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The HRIS Checklist (For People Who Actually Use the System)
Here’s the thing:

Most HRIS demos are like a first date - charming, curated, and polished to impress. It all looks
good on paper until you’re a few weeks in and realize... it's not quite the match you thought.

During first demos you get pitched seamless integrations, flashy features, and “end-to-end
automation.” But what really matters? How it fits into your real, messy, everyday workflows.

This checklist is here to help you move past the slide decks and sales buzz and find a system
that actually works for you and your team.

It’s built for HR and People Ops pros who want clarity not jargon.
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Why Do You Need an HRIS?

Because sticky notes, spreadsheets, and late-night Slack messages aren’t a system. As your
team grows, so do the moving parts like onboarding tasks, PTO requests, policy updates,
performance cycles. An HRIS brings it all together. It's not just about going digital; it's about
streamlining the chaos, giving your people a better experience, and giving you your time back.
A good HRIS doesn't just store data, it supports how your team operates, collaborates, and
grows.

Choosing the Right HRIS for Your Needs

Not every HRIS is built for the way you work and that’s the trap. Most systems look great on
demo day but fall short when it’s time to automate workflows, support multi-state compliance,
or give your managers actual visibility. The right system should flex with your processes, not
force you to fit theirs. Think beyond feature checkboxes: What’s going to make your daily
work smoother? What will your team actually use?

Choose a system that matches your real workflows not just one that “sounds robust” on paper.
HRIS Features to Consider

Let’s be real: it's easy to get dazzled by dashboards and forget the day-to-day stuff that
actually matters. So before you get sold on “Al-powered engagement insights,” make sure the
system handles the basics and then some.

Below, we’ll break down the features that matter most. From onboarding and automation to
manager tools and mobile access. You'll find what to look for, what questions to ask, and how
to figure out what you actually need (vs. what the sales deck says you do).

For each feature, we’ll walk through:

Why it matters - A look at the mess you'll be cleaning up without this.
Key features - what to look for

Red flags - what to watch out for

To-do list - Simple steps to prepare

People-first pro tip - A people-first, strategy-smart insight

Because at the end of the day, it's not about checking boxes, it's about choosing a system that
supports how you work.
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Core Foundations
The must-haves that support accuracy, compliance, and day-to-day operations.

Employee Records & Role Structure
Time Off & Attendance
Payroll-Ready Data

Compensation & Benefits

Security, Permissions & Compliance

People Journey Support
Tools that guide employees from day one to long-term growth.

Hiring & Onboarding
Performance & Feedback
Learning & Development
Growth & Succession Planning
Offboarding & Exit Transitions

Experience & Empowerment
Features that drive engagement, trust, and autonomy.

Employee Self-Service
Surveys & Feedback Loops
Internal Communication Tools
Mobile Access

Customization for Team Needs

Smart System Capabilities
What makes your HRIS actually work for you—not the other way around.

Workflow Automation

System Integrations
Cloud-Based Scalability
Admin & Manager Training
Reporting & Strategic Insights
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Core Foundations

Employee Records & Role Structures

Why it matters

Every HR process runs on clean data. When info’s outdated or scattered, things break - payroll
errors, messy reports, compliance gaps. Then suddenly you're spending more time fixing
problems than preventing them. Sound familiar? Clean, centralized information is the
backbone of every other HR process you rely on and without it, everything feels disjointed.

Key features:

Centralized employee profiles with job details, history, and documents
Role-based access and visibility settings

Change tracking for promotions, transfers, and pay adjustments
Custom fields to fit your org (e.g., certifications, visa status)
Integration with org charts and workflows

Bulk upload + export capabilities

Digital document storage

Red flags to watch out for:

e No version history or change logs
e Profiles that don’t store compensation or job movement
e Overly rigid fields you can’t customize
e All-or-nothing admin access with no permission tiers
e Data lives in one place, docs in another, updates happen... never
To-do list
e Review all current employee data sources and identify gaps and duplicates
e Clean and standardize titles, departments, and employment types
e Define reporting lines and organizational levels
e Decide who should have access to what (HR, managers, employees)
e Prepare a structured employee data file for import (with key fields aligned to your future

system)

