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The A3 - Affirmative Action Analyst & Plan Maker program was designed to help any size
organization and human resources department easily maintain, report and develop a legally
compliant affirmative action plan. As many organizations have data available in other
programs, the Plan Maker was designed to read data in from Allied's CAPS and Applicant
Tracker programs, as well as any other human resource information and applicant tracking

program.

The Affirmative Action Analyst includes the following:

* Employee Master Data and History
The Employee Master file holds employee
information  including promotions, transfers,
demotions, terminations, EEO data, position and
pay information. This files tracks up unlimited
promotions, transfers, demotions per employee per
plan year.

* Position File

The job file contains position title, job group,
exempt/non-exempt status, grade, eeoc data, and job
code number. This file automatically updates the
employee master file with the correct position
information.

* Grades File

The grades file contains the grade number, the
minimum, midpoint and maximum for each grade.
This file automatically updates the employee master
file.

e Job Groups

This file contains the job group designation and the
full job group title. This data automatically updates
the position file. This file is used to generate the
reports by job group classification.

* Availability (Eight-Factor) Analysis
This file calculates the statistics for minority and
female availability by job group and by designated
geographical areas.  General population, labor
force, and/or user SMSA data is entered. Internal
workforce data is entered and value weights
assigned. All appropriate percentage calculations
are computed instantly. The total is error checked
and final availability can be automatically fed into
the utilization file.

» Utilization Analysis

The Utilization Analysis File automatically uses the
availability data and calculates underutilization by
job group. This information is then used to develop
company goals. The Utilization Analysis can be run
and reported for any time period, monthly,
quarterly and annually. This allows for easy
tracking to determine progress on a regular basis.

* IRA - Impact Ratio Analysis

This file computes adverse impact on protected
classes. IRA's can be run on any selected group
and any specific transaction: applicants and new
hires, promotions, transfers, pay increases, etc.

* Applicant Data & Requisitions

The Applicant Data File holds applicant flow data.
This data is then used to calculate and print the
Applicant flow.

The Requisition file contains basic information
regarding job requisitions. This information is
automatically posted to the Applicant Data File.

e Job Group Analysis File

This file contains summary information about the
Job Groups. Information is automatically loaded
into this file from the Employee Master file.
Summary data regarding ethnic, sex and regional
totals are available for review and analysis.
Summary statistics are created in this file and fed
into the Availability file.  This gives you an
opportunity to review your numbers before
beginning the Availability Analysis.

« EEO Code Table
The EEO Code file contains the ethnic codes to
identify protected classes.
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Standard Reports

The standard reports are all pre-formatted and ready to print. To print a report, merely select
the report from a menu. You can print most reports for any selected time period you wish.
The standard reports include:

M Workforce Analysis by Department: by sex and ethnic classification
M Job Group Analysis: by sex and ethnic classification

M Eight-Factor Analysis Report

M Under-Utilization Report

| Impact Analysis Ratio - IRA Report

M New Hires, Promotions, and Transfers Demotions Logs: by Department or
By Job Group and by sex and ethnic classification

M Terminations, and Demotions Logs: by Department or By Job Group and
by sex and ethnic classification

M Applicant Flow: by sex and ethnic classification

M EEO-1 Classification Report

| Employee Master Profile/Verification Report

M Data Input Form for Entering New Hires

M Grades List

M Position Information List

M Employee Master List - Alphabetical

M Employee Master List - Alphabetical by Department

M Year-To-Date Goal Analysis Report to track plan progress
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User Defined Reports, Forms and Processing

The Affirmative Action Analyst includes an easy to use English report writer.
This means users can create their own reports on the Employee Master file. It
also means that users can do mass or global changes and updates on employee
data.

The Affirmative Action Analyst has a full forms generation capability. This

allows any user to build forms from scratch or to use the information in the
Employee Master File to complete pre-printed forms.

Entering Data from Other Software Programs — Import

The Affirmative Action Analyst comes with a menu-driven reader program.
The reader program allows users to import data prepared by other programs for
use in the Plan Maker. The most popular data formats are supported. This
means you can move data from mainframe programs or single user programs
such as Lotus 123, or even in-house programs.
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Sample Reports

Provided for your reference are copies of sample reports from the Affirmative Action
Analyst.

Sample Reports:
*  Work Force Analysis
* Job Group Analysis
e Job Group Analysis Summary
* Transfer Log

*  Promotions Log

This is a sampling of reports and is not a complete list of available reports. These
reports are provided to show how reports are formatted. Printer make and model will
influence the final look of the finished product.

