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Introduction

An organization’s biggest investment is in its talent. If you’re crunching numbers right now, consider how
much of your budget is directly connected to the employee: hiring to onboarding and training to
compensation. They’re expensive and they should be. Your ability to find, recruit, train and manage A
Players is what drives the performance of your organization. If you have a good talent management
system and process, you can feel confident that you will have a profitable company.
Unfortunately, it can be complicated to develop,maintain and improve upon this process. While
technology certainly can help navigate a lot of the obstacles, if it’s not designed or set up to help you
track, manage and predict your talent strategy, then is it really helpful at all? Luckily, the market is full of
talent management technology and tools from which to choose. Of course, that on its own is yet another
exhausting dilemma to overcome. We know just how hard it can be to weigh your options, so we’ve
created this complete Talent Management System Buyer’s Guide to help organize the thoughts, priorities
and needs of your team.

85% of employees are not engaged or actively disengaged
according to Gallup’s 2017 State of the Global Workplace report.

Before we dive into choosing technology, it’s important to understand just how crucial a talent
management system is to managing your people and processes effectively. You can, and many
companies do, only choose to work with one or two of the mentioned tools. However, there is a greater
chance for costly gaps.

|

617-933-3801

3

Talent management accounts for every step of an employee’s
journey. The moment a job seeker hears about your organization,
they are forming opinions and trying to picture their career with
you. Once they apply and even after being hired, they’re critically
observing everything from recruiter communication to the overall
office environment. Years into employment, your workforce is still
thinking in terms of building their career with you. Or at least they
should be...

Are they setting and hitting their professional goals? Do they
like the work they do on a daily basis? Do they connect with
their leadership, coworkers or clients/customers?

Each and every moment of employment is a career assessment and
reassessment for an A Player. In fact, those that don’t think in terms
of improvement for themselves are probably not thinking of how
they can improve your organization. That’s why a full-scale talent
management strategy and process is important. The right talent
management system will carry talent from applicant to productive
and engaged employee seamlessly.
Each part of the talent management platform should enable you to
effectively manage your people to drive success - here’s how:

Applicant Tracking Systems
Applicant Tracking Systems support the employer brand, manage
internal and candidate communications, organize information and
allow recruiting teams to better collaborate.
•

75% of job seekers consider the employer’s brand before even
applying for the job.

•

60% of candidates think better communication during the
application process would make a more positive impact.

|
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Employee Onboarding Solutions
Employee Onboarding Solutions can help keep organizations
compliant, ease new hires into their role, lower time to productivity
and decrease turnover.
•

Organizations experience 50% greater new-hire productivity
when they have a standard onboarding process.

•

Onboarding programs have been shown to increase retention
by 25% and even improve employee performance by up to 11%.

Performance Management Systems
Performance Management Systems help employees feel more
connected to their job and goals, increase transparency and
collaboration, boost the frequency and effectiveness of feedback
and help drive succession planning.
•

Companies who implement regular employee feedback have
turnover rates that are 14.9% lower than for employees who
receive no feedback.

•

86% of employees and executives cite lack of collaboration or
ineffective communication for workplace failures.

With that all in mind, consider just how far your workforce can go
with the right strategic talent management. This guide will cover the
intricacies of exploring and purchasing those critical systems and
solutions by explaining how to:
•

Audit your organization’s needs and priorities

•

Correlate industry trends to your unique workplace

•

Demo products and solutions

•

Strategize your investment

•

Get executive buy-in

•

Approach implementation

We even provided a few templates for evaluating vendors!

|
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Section 1:
Streamline Your Hiring Process with the
Right Applicant Tracking System Hiring

You’ve probably downloaded this guide for one of two reasons:
1.

You understand the value an Applicant Tracking System brings recruiting processes and are ready 		
to finally take the plunge in finding one for your organization.

2.

You understand the value an Applicant Tracking System provides, but your current ATS leaves 		
something to be desired.

In either case, finding the right ATS is a huge undertaking. From creating efficiencies in your recruitment
marketing process to easily extending the right candidates an offer, the ATS not only can help in every
step of the way, it should. Quality softwares pair best practices with automation to ease the hiring
process and increase communication between talent acquisition teams. Meanwhile, applicants and
candidates receive the positive candidate experience they deserve.
The pressure to find the right tool for your company is high. We know how important this is to you and
your company, so we created this buyer’s guide to help organize your unique recruiting needs, facilitate
the research into potential solutions and ensure the decision you make is the right one for your talent
acquisition team.

|
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Getting Started:
Your Recruitment Strategy and Needs

Before we get deep into the nitty gritty, it’s important you understand the gaps that the ATS will need to
fill. It’s crucial that you make your recruitment strategy the foundation of your search and decision. Some
ATS might wow you with a shiny dashboard and long list of fancy features, but it may be too far ranging
for your small talent acquisition team and needs. On the other hand, a small solution with lower costs
could leave out some pivotal elements to your recruiting process.

