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Executive Summary

HR Manager is Cayman’s Leading Human Resources Package. It has been developed in conjunction with
the Labour Law and Immigration laws to specifically address the Human Resource requirements of the
Cayman Islands. HR Manager centralizes all HR functions in one fully integrated system.

A number of Cayman’s leading organizations utilize HR Manager, including:
e Deloitte
e Hyatt Regency
e Butterfield Bank
e Cayman Islands Monetary Authority
e Coutts (Cayman Ltd)
e Walkers and WSPV
e Royal Bank of Canada Trust Ltd
e Julius Baer Bank and Trust
e Trident Trust
e Royal Cayman Islands Police Service
e Cayman Airways
e  Public Pensions Board

e Cayman Islands Airport Authority
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Overall Program Structure

Key features:

e Employee master
0 Personal information record
0 Permit information
0 Job history
0 Training
0 Discipline

e Attendance

0 Vacation
0 Scheduled leave
0 Sickness

e  Payroll

0 Pay stub creation

Pay cheques

Salaried staff

Hourly staff / Import hours

O O O ©

Time clock systems
O Direct deposits

e Pension

e Reports
0 Personal information
o Payroll
0 Pension

e Electronic Forms

o0 Work Permit

O Renewals
e Reminders

0 Immigration alerts
e Security

0 Password protected for varying levels of User Access throughout, restricting users
options and data available.

e Applicant Processing System

0 Applicant recording and documentation processing
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Functionality
Employee Records

The Employee Master is the starting point of the application. This is the master record of personal
information which tracks all personal information, permit information, job history, training and
discipline.

A catalogue of all employees is always available on the right of the screen for simple navigation.

= Employee Master

B”,i =0 =2 |Bloggs, Joe
Employee Master l Additional Info | Attendance ] Schedule Leave ] Job History 1 Training ] Misc 1 Employees
EMPLOYEE INFORMATION - D 02
rind, Dann,
Employee ID ©: Phone 1 345-555-1234 Brown, Gra:am
Hame Bloggs, Joe Phone 2 Carlishe, Tam
Address 96 Old Rd Phone3 O Caterham, Suzan
Ext 0 Press F10 Add Photo Churchill, *inston
Birth Date ]—DDS-AUG-B-'l D No. 0 Francgs, Claire
. Fredericks. Joan
Gender * Male (" Female Email 0 Harson, Allen
Marital Status| b arried LJ Lic Mo & Expry Date Jones, Claire
Hire Date 01-Julkas Termination Date | ReH Jones, Clairs
Probation — Keegan, Kevin
Ends On: I 28-Dec-85 D e e s | J Marshall. Heleh
PERMIT AND PASSPORT INFORMATION 0B INFORMATION ED!'S' ih'l'p
: % TR —_l 7 inder, Anne
Nationality |Cayman|an -] Perm. Type | Div. ]EDMF‘ANY LJ Repnolds, Burt
Paz=zport No. l=zued Dept. ]MD's Office L] Sanderson, Caroling
. Sharpe, Dale
Place of lzsue Expires Profession | j Sims, Philip
lssued Renewal Sent Job Title |r.1|3 Smith, &llan
2 Smith, John
Expires Permit Ref No: Supervisor | LJ Stevens. Rachel
O it First Permit Secretary |0 Termple. Shirley
Thorpe, Tony
ATTEMDANCE
“acation 0 SickDays 0 LateDays 0 Severence i$D_DD Vacation i$D.DD
Exit Add Active Employess: 24
Goto Payroll Setup
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Payroll

HR Manager contains an extremely easy-to-use Payroll System designed to eliminate the tedious clerical
work common to most personnel departments.

With HR Manager, you have the option to pay your employees in CI or US Dollars and all Deductions or
Additional Income are itemized on the employee’s pay slip.

Import hours for hourly paid staff.

& HR Manager - Demo Company

File Payrol Reports Setup Window Help

-
<% Payroll - Enter Hours.