Workforce Analysis

WORK FORCE ANALYSIS
Department :Scoounting Line of Frogression: 3&ME &z OF [Date]): 0601197
EED-1 Total No. -------nn--- MELE-------mmmmmee e o FEMALE------------- TOT TOT TOT
Pasition Gr  Cateq. Enployecs Tot Wt Elk Asian AmInd Hisp Tot Wt Elk Asian Awled Hisp MIM WET HDCP
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SOTINTING CLERE I 0s 5 o0 00 u] u] 5 0 1 3 u] 1 5 00
SR ATTINTING CLERK F a5 4 1 1 0 0 a a 3 &8 0o A a i} 1 00
TR SO G as 3 1 1 0 0 u] u] a 1 o1 u] i} 1 00
SPECLAL PROT COORDVEIN T oz 2 1 1 0 0 u] u] 1 1 0 0 u] i} o oo
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Job Group Analysis

JOB GROUP ANALYSIS

JOB GROUPS
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Transfer Log

| Transfers Log

Sz DF [Date]: 0801097
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Sample Data Screens
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Provided for your reference are copies of data screens from the Affirmative Action Analyst.

The sample data screens are:

Employee Master File:

Data Screen #1: Master Employee Information
Data Screen #2: Promotion Transfer & Demotion
Information

Applicant Master File:
Data Screen #1: Applicant Information

Availability Master File:

Data Screen #1: Availability Analyst for Females
Data Screen #2: Availability Analyst for
Minorities

Utilization Master File:
Data Screen #1: Utilization Analysis

IRA Master File:
Data Screen #1: Impact Ratio Analysis

A3 Employee Data Screens

" Affirmative Action Analyst — Employee Data — Cc) Allied Business Systems Inc

GITY HOME: 4 LOCATION: R
COST CENTER: 4 LAST NAME: 4
COUNTY : - GO #: - FIRST NAME Rl
DEPT : A ITI
DIS TYPE: SALARY = Rl
dunmy record used for data read in - SEX: 4
DISABILITY: 4 S0C SEC: -
EEO GODE: 4 STATE. HOME: 4
EEO 1 JOB CLASS: A STREET ADD:
EXEMPT CLASS: 4 TERM DATE: -
FTPT: A TERHM REASON: R
GRADE: 4 UET STATUS: “
HIRE DATE: - ROLLUP DEPT: -
HOME ZIP: R DIUISION: R
ID HUMBER: 4
JOB CODE: - Date Created:B2/18.92
JOB DATE: A Date Updated:
JOB GROUP: 4 Auto Update: 82,1892

Screen 1 Enter Selection > | Record: i

D —Delete, [H'-Hardcopy, (U —Update. [® —Exit, 'F'~Print Form, |B-Brouse

Data Screen Number One in the Employee Master File
contains Employee Information needed to produce reports and
perform appropriate analytical work. This data can be
downloaded from other programs or sources, or it can be
manually entered.

The English prompts at the bottom appear on all data screens
and activate the following functions:

D - Delete: In most files, with confirmation, the record will be
deleted after pressing the "D" key.

H - Hardcopy: A printed copy of the screen is made on the
printer after pressing the "H" key.

U - Update: The "U" key is pressed to activate "Update
Mode". In this mode, employee data can be changed. This
also activates the security system to prevent unauthorized
changes. New data will not be accepted without an
authorized password.

Job Group Analysis File
Data Screen #1: Job Group Analysis

Supporting Tables & Data Screens:
Position Master File:
Data Screen #1: Job Information Screen

Requisition Master File:
Data Screen #1: Requisitions Data

Grades Master File:
Data Screen #1: Grades Ranges Information

AA Job Group Master File:
Data Screen #1: Job Group Table Data

EEO Codes Master File:
Data Screen #1: EEO Codes Table Data

| Affirmative Action Analyst AAHIST {c> Allied Business Systems Inc 1988 |

conpany nunber: 4
et

oS

from job group:
to job group:

Enployee Num:
Effective Date:

Aa
Aa

Screen 1 Enter Selection > Record: 1

Di-Delete, 'H -Hardcopy, [U'-Update, 'R —Exit, /Bi~Print Form, [B—Brouse

X - Exit: the "X" key exits the user out of this portion of the
program.

F - Print Form: You can print, or fill in any form that will fit in
your printer. After pressing "F", the operator would type the
name of the form to be printed. Forms can be prepared
individually at the record or for groups of individuals through
the "Print User Reports Function."

