centralized document storage with
metadata

= Folder structure and taxonomy
= HR processes and workflows
= Full-text search

= Role-based permissions for security and
access control

Enable Compliance ——
(Records Management)
Support regulatory requirements such as
GDPR

File completeness check

Legal holds

Audit trail

Auto-disposition

Predefined retention dates aligned with
corporate / company policies of documents

opentext-
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Quick Actions

A

Organisational Updates

My Employee File Employee Files
OpenText OpenText

opentext-

Good evening!

My Approval Tasks
OpenText

Secure access to employee

files from within your HR
solution, from anywhere
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OE.
103018 Emma Dorn®

Name Q

010 Recruiting & Onboarding

020 Personal Information

030 Employment

040 Employee Relations

050 Tax and Social Security

060 International Assignment
070 Benefits and Work Equipment
080 Training and Palicies

090 Pension

100 End of Employment

000000000000
FTEPRPRPRPREERRRO

500 CMIS Documents
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l}‘ 103018 Emma Dorn v

Size

2 ltems

5 ltems

13 ltems

4 Items

2 Items

4 ltems

5ltems

3 ltems

2 ltems

2 ltems

0 ltem

Date Of Origin

Overview

Documents Dossier View

Madified

02/21/2022 12:55:22 PM

02/21/2022 12:55:22 PM

02/21/2022 12:55:22 PM

02/21/2022 12:55:22 PM

02/21/2022 12:55:22 PM

02/21/2022 12:55:22 PM

02/21/2022 12:55:22 PM

02/21/2022 12:55:22 PM

02/21/2022 12:55:22 PM

02/21/2022 12:55:22 PM

02/21/2022 12:55:22 PM

Q

Centralize the storage of

employee documents
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103018 Emma Dorn®
Y + CD Only required documents

[ selectall

B WorkingTimeAdjustr

Working Time Adjustment

Performance_Appra
Performance Appraisal

Pending approval
B Bank Information_En

Bank Information

E] E] E]

B CoverLetter(3).pdf Employment Contrac
Cover Letter Employment Contract

E] E] E]

B Background Check_|
Background Check

opentext-

®; 103018 Emma Dorn v

24 items

! Drivers License

Recommendation Le
Genera

E]

BPassport_Emma Dor
Passport

E]

B Verification Letter.pc
Verification Letter

E]

B European-Health-Ins

Social Insurance Card

(E]

@

Wirth Bertificate

Birth Certificate_03-
Birth Certificate

E]

Overview Documents Dossier View

Q

Priority v ¥

BWork Permit_Emmal|
Work Permit Information

]

Marriage certificate,j

Personal Information

E

Get a single view of

documents in an employee

file
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103018 Emma Dormn®
Y + m Only required documents

Refine by

| Birth Certificate 1

~] Company Policy Agree...

| CoverLetter 2

| DriversLicense 1

| Employment Contract 4
_| Medical Check Confirm..

| Passport ‘1

| Performance Appraisal 1
] Resume 2

| Social Insurance Card 1
("] Training Certificate 2

"] Verification Letter 1

] Work Permit Information 4

[_] Working Time Adjustment 1

Document Status

Approved 2
Pending approval '3
[] Pending signature(s) 1

"] Signed 2

Create Date

opentext-

[] selectall

Pending approval

Performance_Appra
Performance Appraisal

E]

Signed
MEmployment Contr

Employment Contract

B MBank Information_{
Bank Information

E]

B European-Health-ins

Social Insurance Card

Pending approval

B WorkingTimeAdjustr

Working Time Adjustment

E]