Before looking for ATS options, consider the following factors in
your recruiting strategy:
•
•
•
•
•

Budget
Average monthly and/or yearly hiring volume
Internal communications needs
Team size and individual responsibilities
Sourcing/recruiting/hiring analytics

•
•
•
•
•

Candidate assessments
Approach to sourcing applicants
Candidate experience (current or desired)
Candidate referral process
Current application process

Whether you’re looking for a new solution or have never had an ATS before, these pieces of your
recruiting strategy will inform what is standard to success in your organization and what isn’t working
in your process. From there, you can better determine what gaps the ATS will fill, how your team will
need to be supported and what it will take to disqualify a solution as an ill-fit. As with anything, strategy
comes first.

|
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Before Moving to the Next Step!
List the above information about your own recruiting strategy and process in a document you can share
with your colleagues. Including your colleagues in the discussion will ensure you don’t miss a critical step,
but will also open your eyes to some of the little, yet time consuming things they do that keeps your
team running smoothly. Use the provided bullets as a kickstart, but pay special attention to the unique
approach to hiring your company takes, and add in those elements as well. The point of an ATS is to help
smooth wrinkles, not take the personalization out of your process.

Deliverables:
List of Current Recruiting Strategies (denote if they are working or need improvement)
Wishlist of Recruiting Strategy Improvements

The point of an ATS is to help smooth wrinkles,
not take the personalization out of your process.

|
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Budget:
Planning the Investment

Right now you are seeing dollar signs, but money shouldn’t be the only consideration.

Your budget includes…
•

Time and bandwidth of your talent acquisition team

•

Capabilities and technical savvy of your talent acquisition team

•

Funding and financial capacity

While an ATS will take from the recruiting budget, it is important to remember all the other elements
that affect the bottom line. Everything from the 10 minutes it takes your recruiters to schedule each
screen to the hour-long interview with a candidate has an impact. In other words, time really is money.
Don’t overlook these, especially if you are in the midst of auditing and adjusting your hiring process. The
right ATS will offer solutions to some of those draining administrative tasks, freeing up resources and
returning on the dollar investment in less direct ways.
Before delving into the technologies available, take time to understand your hiring process as it stands
now. If you already have an applicant tracking system, what benefits does it hold for you? Does your
team need all of the same features or are things going unused? And, of course, what is missing? Is there
a process that you know could be automated or better organized? If you do not currently have an ATS,
identify the steps you take to make a hire, paying attention to the time it takes to perform each step.
Even if it’s basic, an outline for how you source, assess and hire candidates will help choose an ATS that
actually improves, not hinders, your hiring team.

|

617-933-3801
617-938-3801

9

Before Moving to the Next Step!
Calculate what you can feasibly spend on recruiting software, paying special attention to what you’re
currently spending on other tools (ATS, scheduling solutions, interviewing platforms, consultancies, job
advertisements, etc.) If possible, obtain or create an itemized budget. Some ATS will offer features that
can eliminate the need for additional tools, which could save money. Also calculate time investments
by asking individuals and departments to provide the average time it takes to do various steps in the
recruiting process. Use your list of current recruiting strategies from the first step as a template. If
possible, keep the salaries of those individuals performing the tasks in mind so that you can see the
correlation it has on the overall recruiting budget.

Deliverables:
Itemized List of Current Recruitment Budget and Spending
Average Time Spent on Current Recruiting Processes/Steps

Check out this instant
HR Software ROI
Calculator to see
your savings!

|
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Internal Buy-in:
Making the Case

Your company may have an established budget for your recruitment team and the freedom to use that
budget how you see necessary. If that’s the case, you can skip this step and start getting into feature
assessment. If, however, you need approval in order to make a purchasing decision, it will be pivotal you
develop a case for the new ATS you seek.
With all the deliverables you created to this point, your team should have strong support for a change
to take to your stakeholders. The cold, hard numbers speak to the procurement and financially-minded
leaders who hold the key to approval. Discuss your challenges and the recruitment strategy that you
hope to implement and how those changes will positively influence your department and business.

Focus on numbers that explain investments as they relate to:
Time (time-to-hire, administrative tasks, etc.)
Logistics (quality-of-hire reporting, internal meetings, compliance, hiring volume, etc.)
Dollars (current technology, recruitment salary, etc.)

These elements are easily translated into numerical values and tell the story of your recruitment
investments and what those investments can provide. If possible, multiply the hourly cost of the HR team
member responsible for each individual time and logistics investment. This will give a clear value to each
process and begin to unveil what the hiring and recruiting process could be with tech adoption or
better optimization.

|
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Buy-In Statistics Cheat Sheet
Take these statistics to your executive team!
•

94% of recruiters and hiring professionals say their ATS or recruiting software has positively
impacted their hiring process.

		

•

75% of recruiters and hiring pros use a recruiting or applicant tracking system.