B - Browse: The Browse mode allows the user to "browse" or
view multiple records on the screen at one time, simply press
the B. This will present 18 employee records at one time, with
the ability to scroll back and forth. The user can select which
fields to be viewed. Browse selections can be printed which
means you can bypass the report writer for "quickie" reports.

Data Screen two contains information on the employee's
movement in the organization during the affirmative action
plan year. The information on this data screen is used to
create logs on promotions, demotions and transfers.
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A3 Availability Analysis for Minorities

AVATLABILITY ANALYSIS <{c> ALLIED BUSINESS SYSTEMS INC. 1987

JOB GROUP: TL COUNTY: Orange Bl AS OF: @5/19,924
COMPANY NUI‘IBER i 4
RaY STATISTICS UALUE WEIGHTED FACTOR
BLK HIS ASN Al WEIGHT BLK HIS RSN Al

FACTOR

SE -« < 4 4 4 .88 a0 N
2. UnE « « « < < .08 .08
3. TUF -« < 4 “ “ M) )
4. RSIA 4 < 4 “ “ .08 .08
5. RSRA -« < 4 4 4 ) )
6. PrT b < 4 B b .88 .88
7. Inst “« « < < < .08 .88
8. Fac - - 4 4 <BE N ) .88
FINAL AVATLABILITY: INDIUIDUAL MINORITIES: M) .68 )

COMBINED MINORITIES: .88
SOURGE: Census/9@ « PREPARED BY: Smith, A_ R
Screen 2 Enter Selection > Record: 1

D —Delete, H —Hardcopy, ‘U -Update. 'K —Exit. 'F —Print Ferm. |B —Brouse

Data Screen Two in the AVAILABILITY ANALYSIS file
contains the data for the Eight-factor Availability Analysis for
Minorities. The user simply enters the raw data and the weights.
The program then calculates the weighted factors and computes
the final availability while error checking both the weights and
the final availability for legal compliance. The screen allows for
easy and simple yearly updates.

A3 Availability Analysis for Sex

AUAILABILITY ANALYSIS
|.J(m GROUP: TL «

{c)> ALLIED BUSINESS SYSTEMS INC. 1287

AS OF: B5-19-924

COMPANY NUMBER: 1 COUNTY: Orange
RAY STATISTICS UALUE WEIGHTED FACTOR
FEMALES WEIGHT FEMALES
PACTOR
1. Socking Enplynt ap< oa
2. Unemployed 1) a8
3. Tot Uk Force 864 aa
4. Req Sk Inmd Area 054 40
5. Req Sk Reas Area 854 38
6. Pron/Trans 684 8.48
7. Instis -8e4 .08
8] Facilty Tr 3 804 304 KT
1.00
FINAL AUAILABILITY:  10.00
SOURCE: Census/90 4 PREPARED BY: Smith, A. <
Screen 1 Enter Selection > | Record: 1

D —Delete. 'H —Hardcopy. ‘U -Update, ¥ —Exit, 'F —Print Forn. 'B —Browse

Data Screen Number One in the AVAILABILITY ANALYSIS file
contains the data for the Eight-factor Availability Analysis for
Women. The user simply enters the raw data and the weights.
The program then calculates the weighted factors and
computes the final availability while error checking both the
weights and the final availability for legal compliance.

A3 Utilization Analysis

A3 Utilization Analysis <c> Allied Business Systems Inc. 1988
Job Group: 4 Company: ]
Tine Frame: 4 County: 4 fs of: 4

Total Female  Blk Hisp fisn fn In  Other
Rau Totals From
Joh Group File “ 4 « “ < < 4
Percentages From
Joh Group File “ “ 4 “ « “ «
Availability
Analyses Pocts “ “« “ “« “« “ “
Utilization 4 “ “ 4 “ “
finalyses + — Under? > 4 4 « “ “ <

Date Created:11,/84/93 Date Updated:11,/84/93

Screen 1 Enter Selection > Record: 1

D -Delete, 'H -Hardcopy. ‘U -Update, ‘¥ -Exit, 'F -Print Form. B -Brouse

The UTILIZATION ANALYSIS program performs an
underutilization analysis on each job group. The analysis can be
performed automatically by the computer without user
intervention; or for purposes of goal analysis and what if
projections, the user may enter the data manually to test for
varying results. An accompanying report provides summary data
on all job groups.