People-first pro tip

The cleaner your data, the smoother your rollout. This is your spring cleaning. Get your
structure right now so you’re not troubleshooting permissions, workflows, or pay errors later.
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Time off & Attendance

Why it matters

When time tracking lives in too many places, or nowhere reliable, mistakes pile up. Balances
are off, payroll gets messy, and your team ends up frustrated. It also opens the door to
compliance issues you don’t want. A solid system brings structure and visibility so managers
aren’t chasing approvals, and employees always know where they stand.

Key features

e PTO tracking that supports multiple policies (vacation, sick, personal, etc.)
e Real-time balance visibility for employees and managers
e Built-in approval flows and notifications
e Time tracking with location, job codes, and device flexibility (mobile/web)
e (Calendar integration and reporting for planning and compliance
Red flags
e No way for employees to check their own balances
e Manual tracking via spreadsheets or paper forms
e Separate systems for time off and time tracking that don’t sync
e Lack of audit logs or history for edits and approvals
To-do list
e Gather your current time off policies and check for inconsistencies
e Audit how PTO and attendance are currently tracked - where, by who, and how reliably
e Identify any local/state compliance needs (e.g., sick leave, meal breaks)
e Define approval flows by role or department
e Prepare a clean export of balances, accruals, and policy types to upload

People-first pro tip

Make time tracking work for your people, not just for payroll. Focus on creating a good system
that gives employees ownership of their time, supports flexible work policies, and reduces
micromanagement, while still keeping operations running smoothly.
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Payroll-Ready Data

Why it matters

Payroll has zero room for error. If your HRIS isn’t feeding it clean, current data, you’re looking
at wrong paychecks, tax issues, and frustrated employees. Payroll isn’t just about getting
people paid it's about getting everything aligned: hours worked, deductions, job status, and
compliance. It is already quite complicated so your system should take the pressure off, not
add to it.

Key features

Real-time sync or clean, seamless data export to payroll provider

Fields for earnings, deductions, tax setup, and employment status
Automatic updates based on job or compensation changes

Audit trail for edits to pay-related info

PTO balances, hours worked, and other variables tied directly to pay runs

Red flags

HR and payroll systems don’t talk or require duplicate entry

No visibility into what data is used during payroll processing
Changes in job titles, pay, or hours not reflected in payroll exports
Manual calculation of overtime, bonuses, or deductions

To-do list

Map out all fields needed for accurate payroll (status, hours, pay type, deductions, etc.)
Identify where that data currently lives and clean it up

Confirm how updates (e.g., promotions, raises) are captured and reflected

Review payroll cutoffs and workflows to avoid timing issues

Coordinate with your payroll provider on import/export formats

People-first pro tip

Payroll accuracy is a trust-builder. You want your team to spend less time fixing mistakes and
more time focusing on people. So you need an HRIS that captures changes in real time. Less
errors and more consistency will build trust, especially during moments that matter most.
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Compensation & Benefits

Why it matters

Pay and perks speak louder than any company value statement. If your HRIS doesn’t track
them accurately, or make them accessible, it leads to confusion, frustration, and missed
opportunities during reviews, promotions, or audits. A reliable system supports transparency,
planning, and compliance all while making HR’s job easier.