B CoverLetter(3).pdf

Cover Letter

103018 Emma Dorn v

27 items

! Drivers License

B Work Permit_Emma |

Work Permit Information

Company Policy Agr

Company Policy Agreement

Bank Information_En
Bank Information

Dossier View

Q

Priority v ¥

BPassport_Emma Dor

Passport

B Work Permit_Emma
Work Permit Information

Quickly locate employee

documents
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103018 Emma Dorn

@ Team

Christine Dolan
HR Director

Emma Dorn
Employee

Martin Schulz
HR Business Partner

Ralph Brunnert
Manager

Tessa Walker
HR Business Partner

opentext-

@ File Completeness

2 1
Missing Outdated

1
Pending Signature(s)

2
Pending approval

Drivers License

Bank Information

Overview Documents

Recently Added

Verification Letter.pdf
V ation Letter

Company Policy Agreement.pdf
Company Policy Agreement

Employment Contractpdi @4

Employment Contract

Passport_Emma Dorn_31-10-2010.jpg
Passport

Resume(5).pdf

Resume

Work Permit_Emma Dorn_01-04-2011(4).pdf
Work Permit Information

Bestatigung der Unternehmenszugehdrigk...
Verification Letter

European-Health-Insurance-Card_03-04-1...
Social Insurance Card

Leadership Academy Certificate_09-12-20...
Training Certificate

Birth Certificate_03-04-1994,jpg
Birth Certif

Medical Check - Emma Dorn (1).pdf
Medical Check Confirmation

Dossier View

Q

03/01/2022

03/01/2022

03/01/2022

02/24/2022

02/24/2022

Ensure complete and
compliant employee files
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‘I OBO’] 8 E[T][ﬂ’a D()['ﬂ@ Overview Documents Dossier View
( ®; 103018 Emma Dorn v Q

Only required documents

— Upload s
9 : 24items Priority v ¥

Generate

Elevate the employee
experience with self-service

Performance_Appra
Performance Appraisal

B WorkingTimeAdjustr
Working Time Adjustment

E] E]

Pending signature{s)
CoverLetter(3).pdf Employment Contrac

Cover Letter Employment Contract

E] E]

opentext-

! Drivers License

Background Check_|
Background Check

E]

! Bank Information

E]

Recommendation Le
General

E]

B Prassport_Emma Dor
Passport

E]

B Verification Letter.pc

Verification Letter

E]

European-Health-Ins

Social Insurance Card

E]

BsBirth Certificate_03-
Birth Certificate

E]

B Wwork Permit_Emma |

Work Permit Information

E]

Marriage certificate.]

Personal Information

E]

tools
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I Retentions

Enabled Name Q
v 6 Months from End of Employment
Employee Records
1 Year
EMP035
TMPOO1
CTR032
HAS435

LEGD88

O
O
LJ
O
O
O
O
O
O
O
O

About 15items

opentext-

Description

6 Months from End of Employment

Must keep for 1 year

1 year from Date of Origin

Employee records, retained for defined period before disposition

Save temporary record for 5 days

Sales Contracts - Retain 5 years

Health and Safety Report

Legal Case Files

Disposition Action

Destroy

Destroy

Destroy

Destroy

Destroy

Destroy

Destroy

Destroy

Retention Trigger

Event based

Calculated Date

Calculated Date

Event based

Calculated Date

Calculated Date

Calculated Date

Calculated Date

Created ¥

02/02/2022 11:34:06 AM

12/10/2021 10:13:31 AM

11/22/2021 5:56:37 AM

07/28/2021 4:50:51 PM

06/14/2021 8:28:45 PM

06/14/2021 123312 AM

06/14/2027 12:14:31 AM

06/13/2021 11:29:59 PM

Modified

02/02/2022 11:34:06 AM

12/10/2021 10:13:31 AM

11/22/2021 5:56:37 AM

07/28/2021 4:50:51 PM

06/14/2021 8:28:45 PM

06/14/2021 12:33:12 AM

06/14/2021 12:14:31 AM

06/13/2021 11:28:59 PM

T8 PM

PM

Easily manage HR
compliance obligations with

records management
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108732 Emma Ward@‘ Overview  Documents  Dossier View

¢ BE 020.010 Personal Details v a

D Name Q Size Date Of Origin Modified

Birth Certificate_21-03-1983.pdf 138KB  11/02/2021 02/02/2022 8:00:11 AM

Drivers License_Emma Ward pdf 51KB 12/1472021 02/02/2022 8:00:11 AM

ECDellssue.docx 13KB 02/08/2022 02/08/2022 11:58:22 PM

ECDellssue-NID.docx " 13KB  02/09/2022 02/09/202212:14:17 AM

“ Passport_06-05-2009.pdf 185KB  05/06/2009 02/02/2022 8:00:11 AM

Mitigate risk and ensure
compliance with legal holds
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Q