•

Organizations that invest in a strong candidate experience improve their quality of hires by 70%.

Note:
There’s a chance your organization’s leaders need more specifics on how the change will impact their
business. If that’s the case, offer to provide a report on the solutions you research, including the
implementation processes each will require so they can process the adjustments.

|
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Research:
Understanding ATS Features

Features and functionality are what sets award-winning recruiting platforms apart from basic ATS. While
neither option is wrong, in general, spending a bit more on an ATS will mean a more comprehensive
solution. A more comprehensive solution means less time spent on passive candidate sourcing, branded
career sites, automated job board posting/management, offer letter management and tools for hiring
team collaboration. However, that doesn’t mean small talent acquisition teams with lower hiring volumes
need all the bells and whistles.
Use the deliverables from the previous steps to understand what you need most from your ATS and
recruiting technology and what you think could grant your budget the best savings. Below are various
characteristics and features that could be answers to your recruitment hopes and dreams. While not
exhaustive, this list can steer your team closer to understanding what is necessity.

Dashboard
One singular place for all documents and communications that can be accessed by the
appropriate teams. Most are cloud-based and capable of being accessed via mobile devices,
from anywhere and at any time. In 2015, 68% of organizations had at least one HR process in
the cloud, but that number rose to 73% in 2017.

|
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Functionality for
Different Roles
Hiring teams are diverse, consisting of
recruiters who spend much of their day in HR
softwares to Hiring Managers who only need
easy access to specific information about
their candidates. An ATS should match the
needs and capabilities of your unique talent
acquisition team, with options for those
outside of HR.

Sourcing Solutions

Organizations that invest in a
strong candidate experience
improve their quality of hires by

70%.

Not only will some solutions allow you to
track the source of a hire, but in some cases
ATS can source candidates by helping to
comb through social media profiles and
connect with candidates who match your
current openings.

Job Board Management
Most ATS streamline job ads by connecting
with job boards, allowing your team to
easily place ads, track applicants and
manage postings.

Branded Career Site
Not all ATS offer career sites, but they can
be tremendously helpful if your organization
doesn’t have the budget or ability to build
and host one. In fact, 76% of applicants
prefer to submit their CV through a company
‘Work with us’ section. Some technologies
even offer completely customizable
branding so that it blends perfectly into your
corporate site.

|
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Mobile Apply Accessibility
One study found 40% of candidates who try to apply using a mobile device, abandon the
process if the ATS is not mobile friendly. Because today’s job seeker is so mobile, recruiting
solutions are beginning to offer responsive applications that can be completed via
mobile devices.

Flexible Application Builder
Applications and requirements vary across industries, organizations and even roles. The
ATS should have an application builder that provides the capabilities you need to gather
necessary information from applicants, with the flexibility to work for any role you need to fill.
Applications should not be one-size-fits all.

Multilingual Options
Consider how far reaching your talent is and what that means for your application and hiring
process. If you are an international company, the ability to host candidate applications in
multiple languages might drastically help your candidate intake process.

Video Interviewing
Some ATS provide the candidates with pre-recorded video interview or application questions.
That way the talent acquisition team can “meet” an applicant prior to investing in future
interviews or meetings. Again, if you happen to hire talent outside of your local community, a
video interviewing option might be an important step in simplifying the hiring process.

Referral Management
Many companies are dependent on referrals from candidates or company networks. Some
solutions allow users to easily share openings and track where referrals are coming from.

|
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Interview Scheduling
Matching availability of a hiring team to a candidate can be overwhelming. Many ATS solutions
allow the hiring team to establish available times within the system that is then provided to a
candidate should they be progressed to the next step in the hiring process.

76%

of applicants prefer to submit their resume
through a company ‘Work with us’ section.

Scorecards & Internal Interview Guides
Consistency among assessments and interviews is pivotal to employer branding and making
quality hires, so some ATS provide users the ability to set guidelines and customize scorecards
for each role within the organization. The hiring team can then use those resources when
assessing talent.

Internal Communication
From interview feedback to resume notes, an ATS can provide one organized place to collect
and keep all internal collaboration. In many cases, permissions can be set so that you can limit
the access of various individuals on the hiring team.

Tagging & Parameter Organization
Some ATS have the ability to tag applicants or organize their profiles according to set
parameters, making it easier to select right fit candidates.

Candidate Management
An ATS should help the talent acquisition team understand where in the process a candidate
is specifically. In many instances, you can automate updates to internal members and
candidates so no one is out of the loop or left wondering.

|
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Analytics & Predictive Performance
Data is quickly becoming one of the most useful, yet underutilized tools in recruiting.
Advanced ATS collect relevant data and provide compelling reports that can and should
influence hiring decisions and future strategies.

Background Checks
Running background checks and similar assessments can be complicated and time
consuming. An ATS can help keep the process organized but also ensure compliance is met.

Security
ATS house sensitive information, both for your company and the candidate. Be sure your
recruiting solution can speak to the security measures it deploys.