Key features

Compensation history and current salary data linked to each employee
Fields for variable pay, bonuses, stipends, and allowances

Benefits enrollment tracking and eligibility status

Integration with benefits providers or export-friendly formats

Visibility rules by role (e.g., HR vs. manager access)

Red flags

No centralized view of compensation history

Changes in pay or role don’t automatically update across the system
Benefits tracking happens outside the HRIS (or not at all)

Inability to filter or report by compensation type, range, or eligibility

To-do list

Audit how salary, bonus, and benefits data is currently stored
Clean up duplicate or outdated comp entries

Identify which benefits are tracked in-system vs. externally
Standardize compensation bands and categories

Define access permissions by role or department

People-first pro tip

When employees understand their compensation and benefits clearly, without needing to ask
HR, they feel more in control of their financial well-being. Use your HRIS to bring clarity, not
complexity, to the parts of work that impact life outside of it.
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Security, Permissions & Compliance

Why it matters

Your HRIS houses some of the most sensitive data in your company - personal info,
compensation, performance, and more. Without the right controls, a simple mistake can
become a serious breach. Strong security and permission settings protect your people, ensure
legal compliance, and create trust across your organization.

Key features

Role-based access controls (customized by department, seniority, or function)
Audit logs that track changes, access, and activity

Secure document storage and encryption

Configurable data retention policies

Built-in compliance support (e.g., I-9, GDPR, HIPAA where applicable)

Red flags

No visibility into who accessed or changed data

Inability to set different access levels for different roles

Shared logins or manual workarounds for permissions

Lack of alerts for expiring documents, certifications, or policy changes

To-do list

Audit who currently has access to employee data and what they can see/edit
Define roles and permission levels across HR, managers, and leadership
Review document storage and compliance workflows

Flag any existing gaps in audit tracking or data retention

Align with legal or IT on security protocols and requirements

People-first pro tip

Lots of people think that security is just about risk, but they fail to understand that it is also
about respect. When employees know their data is protected and only accessible to the right
people, it builds trust and reinforces a culture of responsibility and care. Use your HRIS to help
everyone work with more clarity and peace of mind.
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People Journey Support
Hiring & Onboarding

Why it matters

First impressions shape the entire employee experience. A clunky hiring process or
disorganized onboarding can cause delays, miscommunication, and early disengagement. And
you want a well-integrated HRIS that allows you to keep everything moving so candidates feel
valued and new hires feel supported from day one.

Key features

Customizable hiring workflows with approvals and templates

Visual pipelines for job postings, candidate stages, and hiring progress

Clean, intuitive interface for recruiters and hiring managers

Job posting and applicant tracking (or easy ATS integration)

Automated onboarding task lists for HR, managers, and new hires

Digital and centralized access to offer letters, forms, policies, and orientation resources
Notifications for missing documents, credentials, or upcoming expirations

Red flags

No clear status tracking for candidates or new hires

Disconnected systems for recruitment, onboarding, and document collection

Delays in provisioning tools, accounts, or team introductions

Clunky user interface that feels like navigating a spreadsheet - hard to track, harder to
adopt

To-do list

Document your current hiring and onboarding workflows (what’s working, what’s not)
Audit all forms and documents new hires complete, standardize where possible
Define onboarding responsibilities by role (HR, manager, IT, etc.)

Identify key touchpoints in the first 30/60/90 days to build into workflows

Prepare welcome materials and internal handoffs for integration into the system

People-first pro tip

When hiring, speed matters but it's important to remember that connection matters more. Use
your HRIS to build a welcoming, consistent journey from first interview to first day and beyond.
When new hires feel seen and supported, they ramp faster and stay longer.
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Performance & Feedback

Why it matters

Performance reviews should not be just about tracking goals but also about growth,
engagement and retention. When feedback is missing or inconsistent it can lead to unclear
expectations, missed development opportunities, and most importantly - frustrated and
demotivated teams. That’s why you need a strong performance system that brings clarity,
encourages coaching, and creates spaces for real conversations. Done right it can help you
turn reviews into retention tools and teams into high-performers.