{import Hours |
Eill Down Column
Regular DOwertime Sick. Waoation Unpaid Entended Medical

Francas, Clairs 0.00 000 0.00 000 000 000 000 a
0.00 000 0.00 000 0.00 0.00 0.00 :I
0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
. 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Caterham, Susan 0.00 000 0.00 000 0.00 0.00 0.00
Churchill, Winston 0.00 000 0.00 000 0.00 0.00 0.00
Fradericks, Joan 0.00 000 0.00 000 0.00 0.00 0.00
Hanson, Alln 0.00 o0
= 0.00 Payroll Pay Period
0.00

0.00

Morris, Philip 0.00 Pay Period From 01-Jul-06]

Reynolds, Burt 0.00
Sanderson, Caroling 0.00

Pay Period Ending | 31-Jul-07

Salaried staff with additional income and additional deductions

<5 HR Manager - Demo Company

yrol Reports Setup Window Help .

Payroll - Calculate Pay

EMPLOYEE NAME Morris, Philip Check Date Employess
Department Finance Investments BT Bloggs. Joe
Pay Period Ending Brind, Danny
WAGES pEDUCTIONS 512007 Brown. Graham
Carlisle, Tom
Solay  $2.027.00 Telsphone $0.00 Caterham, Susan
Hours 0.00 Advance $0.00 Churchill, \n{inslun
Loan $0.00 $ Frances, Claire
Amourt $0.00 Pension $0.00 Fredericks, Joan
Payroll Overpay $0.00 Hanson, Allen

Hours Detail Charity $0.00 Jones. Claire
Bitthday Club $0.00

Jones, Claire
Medical Ins $0.00 $ Keegan, Kevin
ADDITIONAL INCOME CI Goverment $0.00 Marshall, Helen
G
$ Pinder, Anne
Reynolds. Burt
Sanderson. Caroling
Sharpe, Dale
Sims. Philip
Net Pay  $2.027.00 it Allan
EMPLOYER CONTRIBUTIONS $ Stevens, Rachel
Temple, Shirley
Thorpe, Tony

HR Manager - Product Functions and Features



. HR Manager
Bluet,.Bison

Software Consultants

Payroll Reports

Various payroll reports can be generated for the current payroll year and, as the system grows, it will
maintain all historical data.

Demo Company
WAGE INFORMATION
(In CIDollars)
Bloggs, Joe
Salary 139,208.00/Y ear Pay Period Maonthly
HourRate 2 0.00 Hire Date 01-Jul-85
HourRate 3 0.00 Termination Date
Vacation Remaing 247 50 Bank
Sick Remaining 75.00 Account No
Brind, Danny
Salary 25620.00/Year Pay Period Maonthly
HourRate 2 0.00 Hire Date 01-MNov-04
HourRate 3 0.00 Termination Date
Vacation Remaing 112.50 Bank
Sick Remaining 75.00 Account No.
Brown, Graham
Salary 78,492.00/Year Pay Period Manthly

Direct Deposits

Direct Deposit makes distributing payroll simplistic and time effective, plus, your employees will not have
to wait in long bank lines to cash their checks.

HR Manager, generates Direct Deposit forms for any number of banking institutions, eliminating the
writing of individual checks for each employee. Should you desire to utilize checks, the system can pay
each employee either by direct deposit or by check and can be configured for use with laser checks.

Demo Company
Direct Depost Listing for 09-Aug-07
Butterfield Bank
Emoloyes Hame Account No ClAmount  US Amount
Churchill, Winstan 01-123-123456 3.709.00
Morris, Philip 01-123-123456 2.027.00
Sanderson, Caroling 01-123-123456 3,079.00
Smith, Allan 01-123-123456 6,685.00
Temple, Shiley 01-123-123456 1,168.00
Total GIS 16,868.00
Authorized Signature
Authorized Signature
.
Pension

With HR Manager all you have to do is enter the employee’s percentage of contribution and the system
automatically calculates their Pension contribution based upon all Pensionable Income. Some additional
income categories, such as a Christmas Bonus, can be designated as non-pensionable.

The Pension Law currently limits an employee’s contribution to 5% of their earnings up to CI$60,000.
Based on this, HR Manager will cease the Pension deductions once this amount has been reached.

