ADM Case Study Number 1

The Company:
$1.2 billion in revenue; approximately 7,500 employees in 59 locations in 15 countries. Headquarters located in Massachusetts.
The Challenge:
The company’s hiring process, for both new positions and replacements, requires the use of a Personnel Requisition form. Control procedures call for the form to be centrally created and then routed to up to 6 different levels of management for approval. Once approved details of the approved requisition have to be manually entered into the company’s HRIS system (Oracle/Peoplesoft).
Substantial costly human intervention is required to generate and track these forms and often additional costs are incurred regenerating lost forms and /or reminding ‘approvers” that their signatures are required. The result is quite often a delay in the hiring process.
Even after all signatures are received, data from the form has to be re-typed  during data entry into the HRIS (quite often with errors and at a cost of about ¾ of a full time clerical person per week) and then subsequently manually filed in expensive, non-eco friendly filing cabinets.
The Answer:
Using the ADM toolset and the existing Personnel Requisition PDF, the company would have the ability to utilize the existing Personnel Requisition PDF and define a customized workflow to route the form sequentially to all approvers. Although approvers will be notified of a ‘to do” (via through Microsoft Outlook) when their signature is required, they also would have the ability through the toolset’s built in dashboarding capability to see when they have personnel actions to take. The originator of the form also has the ability to see where each individual form is in approval process, and whether it has been reviewed/approved/or rejected.
The software enables the forms to be signed electronically, and comments and signatures are saved with the form itself. All forms are easily searched for and retrieved through the software application (no hunting through massive non-logical directory trees), and data from “approved forms” can be used to seamlessly update the HRIS application. All changes to the forms are logged for audit purposes.
Since forms can be printed at any time there is little cost (monetary and/or environmental) associated with storage of the forms.