©2001 Allied Business Systems Inc.
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A3 Impact Ratio Analysis (IRA) Analysis

Inpact Ratio Analyses (c> 1982 Allied Dusiness Sustems Inc.
Input data inte hoxed fields

Number:
Jnh Group: Termlnatlnns Plan Year: 4
This record is for Annual ARP (R) Quarterly Review C 1. 2. 3, 4: «

Personnel fAction: “
Females Males Minorities Non Minorities Totals
Base Group 1004 754 254 150 175

Selected 164 54 164 5 15
Not Selected 98 8 15 145 168
Sel Rates -1888 -B667 .4088 .A333
Impact Ratio 1.58 .67 12.81 .88
Adverse Impact: Females NO I‘I].nur].t].es NO

Prepaved By: TESTLC Date Created: 12/89./92

Date Updated: @1/06,93

Screen 1 Enter Selection > Record: 1

D -Delete. 'H -Hardcopy. |U —-Update. '® -Exit. 'F -Print Forn. |B —Brouse

The IMPACT RATIO ANALYSIS program performs an adverse
impact analysis on each job group. The analysis can be
performed automatically by the computer without user
intervention; or for purposes of goal analysis and what if
projections, the user may enter the data manually to test for
varying results. An accompanying report provides summary data
on all job groups.

A3 Job Group Analysis Data

A3 Job Group File <c> Allied Business Systems Inc. 1988

Job Group: 4 County: 4 Company: 4 fAs of Date: Kl
EEO Composition of Group
Description Number of Employees Percentage of Group
Fenale Pl Pl
Male + +
Black < Pl
Hispanic < <
Asian A A
finox Indian < <
Other < <
Total Hunber ] 1.80
Date Record Created:
Sereen 1 Enter Selection > Record: i

D —Delete. 'H —Hardcopy. 'U —Update. 'K —Exit, 'F —Print Fornm, 'B —Browse

The JOB GROUP ANALYSIS File contains summary
information about the Job Groups. Information is loaded into
this file from the Employee Master file. Summary data
regarding ethnic, sex and regional totals are available for
review and analysis. Summary statistics are created in this file
and fed into the Availability file.

A3 Applicant Tracking Screen

Applicant Information — Affirmative Action Analyst - <{c)> Allied 1990

BIRTHDATE: < SEX: 4
COMPANY NUMBER: 4 SOURCE: -
APP: « SSNUM: <
DISABILITY TYPE: 4 UETERAN STATUS: Rl
DISABLED: UETERAN: 4
DISPOSITION CODE: 4
DISPOSITION DATE: ) «
EEO1 CLASS:
HIRE DATE: 4
HOME ZIP: R
TNTERNAL/EXTERNAL: 4 Date Created:
0B GROUP: Rl Date Updated:
NOFIRST NAME R
DLAST NAME Rl
NOMIDDLE INITIAL: 4
'OSITION: 4
REQ #: “
Screen 1 Enter Selection > Record: 1

D Delete. 'H -Hardcopy, U -Update, |# —Exit, 'R ~Print Form, |B -Brouse

Data Screen Number One in the Applicant Master File
contains Applicant Information needed to produce the
Applicant Flow and provide data to compute adverse impact
analyses (IRA's).

- Fountain Valley, CA
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A3 Requisition Tracking Screen

Requisitions - Affirmative Action Analyst - <{c> Allied Business Systems Inc.

conpany number: -
co!

location: «

pay rate: 4

position: «
requisition no: 4

req date: 4

Record created:
Date of Update:

Screen 1 Enter Selsction > || Record: 1

D -Delete. 'H F -Print Form, 'B -Brouse

—Hardeopy. [Ui—Update, 8 ~Exit,

Data Screen Number One in the Requisitions File contains
Requisition Information which automatically appears in the
Applicant Information File once the correct Requisition
Number is entered in this record and in the Applicant record.
Each requisition is identified by a User Defined Requisition
Number.

A3 Position Information

" A3 JOB INFORMATION SCREEN Copyright Allied Business Systems Inc 1987

JOB INFORMATION
Job Title: 4 EEOL Codeft: < Joh Code: «
FLSA Status: o ARP Job Group: < ActivesInactive: 4
| GRADE INFORMATION
Grade: < Monthly Hourly
Min imun
First Third
Midpoint
Second Third
Max imum

Date Record Updated:12/29/92
Date Record Entered:12/29/92

Secreen 1 Enter Selection > ] Record: 1

D —Delete, 'H -Hardcopy, ‘U —Update. 'K —Exit. 'F —Print Form. B -Browse

Data Screen Number One in the Job Information File contains
Position Information which automatically appears in the
Employee Master File once the correct Job Code is entered in
this record and in the employee record. Each position is
identified by a user defined Job Code.