White Glove Service
In some cases, the best feature of an ATS is the actual team behind the technology. Some
recruiting solutions providers take customer service to the next level by providing users
personal account managers, expert advice and free recruiting and hiring resources.

|
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Before Moving to the Next Step!
Mark the characteristics and features that seem like no-brainers for your team. Create a list of musthaves and nice-to-haves. Try to order it in order of importance for easier prioritization when evaluating
solutions. Take note of other tools you have that overlap any of those services so that you can be
sure you are investing in the right areas. The list above isn’t exhaustive. Add any additional features or
functionality you hope to see from an ATS.

Deliverables:
List of Must-Have ATS Features (in order of importance)
List of ATS Features You Wish to Have

At the end of
this guide is a
template to help
you get started!

|
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Evaluation:
Selecting the Right ATS

Take your list of necessary and dream ATS features and begin assessing potential solutions. Look online,
ask your extended network and allow your talent acquisition team to assess any relationships with
current technologies. Be sure to read reviews or visit review sites like G2Crowd, Gartner, SoftwareAdvice
and other online resources.
Gather a list of potential ATS and match your list of needs to their feature list or pricing page. Schedule
demos to see the tool in action. A live demo (vs a video recording) will always give you a better sense of
how the product will cater to your specific needs. Before taking your demo, create a checklist from the
list of desired features and functionalities.

Download our Complete Applicant Tracking System Buyer’s Checklist to
ensure the demo and ATS assessment process is as productive as possible.

|
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Rules for a Successful Demo:
1. Invite the final decision maker and at least one 		
potential user to attend
2. Have your list of feature expectations handy

3. Take notes (preferably alongside your must-have list)
4. Give a clear idea of your company needs
and challenges
5. Be honest about the concerns you have with 			
the tool
7. Ask questions or to repeat a step if you missed it
8. Verify integrations with your other
business-critical systems
9. Ask detailed questions about support options
and implementation
10. Understand if there are any implementation fees
11. If you don’t hear a necessary featured mentioned, 		
ask about it rather than assuming it does not exist
12. Get a clear idea of the cost to your company

Before Moving to
the Next Step!
Decide which ATS vendors meet
your needs and expectations.
Draw these conclusions by
referring to your list of needs
and the new information you
gathered from research and
the demo. If you’ve decided to
reassess your desired feature
list, be sure you can explain why
the functionality is no longer
necessary and how you plan
to bridge the gap. This process
will give checks and balances
to make sure you aren’t being
swayed by a fancy dashboard or
friendly salesperson. If no ATS
seems right, revisit your strategy
and budget. Be realistic and
open when doing so.

Deliverables:
Narrow your list of

Above all, understand that this demo is yours
to lead. The vendor knows the product, but
you are the expert on your company’s needs
and expectations.

possible applicant tracking
systems to 2 options
Gather and organize
your notes to be shared
with the team
and stakeholders

|
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Decision:
Congratulations on Your New ATS

You have buy-in and a clear cut guide to what you can and can’t expect from each solution. Report your
findings back to your recruitment team and discuss the concerns and questions. Provide the information
you promised your executive leadership team in addition to the notes collected from the demo and
hiring team meeting. Be receptive to leadership’s input on the assessment and overall decision.

With your shiny, new ATS, be prepared to welcome amazingly skilled talent!

ClearCompany’s Applicant Tracking System is more than a tool. It’s a resource. We’ve used our expertise
to perfect our ATS into an award-winning HR technology. Our talent management platform provides
solutions to every hiring challenge organizations face in sourcing, recruiting, hiring and managing talent.
If you would like to make ClearCompany part of your considerations, schedule a one-on-one demo!

|
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Section 2:
How to Choose the Best
Onboarding Solution
Onboarding employees is more important than many perceive. Your company spends the time and
resources to find, attract and hire these people and getting them acclimated to your company and up to
speed quickly, is in both their best interest and your own.

In fact, organizations with a standard onboarding process experience
54% greater new hire productivity with 50% better retention rates.

You understand that onboarding is important, but perhaps you’ve never evaluated or purchased a
system to help with automation, compliance and quality of onboarding. Does it really need to be handled
by software? Do you even know what you want the “perfect” process to look like for your organization?

This guide was built to help you:
•

Assess your challenges

•

Create a roadmap for onboarding success unique to your company

•

Build a vetting rubric as you select software

•

Determine the right software for your organization

|
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Identify Your
Onboarding Issues
Before getting started, hiring stakeholders (sourcing team, recruitment team, core HR, hiring managers
and any executives needed for purchasing) need to come together and decide what you need in your
onboarding process. We’re not even talking about the software at this point, these are simply the
onboarding needs for your company.

