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1. Buildsmart HR Product Suite 

 
Reasons why Buildsmart HR is fast becoming one of South Africa’s most popular HR Solutions - 
 

 It caters for individuals and companies of all sizes, all shapes and all industries. 
 A white branded version of the product is available for those companies who want something more unique 

and personalised in terms of look and feel. 
 Specifically designed as an internet based product from the ground up and not a typical old technology 

product “dressed up” for the internet. 
 Latest technology in terms of user access, database technology and reporting tools. 
 Completely scalable - supports centralized, decentralized and totally distributed processing, all in one 

single environment. 
 Always up to date with current legislation, thus ensuring full compliance. 
 One point of entry, one database, one system – totally integrated. 
 Easily accessible…anytime, anywhere, always online.  
 Still the market leader in internet based HR technologies. 

 
The increasing power of the internet, the rapid adoption of online banking facilities and radical changes in 
electronic commerce methods all point towards a demand for companies to become more efficient in the use of  
modern technology and to make use of the wide range of products and services available across the internet.  
 
Modern trends clearly indicate that very soon all companies, irrespective of size or industry type, will be required 
by law to electronically manage various Tax, Payroll and Human Resources related functions. This is as a direct 
result of the growing complexity of tax and labour laws and the potential cost to the Employer for non-compliance 
to these laws. Coupled with the fact that most statutory bodies, such as SARS, UIF etc, and various other 
statutory bodies, are rapidly moving towards the acceptance of statistical returns and fees via the Internet, it 
makes sense to process Payroll and HR activities over the internet. 
 
In response, Buildsmart has designed and developed a powerful suite of products and modules which not only 
complies with the latest legislative requirements, but has also proven to be the benchmark for future 
developments in the world of Internet based Package Structuring, Payroll Management, Human Resources 
Administration and Tax Assessment facilities.  
 
The Buildsmart HR product suite, initially launched in 1999 at the height of the internet boom, pioneered the 
concept of online Payroll, Tax and HR processing over the web, and today still prides itself on being a market 
leader in this field.  The product offered a radical new approach to traditional processing and calculation methods 
previously adopted by Payroll / HR software vendors, yet at the same time, incorporates the very latest thinking in 
terms of visual presentation, ease of use and ‘drop, drag, point and click’ concepts.  
 
The Buildsmart HR suite is a truly unique system which companies of all sizes and all industries, as well as 
individuals can use. Buildsmart HR has been designed in a way that is logical, intuitive and extremely easy to 
use. The product has a unique look and feel, unlike traditional Windows based applications. For larger users who 
prefer to run the product in their own Intranet environment with access through the Internet, packaged versions of 
the system as well as the individual modules in the suite are also available. The packaged version is also 
available for smaller companies who do not have continual access to the Internet.  

 
To date Buildsmart has successfully been implemented in many of the world’s leading construction companies 
and HR services providers. In addition the system has been implemented in over 1000 companies ranging from 2 
man SMME’s to 10 000 man corporate users.  
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The fully integrated Buildsmart HR Suite is made up of the following modules: 
 
Buildsmart HR Basic – a powerful, features rich recording and reporting facility that manages employee 
information from Recruitment to Retirement, including disciplinaries, appraisals, training & development, passports 
& visas; 
 
Buildsmart HR Advanced – a very sophisticated HR management tool which helps companies manage their 
organograms, Job Descriptions, Training Management and Performance Management requirements; 
 
Buildsmart MSS/ESS – a user friendly online access facility that enables Employees and Managers to view and 
manage their own or their subordinates information, apply for leave and loans online and to perform many other 
day to day administrative activities. 
 
Buildsmart TAX – a handy tax structuring tool which has all the relevant and up to date tax rules built in to help 
employees structure their packages more efficiently. This facility can either be used by Payroll / HR System users 
or by Employees / Managers via the Employee Self Service Module; 
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2. Buildsmart HR Basic 

 
Buildsmart HR Basic is a comprehensive Personnel Administration system, which covers all aspects of the day 
to day HR administrative needs of small, medium and large businesses, in virtually any industry sector.  The 
system caters for the storing and management of all relevant information related to the recruitment of an 
employee right through to retirement, and everything in between. The system also meets all statutory and labour 
requirements needed to produce on demand Employment Equity Statistics and Reports, Compliant Leave 
Management and Reporting, and for the creation and monitoring of Workplace Skills Plans and its associated 
reporting.  The Buildsmart HR Basic Module is fully integrated to the Buildsmart HR suite which includes 
Employee and Management Self Service, Payroll and Human Resource Management. 
 