Key features

Customizable review cycles (annual, quarterly, project-based)
Goal setting and progress tracking linked to roles or departments
Peer, manager, and self-review tools

Real-time feedback features and check-in templates

Calibration tools for fairness and alignment

Visibility controls for HR, managers, and employees

Red flags

One-size-fits-all review templates with no flexibility

Clunky interface that feels like filling out a form, not having a conversation
No connection between goals, reviews, and development plans

Inability to track progress between review cycles

Feedback that lives outside the HRIS in inboxes or docs that go nowhere

To-do list

Gather current review templates and evaluate what’s missing or overcomplicated
Align with leadership on how performance is defined and measured

Standardize role-level goals or competencies to build into the system

Decide what feedback should be visible to whom (e.g., HR-only vs. manager-access)
Plan how feedback ties into development, promotions, or pay decisions

People-first pro tip

Use your performance systems to spark conversations, not stress. When feedback feels
timely, relevant, and human, it builds trust. The goal is to make your team feel supported, not
under surveillance. That tiny shift can change how people show up and how they grow.
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Learning & Development

Why it matters

If you want people to grow with your company, you’ve got to give them space to do it. A solid
L&D setup helps you spot skill gaps, offer the right training at the right time, and show your
team you're invested in more than just today’s to-do list.

Key features

Learning paths by role, department, or level

Course tracking, assignments, and completion history

Integration with external learning platforms (e.g., LinkedIn Learning, Udemy)
Tools for tracking certifications, deadlines, and renewals

Manager visibility into employee progress

Options for self-driven learning or skill-building goals

Red flags

No way to assign or track training from within the HRIS

Training data tracked manually or stored outside the system

No integration with external content platforms

Certifications expire with no alerts or reporting

No alerts for expiring or missing mandatory training

Managers have no visibility into team progress or completion

Employees don’t know where to find learning resources or what’s expected of them
Learning paths are one-size-fits-all with no flexibility by role or seniority

To-do list (HRIS prep)

Audit existing training programs and how completions are tracked

List mandatory vs. optional learning by role or level

Identify required certifications and upcoming expiration dates

Clarify manager responsibilities in supporting employee learning

Decide how you’ll recognize completion or progress (badges, checkpoints, etc.)

People-first pro tip

Development isn’t one-size-fits-all. Use your HRIS to personalize learning paths, track growth
over time, and surface the right opportunities at the right moment. When people can see a
future with you, they’re far more likely to stay.
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Growth & Succession Planning

Why it matters

If someone on your team left tomorrow, would you know who’s ready to step up? Without a
plan, you're left guessing or rushing to fill gaps. Growth and succession planning gives you
clarity: who’s ready, who’s next, and what support they need to get there. With the right HRIS,
you can track potential, flag flight risks, and make development part of everyday team
management not a last-minute scramble.

Key features

Talent profiles with career goals, performance history, and skills
Role readiness indicators and development plans

Visibility into internal mobility and open roles

Tools to map critical roles and potential successors

Tracking for training or milestones tied to promotions
Integration with performance and L&D data

Red flags

Career growth discussions happen off-system (if at all)

No way to track readiness, potential, or internal interest

Skills and succession data live in separate tools

Promotions are reactive or political, not based on data

No visibility into bench strength for critical roles

System doesn’t support mobility across locations, departments, or functions

To-do list

Define what internal mobility and growth mean for your org

Identify critical roles and current gaps or risks

Review existing development plans, if any

Map out who needs visibility (HR, execs, team leads)

Align with leadership on what “readiness” looks like and how it's measured

People-first pro tip

Don’t wait for a vacancy to talk about growth. Use your HRIS to make career conversations an
ongoing, transparent part of the employee experience. When people can see a future with your
company, they’re more likely to build it with you.
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Offboarding & Exit Transitions

Why it matters

People leaving is part of business and how you handle it speaks volumes. A sloppy
offboarding process can lead to missed knowledge handoffs, security gaps, and burned
bridges. A solid system helps you wrap things up smoothly, protect your business, and leave
the door open for future returns, referrals, or rehires.