Note:
Many times a demo or sales call from a vendor can spark this conversation, but any
information they send you should be just that, a spark. Do not force your process to
conform to the software, instead map out your process and take those needs to market.

|
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In order to facilitate the needs discussion, you’ll want to identify pain points within your
organization. Here are some common pain points in companies who have no or outdated
onboarding processes and systems:

New hires do not have important details or are unaware of forms they need to fill out
New hires filled out I-9, W2 or other paperwork incorrectly
New hires waiting to start training until paperwork is all correctly filled out
Background checks aren’t submitted before day 1
No formal process leads to high attrition
Lack of a centralized database with comprehensive employee information
Missing information leads to compliance issues
New employees take too long to reach productivity
Lack of engagement or participation from both employees and managers in the onboarding process
Missing important details (passwords not working, uniform didn’t arrive, etc.)
Lack of goals and guidelines to hit during onboarding
Performance goals are not tied to training or onboarding new employees
New hire retention is poor
Managers are complaining about poor performance in new hires
New employees are unable to access the onboarding system
Onboarding takes too long
High volume new hires have HR frustrated and overwhelmed because they can’t keep up

|
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Solve for X
Once you’ve assembled your team and identified your pain points and which members of the team those
affect, you’re ready to define the optimal solution.
For example, if you’re searching for a solution because your HR team is overwhelmed with new hire
paperwork and background checks, then you can simply list automation and organization of background
checks and I-9s as a solution.

|
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Survey the
Marketplace
There are many types of onboarding solutions available on the market, but not all onboarding solutions
are created equal and many might have more functionality than you need, or less features than will be
helpful (see now why we created the list?).
There are a few things you will want to determine before booking a demo with an onboarding solution
provider. This information is typically covered in an initial call with a representative designed to
determine if there is a mutual fit. Jumping straight into a product demo runs the risk of wasting your
team’s time, or falling in love with a software that can’t solve your biggest challenge.

•

How is the platform priced? Per user, per employee, per license? Is it an annual cost or a
monthly cost?

•

Will the system integrate well with your payroll software, applicant tracking system, or other critical
HR softwares?

•

How will the platform scale as your company grows?

•

Do they offer the solutions to most of the problems on your list?

•

How do they manage implementations? How much time should your team expect to
spend implementing the product?

|
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There are other considerations you should use to make your decision once you know a
bit more about the solutions available.

They include:
•

Budget

•

Service model

•

Location

•

Implementation fees

•

Language Support (if necessary)

•

Ramp time (how long it will take your employees

•

Specific compliance modules that may be
necessary for your organization

to start using the system as intended)
•

Ease of use (look and feel)

What should I expect from my demo?
You as the buyer are in charge of the demo, don’t hesitate to ask all of your questions. The product
specialist or sales representative is there to walk you through how the product will work for you. They
are going to use this time to find out exactly what you need out of the product and how their product will
solve any issues that you have.

|
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Tip:
Mark down and take note of the must-have features your team is craving. What is most important
to the success of your onboarding? To help in evaluation, rank these from most important to least
and ensure that you are discussing and getting feedback from both managers and employees.
However, note that the list above isn’t the end-all, be-all. Take a moment to do your own research
and see what other functions your company needs to make your onboarding a success.

Here are some insights on how to be prepared for the demo:
•

Write down your onboarding challenges, so you can ask how the software will benefit your
processes. Ask any stakeholders or decision makers what they will need to understand the
value in the product.

•

Review your current solution to understand what gaps need to be filled (if any).

•

Prepare detailed questions about features, support, and more.

•

Before meeting with any vendors, determine a budget range you are comfortable discussing.

•

Don’t be afraid to share any concerns you have about a solution with the sales executive or
product specialist. They are experts in the software.

•

Be specific about training, support and implementation. Don’t hesitate to ask for a sample
implementation plan or to speak with someone on the customer success team.

•

Also ask if you will have a dedicated account manager to help with any issues.

|
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Budget, while not the only consideration, it’s certainly important. Usually, you’ll get customized pricing
toward the end of your first run through of any given product. Make sure you don’t leave the call without
getting a ballpark of what the system will cost (all-in).

Tip:
Before moving on, go through your current process and necessary improvements one more time.
What will implementing this specific software look like and how might it impact budget, time and
resources? Using this information, calculate what you can feasibly spend. It may help to make an
itemized budget based on features that will be added or eliminated within this transition. Use the
process list of your current strategies to evaluate what is needed for each department so you can
adjust accordingly.

|
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Checklist:

For example, a centralized
database is probably a must have

Consider how far reaching your talent is and what
that means for your application and hiring process. If
you are an international company, the ability to host
candidate applications in multiple languages might
drastically help your candidate intake process.

Easily Accessible New Hire Portal
Mobile-Friendly Options
Intelligent Forms

for most companies, but the
fact that Tom from accounting
wants a payroll module built into
the onboarding process may be
more of a nice to have (especially
because most best-of-breed
solutions have automatic payroll
integrations so companies
can continue to use their
preferred provider).