If an employee earns in excess of CI$60,000 in Annual salary, HR Manager gives you the option to
prorate Pension deductions over the year instead of deducting the total amount in the first part of the
year.
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If the employee wishes to make pension contributions over and above the 5% matching contribution
required by the employer, HR Manager provides a separate line item for this deduction.

=% Employee Payroll Setup

Wages Setup | Addl Income |

Deductions Penzion Insurance ] ¥TD Balances |

EMPLOYEE [Bloggs. Jos

Department |MD'S Office

Iv Pension Member

PENSION INFORMATION

Pension Provider
Member Mumber 0

Contribution % 0.00%

Employer Contrib % 13.00%
=% TD Contributions

$0.00
$3.018.34

Gross Contribution  $3,018.34

Employes
Employer

Demo Company Pengion

Pension Begin Date: | 30-Dec-93

Transfer Funds &mt.  $0.00

Accumulated Contributions

$0.00
$3.018.34

Gross Contribution  $3.018.34

Employes
Employer

Employees

Brind. Dranry
Brown, Graham
Carlisle, Tom
Caterham, Susan
Churchill, ‘inston
Frances, Claire
Fredericks, Joan
Harizon, Allen
Jones, Claire
Jones, Claire
Keegan, Kevin
Marshall. Helen
Morriz, Philip
Pinder, Arine
Feynolds, Burt
Sanderzon, Caroling
Sharpe, Dale
Sims, Philip
Smith, Allan
Smith, Johi
Stevens, Rachel
Temple, Shirley
Tharpe, Tony

E it ‘ Save ‘

Emplayer Contributions ‘ Payrall Eomments‘

Goto Employes Master

I

Pension Reports

HR Manager Pension Reports are ready for submittal to your pension provider. Once you have selected the
date range the report will provide the employee’s pension number, the amount of the employee and
employer’s contributions, as well as any voluntary contributions made by the employee and the total

amount due to the pensi

on provider.

Company Numbar 1234

Contribution Period

Employee Name
Bloggs. Jow
Brown, Graham
Carlishe. Tom

Member Ho.

Jones, Claire

Mass hall Helen
Morris, Pnilip
Reynolds, Burt
Sandarsen. Carsling

Sharpe, Dale
Sims. Philp
Semith, Allan
Smith, John
Temple. Shirley
Thorpe, Tony

Totals:

From: 01-Jul-2008 1.

Demo Company Pension
PENSION CONTRIBUTION RECORD
Demo Company
{In Cl Dollars)

021-4ul-2007

Employes Transfer Employer Empioyer Tatal
. Contrib Amount Cantrib. Vel. Contrib.
50.00 £0.00 53,018.24 30.00 5201834
50.00 50.00 3178588 50.00 5178588
50.00 5000 50.00 51,545 42
50.00 30.00 30.00 $1,744.08
50.00 $0.00 59.00 $1.12294
50.00 £0.00 £0.00 30.00 $880.00
50.00 50.00 799.78 50.00 579978
50.00 5000 $50328 50.00 5503.30
50.00 30.00 $988.00 30.00 $988.00
50.00 $0.00 534213 59.00 584318
50.00 £0.00 $827.02 30.00 5827.02
50.00 50.00 $1.413.88 50.00 51.413.88
$0.00 000 $1.008.58 $0.00 $1.000.98
50.00 30.00 $988.00 50.00 $988.00
50.00 5000 S4.430 00 50.00 S4.43008
50.00 s0.00 52.447.90 30.00 $2,447.80

50.00 50.00 51.953.84 50.00

50.00 5000 $1.08212 $0.00

50.00 50.00 5140504 50.00
$0.00 $0.00 $0.00 $28,236.00 $0.00 $28,236.00
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Pay stubs

<

Bloggs, Joe
Employee ID: FE000T
Department: MD's O fice

PAY INFORMATION

Pay Period: Wask 2nding 31-Juhe2007 Payment Date: 08-August-2007 Currency: KYD
Income Hours Rate Current AR
Salary 511,809.00 523,212.00
Car Allowance $500.00 51,000.00
Deductions Current Y.T-D
Charity 375.00 $150.00
Net Pay $12,034.00 $24,068.00