Key features

Automated offboarding workflows by role or reason for exit

Exit checklists for HR, IT, managers, and employees

Task tracking for deactivating access, collecting equipment, etc.
Built-in exit surveys and feedback tools

Clear documentation of final pay, PTO payout, and benefits info
Secure storage of exit documents and acknowledgments

Red flags

No standardized offboarding steps or timelines
Tasks tracked manually or forgotten entirely
Access and equipment not revoked on time
Skipped exit interviews or responses go nowhere
HR scrambling to piece together final pay and docs

To-do list

Outline your ideal offboarding flow (HR, manager, IT, payroll)

Standardize documentation and timing for each exit type

Create reusable task templates based on role/department

Decide where and how exit feedback will be collected and reviewed
Ensure offboarding connects to payroll, benefits, and access management

People-first pro tip

How someone leaves often shapes how they remember working for you. Use your HRIS to
create a process that’s clear, respectful, and buttoned-up. It's a small effort with a big impact
on your brand, referrals, and future boomerang hires.
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Experience & Empowerment
Employee Self-Service

Why it matters

No one wants to chase HR for a pay stub, tax form, or PTO balance. When basic info is hard
to access, trust takes a hit and small tasks pile up fast. A solid self-service setup gives
employees what they need, when they need it and without extra emails or delays. It saves time
for everyone and makes HR feel like a partner, not a gatekeeper.

Key features

Employee dashboards with access to pay history, PTO, benefits, and documents
Mobile-friendly access to key info and actions

Ability to update personal info, banking, and tax forms securely

Submission workflows for time off, expenses, or changes

Real-time visibility into request status and history

Red flags

Employees have to email HR for every basic request

No mobile access or outdated interface

No tracking or visibility into requests or submissions
Sensitive updates (like address or tax info) handled manually

To-do list

List the most common employee requests HR receives

Audit what's currently self-service vs. manual

Decide what updates should be employee-controlled vs. HR-managed
Confirm compliance around changes to sensitive info (e.g., tax, direct deposit)
Prep FAQs or support materials to embed in the portal

People-first pro tip

Giving employees easy access to their own info shows that you trust them and that you
respect their time. It also turns admin into a smoother experience and frees HR up to focus on
the big stuff.
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Surveys & Feedback Loops

Why it matters

You can'’t fix what you don’t hear. When feedback is hard to give or goes nowhere then
employees will stop sharing. That’'s how small issues turn into big problems. A smart survey
setup will help you listen early, act quickly, and build trust through transparency. Create the
habit of listening!

Key features

Anonymous surveys with customizable templates (e.g. engagement, pulse, exit)
Lifecycle surveys (e.g. onboarding, post-promotion, post-exit)

Real-time dashboards and trend tracking

Action plan tracking tied to feedback themes

Optional anonymity with segment filtering (e.g. by team, location, level)

Red flags

Surveys are one-off events with no follow-up

Feedback lives in PDFs or spreadsheets and never gets acted on

No anonymity options, or unclear how data is used

Results are only visible to HR and not shared or addressed with leadership
Employees don’t know if feedback made a difference

To-do list

Review current survey cadence. What's working, what’s missing?

Define which survey types matter most for your org (engagement, pulse, onboarding,
etc.)

Decide how anonymity and visibility will be handled

Prep a simple feedback-to-action workflow

Align with leadership on what feedback will be shared and what changes will follow

People-first pro tip

Feedback only works if people see it leading to action. Use your HRIS to close the loop - share
results, outline next steps, and show your team that their input can drive real change. That’s
how you build a culture of trust.
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Internal Communication Tools

Why it matters

Clear communication isn’t a nice-to-have, it's a non-negotiable. Teams can’t move in the same
direction if they’re not getting the same information. Missed updates, scattered info, and
confusing messages create frustration real fast. The right HRIS helps you keep people
informed, aligned, and in the loop without adding noise. It's how you create consistency, cut
down on back-and-forth, and make sure the important stuff actually gets read. You have to
keep your operations moving and your team connected.