I-9 Management
E-Verify
WOTC
Background Checks
Automated Workflows
Tools for Benefits Administration
Performance Review Scheduling
Easy Reporting
Payroll Partnerships & Integrations
HRIS Integrations
Internal Task Management
While this list may seem long, don’t worry, our only
consideration will not be features. But just like you
need a specific number of items to properly make a
recipe, you also need a list to find a software that’s
going to work for your company. As the list grows
longer, divide it into 2 columns to indicate what is
nice to have and what you must have.

|
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During your demo, make sure you have your list in front of you. If the company either has the solutions
you’ve determined you need, OR it presents even better solutions to the issues you’ve identified, score
it. You can use any scoring system you’d like, whether a letter grade, a numerical score, or a good-betterbest scale. If you have other evaluators on the team, make sure you agree on a consistent scale and
scoring system before the demonstration.

Note:
Don’t have time for everyone to stop their day for a demo (or a handful of demos)? Request the vendor
record the demo or record it yourself. This way, every stakeholder in your organization
can go through the features and questions at their own pace, saving you scheduling headaches.

Mobile Accessibility
Let your new employees fill out essential paperwork quickly and from anywhere.

Intelligent Forms
These forms automatically move information like name, address and social security number
securely from one form to another, making the process fast and easy for all parties involved
while ensuring accuracy.

Tax Form Management
Stay up to date and compliant with important and essential tax forms such as I-9, E-Verify,
WOTC and more.

Automation
Define, automate and track your entire process with easy deadline setting and reminders for
both new hires and your internal team.
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Background Checks
Keep your employees safe, your organization in compliance and your employee onboarding
process free of bottlenecks.

Performance Reviews
Use onboarding past the first few weeks! Automatically schedule and launch 30, 60, 90 day or
any anniversary-based reviews you may need for employees.

Reporting
Keep track of employees and visualize where your employee onboarding process works well,
and where it needs work with an intuitive and visual dashboard that shows every piece of
the process.

Tools for Benefits Administration
An intuitive Benefits Administration solution allows you to easily setup and manage employee
benefits, while making it simple for them to enroll.

Payroll Integration
Don’t sacrifice talent strategy for an administrative need. Transfer any information at any time
to any payroll solution.

Making the Choice
Take your list, feedback, research and start looking for the right fit! You may not find something that
suits all of your needs, however look for software that has all of your must-haves. An important choice
in choosing the right onboarding system also lies within what others have to say about the product.
Ask your network for recommendations, look at some of the most well-known systems, and (most
importantly) look at the product reviews. Looking at this feedback can give you a better glimpse into
how the system will work for you.
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Things you need:
Itemized list of current recruitment strategy and budget
Average time and resources spent on your current processes
Notes on what may change as you implement a new system

Looking for the best
onboarding system for
your company?
Take a personalized
demo of ClearCompany’s
onboarding solution!
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Getting the Buy-in

You’ve done your research, asked around for feedback and ideas, have a clear understanding of what
your onboarding system needs and have estimated how much you will be able to spend. And, thanks to
all that, you’ve made the perfect decision for you team! But, before you can think about making the leap,
you need to get buy-in from stakeholders.
When you’ve compiled all your deliverables and research into a solid document and presentation, it’s
time to make your case. You will need stakeholders approval before moving on. In order to accomplish
this, you need to ensure that you are providing all of the information they need. Stakeholders are usually
most concerned with the numbers. If you’re able to prove the value saved, your chances of purchasing
the software of your choice greatly increase.

Here are some additional questions you should be prepared to answer:
•

Why is an onboarding process and system beneficial?

•

What will it cost and save in the long run?

•

How will this simplify the process that is already in place?

•

How does this help with employee retention?

•

What are your average turnover rates?

•

What features are you able to take advantage of?

•

What does training and implementation look like?

Tip:

Keep all of your notes in one place and organized. Work to separate them into sections
such as current processes, budget estimate, feature research and demo. This will help
you know where everything is while putting together your document or presentation
and also making it easy to answer any of the above questions. Then, during the meeting,
take additional notes on other questions or concerns that come up, so you can get them
answered with the vendor’s product specialist or salesperson.
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Congratulations

The time has come, you’ve done all of the research you need and were able to get buy-in from
stakeholders and higher executives. Make sure to keep leaders updated during the process and
remember to take their insight into consideration. By providing the deliverables you’ve been collecting,
you can now work with other managers to move onto the final step in the buying process - acquiring
the system!

Now, you get to start implementing an onboarding software that is sure to help your
team be more successful with training, retention and productivity.

ClearCompany’s Onboarding Software is more than just a tool for you to use on the first
day of an employee’s start date. It is an integrated system that can help you collect data and
continue to improve your onboarding program for automation and employee retention. In
fact, our total Talent Management Platform allows you to attract, hire and retain more top
talent at your company.