The system provides numerous templates and guidelines for procedures such as management of unacceptable 
performance, dismissals, appointments etc.  It also includes photos and digital images, various Employee Forms, 
company logos, email and SMS notifications and escalations and so much more. 
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3. Buildsmart HR Functionality Overview 
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3.1. Functionality Detail 

 
The following functionality is catered for through the various features within Buildsmart HR Basic 
 
Company Information: 
 

o Company Details 
o Organisation Setup 

 Job Grades / Titles 
 Cost Centres 
 Pay Points 

o Vehicles 
 Company Vehicles 
 Insurance  

o Banking Information 
o Employment Equity 

 Company Details 
 Equity Period and Parameters 
 Equity Goals (Level) 
 Equity Goals (Category) 
 Equity Remuneration 

o Workplace Skills Plan Setup 
 WSP Details 
 WSP Setup 
 View Plans 

o Templates 
 Appraisal Templates 
 Contract Templates 

o Policies and Procedures 
 
Employee Information: 
 

o Personal information including Non-Financial, Dependants, Emergency contact details etc.; 
o Passports and Travel Docs including visas and permits; 
o Housing details; 
o All Memberships including Unions, Funds, Professional Bodies; 
o Vehicles, licence and fine information; 
o Insurance Policies; 
o Offences; 
o Medical details including allergies, disabilities, medical check-ups etc; 
o Accident History as well as details for COIDA claims; 
o All Education information and history; 
o Training History and planning which includes : 

 Basic Training Details; 
 NQF Details; 
 Post-Course Details; 
 Course Costing Details; 
 Venues and Instructors (Int); 
 Venues and Instructors (Ext); 
 Contract Details; 
 Restrictions. 

o Skills, Experience and Languages; 
o Development Plans& Needs identified, resolved and summarised; 
o Appraisals 

 Details; 
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 KPA Rating; 
 Behaviour Rating; 
 Other Rating;  
 Outcomes; 
 Rewards. 

o Performance & Succession 
 Performance & Potential Analysis; 
 Risk & Retention Analysis; 
 Promotability Analysis; 
 Performance Summary. 

o Employment History which includes contracts, job details and location; 
o Recruitment History, correspondence, interviews, reference checks and offers; 
o Previous Employment details; 
o Disciplinary and grievances, including misconduct reports; 
o Project History and evaluations 
o Equipment and Clothing issued, reissued and the recovery thereof; 
o Exit Interviews and all associated details 

 
Leave Management includes the following: 
 

o Split of Current and C/F leave into ‘Normal’ and ‘Additional’ Leave (Allows Annual and Additional 
leave to be in separate counters for management purposes); 

o Annual Leave can be accumulated periodically or issued as a lump sum; 
o Define an ‘Allowable Carried Forward balance’ for both Annual and Additional Leave; 
o Define Carried Forward ‘Period Maximum’ (I.e. a ‘Maximum Balance’ for a restricted ‘period’ after 

Cycle end can be defined); 
o Mass Leave Capture facility for all leave types; 
o Management of ‘Other Leave’ Types is also catered for (i.e. study, family responsibility, 

compassionate, etc); 
o Caters for the number of days allowable per cycle for each “Other Leave Types”; 
o Automatically moves leave days where User Limits are exceeded (can be moved to ‘Excess’ or 

‘Forfeited’); 
o On screen calendars for all types of leave taken / booked  
o Sick Leave management provides the following:  

 Management by sick leave cycle 
 Provides history of previous sick leave cycles; 
 Sick leave information available on life-to-date, from and to date, sick leave cycles. 
 ‘Other leave’ screen reflects the taken versus the allowable days; 
 Validates leave captured against allowable and taken and warns the User accordingly;  
 