Search

Document Type

‘ | Driver License X | | Drivers License x

Document Status

‘|M\55\ng x|

Date of Origin

MM/DD/YYYY m| MM/DD/YYYY

Creation Date

MM/DD/YYYY E| MM/DD/YYYY

| United States x | | United Kingdom x

| Germany x|

Employee

‘ Search

Employee Status

Search

Search

opentext-

Clear

19

All documents

0O0o00ooo0ooooboooboo o

BEPpEPEPERPERPPEERDERBE

O

19 items

0

Declined tosign

Name Q

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Drivers License

Documents Report

19

Missing

Document Type
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License
Drivers License

Drivers License

0

Expires soon

B Search Results

0

Employee

2
%

006000200

Geoff Hill

Ben Shervin
James Klein
Stephanie Thorn
Faith Marshall
Jakki Andrina
Jan Barnes
Peter Eckardt
Willa Hase
Hella Buhr
Lene Thekla

Tessa Walker

Outdated

0

Pending
Signaturels)

Document Status
Missing
Missing
Missing
Missing
Missing
Missing
Missing
Missing
Missing
Missing
Missing
Missing
Missing
Missing
Missing
Missing

Missing

0

Pending approval

Country
United States.
United States
United States
United States.
United States
United States
United Kingdom
Germany
Germany
Germany
Germany
United States
United States.
United States
United States.
United States

United States

File Location

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

020.010 Personal Details

Employee Status
Unpaid Leave
Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

My Downloads

Download

Date of Origin

Export v

Created On

uickly respond to HR audit
requests with flexible
reporting
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Document Preview

File i View

opentext-

Text

Human Resources 7 Letters

Review

Navigation Help
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BestRun Germany
300 Madison Ave

Berlin, Germany

Phone: +1 (859) 498-1234
Telefax: +1 (859) 498-1234

http://www.innovate-online.com

Hella Buhr

91,
Greven Westf, 48268

EMPLOYMENT CONTRACT

The following employment centract has been agreed upon

Between

Ms. Hella Bubr

referred to hereinafter as "The Employee”

and BestRun Germany

L Fuifil ]
opentext’ | Exstream Empower Editor

Page Manager (1)

<

£

?

with
document generation
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Customer Proof —
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RHI MAGNESITA

Centralizing Access
to Employee Records to Mitigate
Compliance and Security Risk

A global leader in refractories, RHI Magnesita GmbH supplies high-grade refractory
products, systems, and solutions to industrial customers that operate high-temperature
manufacturing processes involved in producing steel, cement, and glass. Serving
customers around the world, the organization operates 28 main production sites and
more than 70 sales offices.

RHI Magnesita was intent on making it easier to comply with employee data protection
and privacy management best practices, so the company looked to modernize the storage
of employee records that were filed as paper documents. Besides digitalizing paper-based
records, it wanted to centralize the storage of this employee documentation and enable
permission-based access for HR staff around the world. To get there, RHI Magnesita
looked to adopt an linked to its

HR management solution.
THE BEST RUN w

opentext-
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Simplifying Access to Employee Information with

Before: Challenges and Opportunities

» Digitalize paper-based records and storage of employee documentation, modernizing employee
content management

» Centralize employee data storage and access in line with employee data management best practices
and stringent data privacy regulations around the world

Why SAP

* Alignment with its cloud-first strategy and existing investment in SAP solutions

* Robust document-management and document-generation capabilities integrated with its existing HR
data using the SAP® SuccessFactors® Extended Enterprise Content Management (SAP SuccessFactors
Extended ECM) application by OpenText

» Mass-scan capabilities, allowing unstructured HR documents to be scanned and linked to its HR systems

After: Value-Driven Results

» Centralized employee document management integrated with its human capital management solution,
providing permission-based access to employee documents that were once stored as paper files in its
offices around the world

 Digitalized employee records, mass-scanning original paper documents that were automatically saved
to the content management solution, where they could be accessed and searched

» Established role-based permissions for access control in line with data protection and privacy
management best practices and compliance

opentext-
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RHI MAGNESITA

“We

using SAP SuccessFactors Extended ECM,
mass-scanning original documents and automatically
saving them to folders that are now searchable with
other employee data captured in our HCM solution.”

Claudius Mitter, HR Process and Project Manager, RHI Magnesita GmbH

One 3 months

Centralized document To go live with the technical
management solution solution, completing the
supporting 200 HR rollout to employees within
colleagues globally six months

OpenText ©2022 All rights reserved
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hank you

, twitter.com/opentext

@
in linkedin.com/company/epentext

opentext.com