Schedule a free demo with us today!

|

617-933-3801
617-938-3801

35

Section 3:
Reaching Optimal Productivity with the
Right Performance Management System

Performance management is much more than employee reviews, providing feedback or giving praise; it’s
a very specific style of managing employee performance that should be aided by a robust, intuitive and
easy-to-use performance management system.
However, finding the right system for your organization can be overwhelming. With so many solutions on
the market, how does one narrow it down, demo the solution, come to a purchasing decision, get buy-in
and then deploy?! It’s a lot to take in and many factors go into the purchasing decision that you might not
even realize, until you’re stuck in a contract with a system that doesn’t best serve your team.
To avoid the mistake of investing in the wrong performance management system, we’ve created this
vendor-neutral buyer’s guide for you to consult during your process. It’s packed with insight and advice
on key features to consider in a system, questions to ask of your performance management needs, a
breakdown of potential costs and more!
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Why is a proper performance management
system important?

Performance management is necessary to ensure the success of the company and the growth of the
employees therein. Most likely, you are revamping a performance management process, and you’ll need
software to help manage, track and analyze performance better than the system you are currently using
whether it’s manual or software in need of an upgrade.

A Mismatch Between Today’s Modern Workplace &
Old Performance Management Models
Today’s workforce thrives on constructive feedback and opportunities for growth, so it stands to
reason that an outdated performance management process or one that doesn’t coincide effectively
with your culture needs to be reevaluated.
The modern workplace functions best with a performance management system that incorporates
developing and tracking meaningful goals. Companies with “best in class” talent management
programs are 26% more likely to be using performance management software. When clear,
actionable and aligned goals are not only set at the beginning of the year, but consistently tracked,
the performance review process becomes less daunting. A modern performance management
software should not only make administering reviews easier on your HR team, it will ideally make
appraisals more effective for your employees.
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Improved HR & Recruitment Functions
Effectively aligning goals leads to a better understanding of company goals and what it takes to
reach those goals. This helps the recruiting department because they can narrow down their search
by recruiting for specific skills new hires will need to thrive in your company’s goal-driven culture.
Additionally, job descriptions can be rewritten to more closely reflect an organization that is dedicated
to reaching goals through the right kind of employee engagement and development. And this kind of
in-depth and proactive way to track employee performance will help to continuously improve overall
Quality of Hire.

The Need to Update Your Performance Management System is Greater Than You Think
The cost for the annual performance review process is about $120,000 just in the value of
time spent.
Companies with engaged employees have 8.6% higher profit margins than companies with a larger
share of disengaged employees.
9 in 10 managers are dissatisfied with how their companies conduct annual performance reviews.
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What problems does a performance
management system solve?

The antiquated processes in many organizations don’t adequately adapt to or support the next
generation of the workplace. Your organization needs a performance management system that
emphasizes regular performance and coaching between employees and their managers.
Before you begin your search for the best performance management system, you need to identify the
specific problems it should solve.

Common reasons to invest in a new performance management system include:
1. A need to improve business outcomes
2. Develop employees
3. Align company goals
4. Raise performance standards
5. Retain high performing employees
6. Improve employee relationships
7. Increase meaningful work for employees
8. Build teams and increase engagement
9. Identify opportunities for succession planning and advancement
10. Give employees a clear path to promotion
11. Provide better feedback to employees
12. Make goals and objectives more clear

You’ll also need to identify key stakeholders and decision makers who will be a part of this process to
ensure you’ve considered the problems they face with performance management.
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To Do: List out each stakeholder by name, title, department, their role in the decision making process
and the challenges they face in performance management. Make sure that there is a crystal clear outline
of what the new performance management system is expected to do by all, and come to a collective
agreement on which issues will need to be solved within the new system. Segment out by need-to-have
and nice-to-have features. This will make sure the most important aspects of the system are included in
case no one solution can solve absolutely every challenge.
Lastly, make sure the business case for the new performance management system is outlined. You’ll
need to clearly show that the problems you and other stakeholders have laid out are in fact affecting
performance. Make sure to include metrics to illustrate your points.

You can use the following metrics:
The current estimated or actual time spent managing your performance review process.
Data showing the positive impact teams experience after implementing a performance management
system – review sites such as G2Crowd tend to have this data easily available.
Analyst findings/reports around companies with performance management systems in place. Firms
like Gartner and Forrester have plenty of research on this topic.
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What features should a performance
management system offer?

The old standards of performance management relied heavily on the formality of mid-year goal
assessments and year-end performance reviews. This, however, is not a good solution for your modern
workforce. Your strategies and the way employees work in the office has changed, and your performance
management system should too. Today’s employees need a platform on which they can receive
constructive feedback on goals and tasks from their supervisors to assess how they can improve at work
and be held accountable to those goals. A performance management system should have the ability to
analyze data from employee performance and also spark developmental conversations between the
employees and their supervisors.

