C I.A R i TY Informarion Technologies
Case Study: Offer Letter Generation

Client:

The customer (“Customer”), a global managementulting, technology services and
Outsourcing company manages business procesdgescbénts (“Client”) in insurance,
Banking and other verticals from its locations ai&d across the world. The process under
discussion deals with preparing Offer Letters onatfeof the HR department of the Client.

Challenge:

The client is a leading FMCG company with operatiaanross the globe. Our
Customer’s BPO wing handles preparation of Offeonfotion, Transfer and
Termination Letters for all of the Client’s units.

The information required to prepare the Offer Lietted Attachments is filled by the
Recruiter or HR representative at their respeativies through a predefined Input Form
in MS Excel or MS Word.

The process of converting the data from the InputrFinto a final Letter is time
consuming and error prone. Important steps inglosess are:

1. The Input Forms are checked for mandatory fielrsure that the required
information is available.

2. The Input forms are checked for valid dates, siscfuture joining date for Offer
Letter.

3. The Client’'s ERP (People Soft) is checked for cgpomding Position Data. For
example, for an Offer Letter the ERP is checkexith a Position exists and that
the position is vacant. In cases of Promotionan$ters and Terminations, the
ERP is checked if the Employee in the Input Formstexat the corresponding
position.

4. Selection of Letter Template. The processor haglect one template from many
of templates kept for this purpose. Letter temgdatary for each country, unit,
language and position and type. There are ne@flydferent types of Letter
Templates from which a correct template has toetected. The processor has to
analyse the data carefully and has to remembeajpply the current business
rules to select the right type of template. Sugfi¢ training and experience is
required for a Processor to carry out this stepectly.



Selection of Attachments. The Letter is also accamgd with attachments such
as Holiday rules, Medical benefits and Non Disctestigreements. The
processor has to select currently valid attachments

Fill in the templates. The Letter and Attachmemplates contain place holders
for filling in the candidate information. The pessor has to carefully transfer the
data from Input Form and Clients ERP to the setetgmplates. The data may
have to be computed, formatted and merged befoeadhes the respective
position in the selected template.

Meet the SLA requirements. The QC check must enthat the correct letter and
attachments with accurate information reaches déineidate.

The letter formats and the rules for selectingtémeplates undergo frequent
changes. The team must keep track of these changes

Solution:

The solution developed by us carries out the falhgwoperations automatically.

1.
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The data in the Input Form are read and checkenhiging data.
a. The solution has provision to define data extractides for the Input Forms.

2. The date values are checked against predefinesl rule
3.

The Position Number in the Input form is used tmomunicate with Peoplesoft ERP
application to obtain the Position Data and appédpfined validation rules.

The correct Letter Template is selected.

The correct set of attachments is selected.

The data extracted from the Input Form and Peofilese transferred to the correct

position in the selected templates.

The QC check is simplified

Version control for Input Form, Selection Criteaiad Letter template ensure that all
changes are correctly authorized and tracked.

Results:

Our solution generated significant benefits in bass and operational value.

1.

Higher Productivity.

The Letter Generation Process for a candidatevisamompleted within one minute as
against 30-45 required before introduction of aluton.

Accuracy.

Accuracy is improved.

Training

The Training needs are reduced.

Service Level Agreements for Quality and Time o§pRanse are met.



About Clarity Information Technologies:

Clarity is a software development company providonfiware solutions to
manufacturing, bpo and service sectors. We foocusustomer specific applications.
Our services span the complete range of softwarelolement life-cycle: from
requirement definition and design analysis to dgwelent, testing and implementation.
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