PENSION INFORMATION

Pension Current

Employse Contrib.
Emplaysr Contrib $1.508.17

Total Contribution $1,509.17

DEPOSIT INFORMATION

The following deposits have been made to your account(s)

Bank Name Account No Amount
Butterfield Bank 123456 $1.100.00
Gayman National Bank 12-123-456758 $10,934.00
Total £12,034.00

VACATION AND SICK INFORMATION

Allowed Remaining
Sick Days 10.00 10.00
Vacation Days: .00 .00

Attendance

Never worry about whether you have met the days off requirements of the Labour Law or your Company,
as HR Manager does this for you, saving you countless hours of tracking, accumulating and summarizing
employee absences.

Vacation, sick leave and personal time accruals are instantly calculated and the various reports help
monitor problem employees while ensuring that employee’s get the allotted days off, eliminating bad
record keeping and the possibility of overpaying for sick and vacation days.

D&YS OFF PLAN
Plan Description ’m
Wacation Allowed W days
Wacation Paid Out  [gogp his
Yacation Camied Forward — [37850  his= ’_ daps

Wacation Accrued his=H079 daps

Wacation Remaining hrs=[33 days
Sick Allowed  [1ppn  daps

Sick Remaining hiz= 10 days
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el @n = |Bloags, Jos

Employee Waster | Additonal Info | Attendance | S { dob History | Training | mise | Employees

EMPLOYEE |Bloggs. Joe Poar IEurrentYear LI Period From: | 01-Jul07
2l Sninl Brown, Graham

Scheduled Leave | ]|case. Tom

Caterham, Susan

From Date: | ToDate |__Daps [Reasan [Taker | His [Notes Churchil, Wirston
04-Feh-2008 21-Feb-2003 14 WACATION No 5 Frances, Claite
Fredericks, Joan
Harson, Allen
Jones, Claire
Jones, Sarah
Keegan, Kevin
Marshall, Helen
Moris, Philip
Pirder. Anne
Fieynolds, Burt
Sanderson, Caroling
Sharpe, Dale
Sims, Philip
L Sith, Allan
Smith, John
[~ Wacation Summary - Current Year———————— Stevens, Fachel

Allowed 33 Remaining 33 Temple, Shirley

Th T
Taken 0 Sochdfnottaken) 14 Aperiony

Met Remaining 13

Exit Add Lhange Bemave Active Employees: 24

Goto Payroll Setup

Vacation Schedules

With the touch of a button you can view or print Vacation Schedules for the entire Company, for a
specific Department, or for an individual employee.

An easy to read grid shows who is taking vacation during the specified period and ensures that critical
employees are not absent during the same time period.

SCHEDULED LEAVE
ALL DIVISIONS and ALL DEPARTMENTS

January 08

MTWTF MTWTF MTWTF MTWTF MTWTF
||2|5|4| ‘7|3|9|10|||| |H||5||6|17|13‘ |21 F2|25|24F5| |2€F9P0|5||

Cariisle, Tom | | | VYW [vvivw

February 08

MTWT F MTWTF M TWTF M TWTF MTWTF
Il ‘Alslsl?lsl |n|12|13|u|15‘ |1s|19|20|21F:| |25F5F7|23|29|

Bloggs, Joe |vvvvv [vvvvv [vvvv |
Carligle, Tom v | VVVvywy ‘ | |
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Electronic Work Permit forms

Imagine, you log in to HR Manager and a reminder pops up that says “Joe’s Smith Permit Will Expire in 2
Months”. You simply go to Joe’s file and select Work Permit Renewal, the form will appear on your screen
and all the employee’s information is automatically filled in. Now, all you have to do is print the form
and sign!

CAYMAN ISLANDS
IMMIGRATION LAW 2003
(SECTION 40(2))
APPLICATION FOR THE RENEWAL OF A WORK PERMIT
An application to renew s work permit should be sent to The Sscretary, The Work Pemmit Bosrd

| L) BGT. Grand Sayman, Sayman.)sands. AN INCOMPLETE
AFPLICATION WILL NOT BE PROCESSED AND WILL BE RETURNED TO THE SENDER.