Key features

Targeted announcements by team, location, or role

A central space for company updates, resources, and reminders
Mobile push notifications and in-system alerts

Read receipts or engagement tracking for critical messages
Integration with Slack, Teams, or email for seamless delivery

Red flags

Company updates are buried in inboxes or worse, missed entirely
No way to send targeted messages (everyone gets everything)
No read tracking for important HR updates or policy changes

Info lives across random docs, chats, and outdated intranet pages

To-do list

Audit how updates are currently shared across your team(s)

Identify which channels work best for what (policy vs. culture vs. day-to-day)
Clean up duplicate or outdated resources floating around

Decide who owns comms in your HRIS. HR, ops, or department heads?
Draft templates for recurring announcements (e.g. new hires, holidays, policy
reminders)

People-first pro tip

Strong communication builds strong culture. Use your tools to keep messages clear, relevant,
and easy to find because nobody should have to dig through email threads to feel connected
at work. Focus on building a system that delivers updates consistently and supports strong
communication habits across the team.
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Mobile Access

Why it matters

Not everyone’s sitting behind a laptop all day. If people can’t access what they need from their
phone, tasks get delayed and HR ends up fielding requests that should’ve been self-serve. A
mobile-friendly HRIS keeps things simple and moving whether someone’s on-site, remote, or
between shifts.

Key features

Clean, responsive interface across all devices
Mobile-friendly dashboards for employees and managers
Secure access to pay stubs, PTO balances, and schedules
Push notifications for approvals, updates, or urgent tasks
Biometric login or SSO for quick, secure access

Red flags

Clunky mobile interface or limited functionality outside desktop
No app or mobile browser optimization

Mobile actions don’t sync in real time with the desktop version
Employees can’t submit time, requests, or documents on the go
No push alerts, leaving tasks sitting unnoticed

Sensitive info is not secure

To-do list

Audit how many employees rely on mobile for HR tasks

List the top functions people need access to remotely

Test your current system’s mobile experience from the employee view
Confirm security protocols (e.g. password, SSO, MFA)

Gather feedback from managers and frontline teams on mobile pain points

People-first pro tip

If your team can bank, shop, and manage their benefits from their phone, they should be able
to handle HR tasks too. Prioritize a mobile experience that’s intuitive, fast, and secure. This is
one of the easiest ways to boost adoption and reduce back-and-forth.
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Customization for Team Needs

Why it matters

No two teams work the same way. A rigid system that forces everyone into workflows that
don't fit creates workarounds and slows things down. Customization gives you flexibility so
each department, location, or role gets what they actually need without bending your process
out of shape.

Key features

Configurable fields, workflows, and approval chains
Role-based dashboards and permissions

Custom forms for requests, reviews, or onboarding steps
Tailored reporting views by team, function, or region
Branding options to reflect your company tone and structure

Red flags

Can’t adjust workflows without going through support

Limited ability to change forms, fields, or user views
Customizations break with every system update

Reporting tools don’t reflect team-specific needs

System treats all users the same no flexibility by role or region

To-do list

Map out key process differences across teams, sites, or functions
Flag manual workarounds used to "make the system fit"

Identify what should be standardized vs. what needs flexibility
Gather feedback from power users (HR, managers, ops)
Prioritize customizations that save time or reduce confusion

People-first pro tip

The best system adapts to your people not the other way around. Customization gives teams
what they need to do their jobs well without forcing one-size-fits-all solutions that slow
everyone down. Use that flexibility to streamline, not overcomplicate.
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Smart System Capabilities
Workflow Automation

Why it matters

Manual tasks are productivity killers. Copy-pasting info, chasing signatures, and repeating
steps across tools slows everything down and leaves too much room for error. Automation
keeps things moving, faster, cleaner, and with fewer “oops” moments. It's how you scale
without burning out your team.