Comprehensive reports include: 
 

o Absenteeism statistics; 
o Leave Trends; 
o Headcount and Labour Turnover; 
o Termination reports; 
o NQF, Training and Skills matrixes; 
o Employment Equity statistics and compliance reports; 
o SETA Reports; 
o Personnel reports; 
o Quick Enquiries; 
o Forms & Templates: 

 Leave Request 
 Clothing Request 
 Personal Information Update Form 
 Engagement Checklist 
 Employee Engagement form 
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 Etc 
o Employee Appraisal Details 
o Promotability Analysis Details 
o Training Costs Summary 
o And many more day to day HR information and analysis reports  

 
Employment Equity Reporting: 
  

o Allow Users to capture the goals for any period 
o Goals can be setup per occupational category and per occupational level.  
o System allows the User to capture all information required on the complete Equity Returns 
o Equity Remuneration is available from the integrated Payroll Module and can also be imported from a 

third party system 
o Keeps the history of all previous reporting periods 
o Basic Employee information is used to populate the forms.  
o At the press of a button, all completed Employment Equity Returns are completed 
o Validation and Reconciliation reports are available 
o An report for saving to file, is generated when producing the Equity Return, which reflects all 

employees and related equity information used for generation of the Return 
o Equity Reports Available: 

 Employee Active Payroll Details  
 Income Differential Statement (EEA4) 
 Employment Equity Reconciliation 
 Declaration by Employee (Blank and populated with Employee information) 
 Employment Equity Goals versus Actual (EEA2) 
 Employment Equity (EEA2) 
 Employment Equity (for smaller Employers) (EEA2) 
 Equity Profile Headcount Information 

 
Workplace Skills Plans: 
 

o WSP Details – caters for the following: 
 Definition of the basic details for each WSP including who compiled the WSP 
 Submission due date 
 Completed by and completed date 

o WSP Setup – allows the User to define: 
 The number of employees planned for training 
 The number interventions planned, per occupational category, job title and training course. 

o View Plan - caters for Summarised view of defined WSPs.  
o Workplace Skill Plan Parameters – allows the User to determine the level of detail to be captured for 

the WSPs i.e. to capture only at the occupational category level or down to the training course level. 
o Option to allow the system to automatically tally up all captured numbers from the lowest defined 

level. 
o Reject WSP – an option is available in the Remote Control Facility to re-open/reject a plan previously  

marked as submitted, but now needs to be changed. 
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4. General System Features 

 
The following system features are available across all modules within the Buildsmart HR Suite of products: 

 
o Fully integrated Product Suite ie Employee Self Service, Management Self Service,  Human Resource 

Administration and Management; 
o Intuitive and extremely easy to use; 
o All processing is real time and all results can be viewed/printed immediately ie no batch processes, backups 

and restores necessary; 
o Full Password Management; 
o Product and information Access management - by product, Payroll, Cost Centre, Screen and function, cos for 

each user  ito no access, view only, update and add access); 
o All nationally applicable statutory parameters are pre-loaded to ensure  accuracy and limited number of 

parameters/rules  required to be set up by Users; 
o Flexible Group, Company and Payroll Hierarchy; 
o Supports Division, Cost Centre, Sub Cost Centre and Pay Point groupings; 
o Job Grades, Job Titles, Alternate Job Grades including Equity Categories etc; 
o Company policies and procedures available online; 
o Online help text and User Guides; 
o Online date and screen driven User ‘Notes’ facility for reminders etc; 
o Third party interfaces available eg EFT, GLs, Fund files, time and Attendance etc; 
o APIs and online Mass update facilities; 
o Digital Images such as ID documents, medical certificates etc; 
o Employee photo’s; 
o “Flagging” of sensitive data changes and unaddressed Employee requests via email and SMS alerts; 
o Checks and balances to prevent obvious errors; 
o Engagement and termination checklists; 
o Save and Report on employee Customized Input ie define a Group, Type and Description eg Shoe size; 
o Facility to send User defined adhoc SMS messages to Employees and User defined recipients; 
o Automated Email and SMS notifications Management eg Leave Request, change of banking details, Contract 