NOTES:
This application is in two parts.
The first part is to be completed by the worker and the second part by the employer.
In those caseswhere the applicant holds a pemit to be sefemployed only Part | and those marked *in Part
Il need be completed.
The prescribed fees, 1 full-face passport size photograph of the worker and a covering letter from
employer should accompany this application.
Each question must be answered even if the answer is in the negative.

PARTI
(To ba completed by the worker)

. Sumame (LastMams) FRANCES

Maiden Nams Sex: Maked Femske O

Givan Mameas [First Names) CLAIRE

Nationality CAYMANIAN Date of Birth 27-0ct-B80

Passport number Dste of Issus

Place of Issus Date of Expiry

Date of expiry of present work parmit

[ I - B R I O

Prasentsddress: P.O. Box: Housa Mo :

Street Mame: District:
Talenhnna-

Immigration Status Report

As required when submitting any Work Permit Form, you must identify the percentage of Caymanians to
Non-Caymanians within your Company.

HR Manager generates an Immigration Status Report that provides this information in a detailed or
summary format.

Demo Company
IMMIG RATION STATUS REPORT

As of 13-5ep-07

Temple, Shiley 01-Feb-2008 F G Caymanian
Thorpe, Tony 03-Jan-2006 F C Caymanian

Caymanian Status Holder [ 22 9167 %

Temporary Work Permit TMP %

Work Permits WPH o 0.00 %

Married to Caymanian WPHIMTC %

Permanent Resident PRAVPH %

Perm. Resident - Right to Work PR/RTW %

Employment Rights Cert. Holder RERC k.

Total 24
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Other Electronic Forms

Other electronic forms include a Statement of Working Conditions, Letter of Reference and Employee
Evaluations. In addition, HR Manager can by customized to include any forms or letters frequently used
by your company.

Critical Reminders

HR Manager gives you advance notice of the expiration of Work Permits, Driver’s Licenses and Passports.
These reminders will appear once a day for each employee. Until the expiry date has been updated in the
Employee’s file.

Applicant Processing System

HR Manager provides applicant recording and documentation processing. Start by entering the applicant
details into the system, including personal details, position applied for and qualifications. Next, generate
correspondence, such as acknowledgment letters and Work Permit application forms.

. Applicant Master

Applicants:

Epplcantinz8 Search Criteria

ipp:icanq gig E ducation Maotes: Profession: [ualifications:

icant = - -
AEEIicann 041 = | |AII Professions LJ Master of Law Degree [
Applicant1 D47 Pasition Anplied Far M ial Ll [ Masters Degree

Applicant] 050 3 (B L it RIS RS |1 Masters in Business Administr_
Applicant] 053 |1l Positions | |AlManagerial Levels | | Principals & Practice of Insurz v |
Applicant1 055 E
Applicant] 058

Applicant] 060 General Infa I Dualifications | Documents] Notes] Applications]

Applicant1 061

Applicant] 063 r

Agglicanﬂ 064 Mame: iAppIicant‘I 059 Reference ID: |1059

Applicant] 066 :

Applicant1 067 Address: PO Bax 2114 GT, Grand Capman, Profession: |Pre-sch00| Teacher ﬂ

ippl!canﬂ 321? Cayman |zlands
ic:an i

Applicanti0B2 Natianality: | Capmarian ~|

Applicant] 085 :

Applicant1 090 Phore: | Passport Mo: |

Applicant1 D94

Applicant1 D96 E-rnail: i i :

epplicant1ngs |emall@blueblson.ky Place of lssue: |

Applicant1 099 — o~

Applicant1100 Gender: (" Male &+ Female lzsued: 15 Apr -04 Lj

Applicant1 101 i S

Applicant1103 Marital Status: Single A Expirex: A -

Applicant1 104 ! El 15-Apr D4 E2

Applicant] 106 Received: (e amnd <l Eirth Date: [Eac 2 <l

Applicant1 108 scelved  [15-Apr0a v ithDate:  [15.ap 04 <]

Applicant1103

Applicant1110

Applicanti113 ()
B8 Response Letters: |Work Permit Form LI
Add Delete

Lreate | Save | LCancel

NB: The above is not an exclusive list of features.
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