A3 Grades File/Table

AAA  Grade File Copyright Allied Business Systems I[nc. 1989

GRADE Number: <

Monthly Anounts Hourly Amounts

Mininun <4 4
First Third 4 Pl
Midpoint - Pl
Second Third 4 <
Maxinun 4 4
Date Created:
Date Updated:
Screen B Enter Selection > Record: 1

D —Delete. 'H —Hardcopy. "W -Update. 'R —Exit, 'F —Print Forn., ' B —Browse

Data Screen Number One in the Grades Table contains Grade
Information which automatically appears in the Job File once
the correct Grade Number is entered in this record and in the
Job record.

Page 10

A3 Job Group File/Table

Job Group Table (c> 1989 Allied Business Systems Inc.

[ Job Group Code: |

[ dob Group Descriptive Mame: < ]

Date Created:
Date Updated:

Screen Enter Selection > ] Record: 1

D Delete. |H -Hardcopy. [U -Update. |® —Exit. |F —Print Forn. |B -Brouse

Data Screen Number One in the JOB GROUP TABLE File
contains Affirmative Action Job Group Codes. The Job Group
Codes are User Defined and can be modified.

A3 EEO Codes Table

EEO Codes File Affirmative Action Analyst (c) Allied Business Systems Inc 1988

EEO Gode — Yhites:
EE0 Code — Blacks:
EEO Code - Hispanics:
EEQ Code — fAsians:
EEO Code — Amer Ind:

AAhAA

Conplete the above codes only on record one. This file will be used as a
reference by the A3 Plan Maker Progmam.

ENTER THE CODES EXACILY AS THEY ARE SHOWN IN THE EMPLOYEE FILE!
ERRORS IN THE WAY THE GODES ARE ENTERED WILL RESULT IN ERRORS IN YOUR REPORTS.

Date Record Created:
Date Record Updated:

Screen 8 Enter Selection > Record: 1

D' Delete. 'H -Hardcopy, (U -Update, 'R —Exit, 'E'—Print Form, B -Brouse

Data Screen Number Zero in the EEO CODES TABLE File
contains Affirmative Action EEO Codes. The EEO Codes are
User Defined. This file must have data for the program to
function correctly.

IN SUMMARY . ..

The A3 screens are easy to learn and use
for the "casual" user, the sophisticated
user, and the daily data entry operator.
English prompts mean quick training time
and immediate guidance. Call Allied and
arrange for a remote demonstration so you
can see for your self the power and ease of
the A3 - the Affirmative Action Analyst
and Plan Maker!

© 2001 Allied Business Systems Inc. - Fountain Valley, CA
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Pricing For A®

DOS, Single User ................. $4,500.00
FilePro DataBase ..................... $900.00
DOS Network, 5 Users ........... $7,500.00
FilePro Database ................... $1,495.00

UNIX Network, 1-32 Users...... $7,500.00
FilePro Database ...................... Call

THANKS FOR YOUR
INQUIRY!

We have a
SPECIAL OFFER
Just For You...

Seeing is believing!!

How about a demo? Not a simplified slide
show version of the program, but a fully
guided demonstration of a LIVE program.
See how it actually works for yourself, and
never leave the office! And best of all, it
costs you nothing but your time and some
phone charges.

You Can:

M See the data screens

M Update data

M See how data edits and error correction work
M Build your own reports in minutes

M Create a form

M Print a report to screen

M Look at the files

M Use your time productively with a live system!
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HOW CAN YOU TAKE ADVANTAGE
OF THIS OFFER??

Simple. First, you must have available:
1. a computer
2. a minimum 14400 baud
modem, or better
3. a communications program like
PC Anywhere (we can send
you a copy)
4. two phone lines, one for the
modem and one for us to talk

Call us at (714) 963-5554 and arrange for a
Demonstration Appointment. We'll set up an
mutually convenient time, and give you
instructions for calling us back.

Invite others if you think it will be helpful
or if you think they may have questions
that you're not aware of. The demo can be
short or up to several hours.

Why a “live” demo?

All too often, to see a program, you get a rigid slide
show, or a "restricted" version of a demonstration
program. The restricted types hardly work, as
many features don't function, and they require full
installation procedures. The slide shows don't work
at all. They may look impressive but they don't
actually function like the real program. AND in
either case, you are on your own, with no one to
ask questions, to provide help, or provide
guidance. BUT NOT with a live demo. With
Allied, you get it all! ...in the comfort of your
office.

We really are as close as your
phone. So call today and make your
appointment now! Ask for Lea at
(714) 963-5554, Extension #3 or
Email sales@alliedhr.com
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