expiry, Planned Training etc 
o Comprehensive Reporting including: 

o Standard and Flexible reports; 
o Comprehensive Audit Trails can be printed by User, Employee or action type; 
o Unlimited reporting on historical information (real time ie not restores required); 
o Various forms ie leave application, loan application, update Employee Details etc; 
o Reports can be viewed online and printed; 
o Write Reports to EXCEL; 
o Email reports in PDF format; 
o Print Reports by Company, Payroll, Cost Centre, Department, Job Grade and Employee; 
o All standards statutory reports available eg UIF, SDL, OID,Equity, WSP etc 
o Print User customizable Employment Contracts; 
o Facility for User customization of various forms and letters to suit specific requirements. 
o Sophisticated, powerful report writer; 
o MyReports (User defined common reports to be setup in the Users ‘MyReports’ category); 
o User definable forms, payslips, logos etc. 

o Billing facility available for bureaus or decentralized costing of Payroll/HR function; 
o White Branding of Product; 
o Online links to relevant Acts eg Basic Conditions of Employment, Employment Equity, NQF etc; 
o Online Calculators available to all users ie  Tax Calculators,  Loan, Company Car and Travel Calculators; 
o Online sample forms and documents; 
o And much more….. 
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5. Sample Screens  

5.1.  Main Menu and Company Maintenance Sub Menu 
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5.2. Personnel Administration  

 

 
 

 

Email Notification via 
Email or SMS 
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5.3. Accidents  
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5.4. Appraisals 
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5.5. Appraisal Statistics & Summary 

 

 

This section of the screen highlights a summary of all appraisal results over a given period e.g. last five 
years, since the employee joined, current year, etc  
 
It provides a useful “quick view” of the employee’s performance and where the major strengths and 
weaknesses are.  
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5.6. Training Course Costing 

 

 
 

Course Costs: This section highlights all the costs associated with this course i.e. at employee level. 
  
  
Employee Time Costs: The time costs are calculated either by the system at the time the employee attended 
the course i.e. the actual daily rate at the time, or by manually inserting a fixed amount. 
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5.7. Training Statistics 

 

 
 

Show all completed 
courses or planned 
courses 

Selected period 
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5.8. Emailing 
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5.9. Policies & Procedures and Forms 
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5.10. Digital Images 

 

  

5.11. Discharge Verification Checklist 
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5.12. Audit Reporting 

 
                                                                                System Audit Report 

 

 
 

 Email Alerts 
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5.13. Security/Permissions 

 

 
 

Security can be defined as a group profile or can be defined down to employee level. This means that 
Managers can set the screen menus / options per employee to ensure each employee is only able to access 
their specific information 
In addition, access can be set to VIEW, ADD (i.e. add new data into the screen), MODIFY (i.e. change 
existing data displayed on the screen, REMOVE (i.e. delete data that appears on the employee record). 
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5.14. Leave Module 

Parameters / Rules 

 
 

Parameters / Rules 
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Leave Calendar 
 

 
 
This calendar displays a detailed view of all types of leave that the employee was on (including training days) over 
a specified period. 
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5.15. Employment Equity 
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5.16. Workplace Skills Plan Module 
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6. Sample Reports 

6.1. Employee Appraisal Report 
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6.2. Labour Turnover Summary 
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6.3. Absenteeism Summary 
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6.4. Training Summary by Occupational Category 
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6.5. Training Received 
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6.6. Staff Movement  
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6.7. Active Employee Report 
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6.9. Employee Disciplinary Details 
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6.10. Employee Recruitment History Details 
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6.11. Employee Equipment Details 

 

 

6.12. Equipment Summary 
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6.13. Employee Skills & Training 

 

 

  

 
 



 

Copyright belongs to PSIberWORKS (Pty) Ltd. No part of this document may be reproduced, copied, transcribed or translated into any language without the prior written 
consent and authorisation of PSIberWORKS (Pty) Ltd 

 

 
  
 
 
 
 
 
 

 
 
 
 

END OF DOCUMENT 
 

Buildsmart HR Basic 
Personnel / Staff Administration 

 
Detailed Product Overview 

 
Version 14.04.00 

 

 