Key features

Trigger-based workflows for events like hiring, promotions, or exits
Auto-reminders for document deadlines, certifications, or tasks
Routing logic for multi-step approvals (based on role, location, etc.)
Prebuilt templates for onboarding, offboarding, and policy updates
Logs to track task completion and follow-ups

Red flags

Every step requires manual follow-up or data entry

No way to trigger next steps automatically or having to use an API integration
Approvals or tasks fall through the cracks without alerts

Workflow setup requires coding or outside consultants

Teams rely on spreadsheets or email checklists to manage processes

To-do list

List your most repetitive or error-prone HR tasks

Map current workflows and flag steps that break down

Talk to team leads about bottlenecks or delays

Identify where approvals or handoffs get stuck

Prioritize automations that impact onboarding, payroll, or compliance

People-first pro tip

Good automation doesn’t replace people, it supports them. Use it to take the busywork off your
team’s plate so they can focus on what really needs a human touch.
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System Integrations

Why it matters

If your systems don’t talk to each other, you’re stuck doing the talking for them - copying,
pasting, fixing, repeating. That's wasted time and avoidable mistakes. Solid integrations keep
your tools connected so data flows where it needs to go, and your team can focus on people
not busywork.

Key features

Pre-built integrations with payroll, benefits, ATS, time tracking and phone systems
API access for connecting custom tools or platforms

Real-time data syncing across platforms

Integration logs or alerts for sync issues

Easy setup with minimal IT lift

Red flags

Key systems (like payroll or scheduling) don’t integrate at all

Data has to be exported and reuploaded between platforms

Syncs happen once a week (or not at all)

IT has to manually maintain or troubleshoot every connection

Nobody on your team knows what’s actually connected or how it works

To-do list

List every tool your team uses today (payroll, ATS, scheduling etc.)
Mark which systems need to sync and how often

|dentify where data gets entered more than once

Talk to your vendors about integration options and limitations

Flag manual steps that could be eliminated with smart connections

People-first pro tip

Integration isn’t about having all the tools, it's about making the tools work together. The less
time your team spends bouncing between systems, the more time they have to actually
support your people.
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Cloud-Based Scalability

Why it matters

Your company won'’t look the same a year from now and your HR system needs to keep up.
Whether you're growing fast, adding locations, or just getting more complex, you need a
platform that can scale without breaking your workflows. Cloud-based systems let you move
fast, stay flexible, and ditch the constant upgrade headaches.

Key features

Unlimited user growth and role configuration

Real-time updates without downtime or manual installs
Access from anywhere, no VPN or on-prem setup
Scalable storage for documents, data, and records
High uptime, backups, and security protocols

Red flags

Growth requires jumping to a whole new pricing tier or platform
Performance slows down as headcount grows

Updates cause downtime or break customizations

Limited access outside office networks

No roadmap for scaling features with company growth

To-do list

Forecast growth plans - headcount, locations, structure

Identify current bottlenecks tied to system limits

Ask vendors how their system handles scaling by user, data, and features
Confirm how updates are rolled out and how downtime is handled

Review pricing structures tied to growth (users, admins, modules, etc.)

People-first pro tip

Scalability should feel seamless. The best systems grow with your team, not against it. No
rebuilding. No re-training. Just steady support, no matter how fast you move.
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Admin & Manager Training

Why it matters

Even the best system falls flat if no one knows how to use it. If your managers and admins are
guessing their way through, expect bad data, skipped steps, and a lot of "Wait, how do | do
that again?". Solid training makes everything smoother, from approvals to reporting, and builds
confidence across the board.

Key features

Role-specific training modules for admins, managers, and power users
On-demand support resources (videos, walkthroughs, guides)

Live onboarding sessions for system rollouts or feature launches
Sandbox access for hands-on practice

Easy-to-update training content as processes evolve

Red flags

Training is one-and-done and there’s no ongoing support

Same training for everyone, no matter their role

No self-serve help center or real-time support

Admins rely on trial and error to figure things out

Changes to the system roll out with no heads-up or documentation

To-do list

Identify who needs what level of access and what training goes with it
Gather feedback from current users about what’s unclear or frustrating
Review what training materials exist and what’s missing

Create a rollout plan for new users and new features

Assign owners to maintain and update training content

People-first pro tip

Don’t assume people will just figure it out. The more confident your team feels using the
system, the more likely they are to use it right and use it often. Training isn’t overhead, it’s
momentum.
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Reporting & Strategic Insights