In addition, a performance management system should provide:
Basic Functions

Unique Functions

•

Set team and individual goals

•

Align and manage goals

•

Easily deploy performance reviews

•

Allow goal and task feedback from managers

•

Easily collect appraisal information

•

Real time progress updates

•

Export performance data

•

Visual representation of progress goals

•

Use performance data to inform managers
of top performers
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•

Public recognition functions for engagement

•

Social collaboration elements

•

360 performance reviews

•

Customizable Review workflows

•

Reporting capabilities

•

Compensation planning tools or integrations
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What are the key deciding factors to
consider when investing in a performance
management system?

The following features and questions should be asked of the systems you are evaluating. Make sure to
consult the rest of your team and consider other departments who will be affected by your purchasing
decision, like Operations.

Performance Database
Because this system is responsible for tracking important performance data, you need to
know where it’s being hosted and ensure it’s available to you in the format you need.

Ask the following questions:
•

What is the system hosted on and is the data file fast, reliable and able to grow?

•

How is data exported and can it integrate into other systems?

•

What security measures does the system provide to protect employee data and can
role-based access be provided?
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Software Flexibility
Every performance management process
is at least a little different and it can be
challenging to really know if a vendor can

Ask the following questions:
•

Can I see how to program a review?

•

Can I create my own response scales?

•

How does the system notify or
remind employees that a review cycle

accommodate all of your company’s unique

is open? Can I make changes to

elements. We recommend sending an
example review to your vendors before a
demo, and asking them to personalize their

those notifications?
•

is completed? How can I format

walkthrough to your needs.

Integration

the data?

Ask the following questions:
•

Performance information will likely need
to be shared between employees and

•
•

Will any third-parties need to have
access to performance data?

Ask the following questions:
•

Who will be using the system and how
will they use it?

The platform you invest in should have
a user interface and experience that

Who needs to be able to access
performance data?

and even third-party administrators.

User Experience

What information needs to be shared
with our other systems?

managers, other departments, other internal
software such as project management tools

What does the review look like once it

•

What is the technology experience

accommodates how your employees work

level of the average user and how

best. Make sure to consider how your most

does this system accommodate those

tech-savvy and least tech-savvy employees

who aren’t as tech-savvy?

may navigate the system.

•

How much time can be allocated to
onboarding and train for the
new system?

•

If our employees have technical issues
completing reviews, who will help
them – my team or yours?
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Training & Support
Up-front training is a must, but ongoing training also needs to be considered as new
employees join the system after implementation. Is this something the system will provide
through customer support or will it be managed internally?

Ask the following questions:
•

Do you have the budget, bandwidth and resources to manage training internally or do you
need the system to provide ongoing training support?

•

What level of training is required for the various roles within your organization and does
the system provide the level of granularity you need?

Functionality
The system you invest in must incorporate your need-to-have functions and should also have
the ability to grow with the needs of your future workforce.

Ask the following questions:
•

Which features do we need to have in the system today?

•

Which nice-to-have features will be need-to-have in the future and can this system provide
those needs?

Implementation
Deploying a new system, whether you’re moving from a manual one or another vendor, needs
to run smoothly so performance management isn’t disrupted.

Ask the following questions:
•

How can data be transferred and organized into the new system?

•

What do we need from the IT department to get the new software up and running
and maintained?
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Cost
The typical pricing models for performance management systems are pay-per-user, pay-peremployee and pay-per-appraisal. Prices range from $3 to $10 per user or employee with set
up fees starting anywhere from $800 to $2,000.

Ask the following questions:
•

What pricing model best fits our budget and needs?

•

What factors are rolled into pricing, and what features are not included in the costs
proposed to us?

•

What are typical payment terms?

Vendor
Don’t be fooled by a beautiful interface that appears to have all of your needs. You’ll also want
to evaluate the provider itself.

Ask the following questions:
•

How long has the vendor been in business, and how many clients use their software?

•

What industries and size of businesses does the vendor typically serve?

•

Who guides the development of the software, and are customer suggestions
often implemented?

•

What types of customer reviews does the company receive, and how do they act on
negative reviews?

•

What awards has the vendor received?

•

How are their technical and customer support functions rated?

•

What does their customer service program look like?

Identifying the challenges within your organization tied to performance management, outlining key
stakeholder’s concerns, evaluating need-to-have and nice-to-have features of today and tomorrow and
evaluating the vendor as a service provider are all key components of the buying process. We hope
this buyer’s guide has you thinking about all of the long-term components that go into making such an
important purchasing decision for your business.
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Conclusion

From job posting, goal alignment, manager feedback and task tracking to competency management,
employee profiles and compensation history, the right talent management system should support
your entire talent lifecycle andensure key data is integrated through any part of an employee’s career..
Your talent management system should be backed by a top-notch customer service team, aligned to
your company’s values and goals and provide the analytics you need to hire and retain the best people
efficiently and effectively.
Ready to assess talent management systems? Speak with a member of our team to see all that
ClearCompany’s Talent Management System has to offer. Sign up for a demo today!
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