Why it matters

You can’t make smart decisions without the full picture. If you're getting your data from
outdated spreadsheets, you’re flying blind. Real-time data helps you see what’s working,
what'’s breaking, and where to focus without chasing numbers across five platforms. Good
reporting doesn'’t just tell you what happened, it helps you plan what’s next

Key features

Custom dashboards by department, role, or location

Real-time metrics for headcount, turnover, time-to-fill, engagement, etc.
Drill-down capabilities to get from big picture to specifics

Forecasting tools for headcount planning, labor costs, and attrition
Export options and integrations with business intelligence platforms

Red flags

You're still building reports in Excel from three different sources
Data is outdated, incomplete, or hard to trust

Dashboards are static, hard to customize, or irrelevant to team leads
Only HR has access, managers and leadership are in the dark
Forecasting tools don’t match your org’s structure or pace

To-do list

List key metrics by audience. What execs, HR, and managers actually need?
Identify data gaps and where info gets lost or delayed

Clean up outdated or duplicate fields in your current system

Map how data flows in and out of HR, finance, ops, etc.

Decide how often insights need to update (real-time, weekly, monthly)

People-first pro tip

Don’t bury insights in dashboards no one opens. Build reports people actually use - clear, role-
specific, and tied to real decisions. Good data only matters if the right people can act on it.
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Best Practices for Choosing the Right HRIS

The right system fits your team. not the other way around. It should match how you work, grow
with you, and make everyone’s job easier. Here’s how to choose one that actually delivers.

Bring the right voices to the table
Loop in HR, IT, payroll, and leadership when you’re shaping the shortlist and talking to
vendors. These are the folks who’ll own the system and the outcomes.

Pick something your team will actually use

A tool that takes months to learn won’t get adopted. Choose systems your team can start using
without a manual or three trainings.

Start with your real workflows

Document how things get done today, pain points and all. Then look for a system that supports
(or improves) what'’s already happening.

Know your non-negotiables

List your must-haves before you start shopping. Stick to them. If a system can’t meet your core
needs, it's not the one.

Check integration strength, not just availability
Just because it says it integrates doesn’t mean it works smoothly. Ask how the data flows, how
often it syncs, and who’s responsible when things go sideways.

Think long-term, not just go-live
Look beyond launch. Ask about support, updates, and what happens when your team or
structure grows.

Get feedback from the people using it day-to-day
Managers, recruiters, and admins are the ones actually clicking through workflows. If the
system doesn’t work for them, it won’t work at all. Test it with real users, not just stakeholders.

Don’t just watch a demo, test your reality
Ask questions, test real workflows, and get a sandbox if possible. Explore it, try to break it, and
see how it handles the mess. You need to know how it will actually work for you.

Know your budget and the fine print

Do not blindly trust the price tag on the website! Factor in onboarding, training, support,
upgrades, and any “surprise” costs for integrations or extra users. Some systems charge extra
just to connect to tools you already use. Run the numbers like it's a 3-year plan, not a one-time
purchase. Know what you're getting into long-term.
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Final Thought: Find the one that gets you (and your
workflows)

There’s a lot to choose from and that’s a good thing. Today’s HR tech is more capable than
ever, packed with features designed to support growing teams. But even the best system only
works if it fits the way you work. The real win is finding the one that clicks with your people,
your workflows, and your goals.

Hopefully, this guide helped you cut through the noise. But if you're still unsure or want to talk it
out - I'm here.

I've spent years digging into platforms, testing demos, mapping real-life workflows, and helping
teams not only choose the right tools but use them better. Most teams don’t realize what their
system can actually do or how many manual steps could be automated with a few smart
tweaks.

If you need a second opinion, want to pressure test your options, or just talk through what’s
possible - I've got you. Reach out for a free consult.

No pressure. No fluff. Just honest help from someone who’s been in it.
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