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. Create and manage employee records

° Report on employee records utilizing analysis reports and chart features

. Create reminders and auto generate reminders

. Manage leavers and leaver processes

. Manage new starter processes

. View leave entitlements and holiday calendars

. View sickness levels and create analysis reports and trigger absence scheme tasks
. Upload and merge documents

. Utilize global updates to apply changes on mass

° Maintain all records in one software
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Introduction to Simply Personnel Manager

The Personnel Manager module allows users to create and maintain employee records and produce
analytics based on this data. Users can save documents against an employee record for filing and
review also using mail merge functionalities to merge data with letters. There are in-depth analysis
reporting tools available for easy reporting functionality.

The purpose of this manual is to assist Administrators of the system with day-to-day functionality
and also delve further into settings business processes etc.

Personnel Manager

Y
¥ System Setup Task Summary
Q Employee Search

Add Employee
£ pad el

®® Attendance Planner

L_rf;_ Organisation Charts @ Simply Answers

ﬁ Reports
|_Back
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System Setup

The System Setup is an area where the user can define the Organisation’s structure so it can then be
applied to employee records and display where they sit within the business.

e The web link should only be completed if additional modules have been purchased.
e Entering the details below can also be useful when using the mail merge feature.

Company Details

;I-‘ Business Rules

m Workflow Processes

g System Parameters

@ Screen Designer

e Select Company Details

Personnel System Setu RGE"C

Company Details:
Company MName:
Telephone:

Fax Number:
E-Mail:

WWW:

Web Links:
Seff Service:

Timesheets:

Time & Attendance: |

Online Recrutment: |

|SP Demo

020223344
020223345

|info @spdemo.co,uk

|www spdemo.co.uk|

|hﬁp:fﬂocalhost,-’sirnph'webpersonnelf

e Enter information on the main and address page

e C(Click Ok

Repeat this on the address page, enter the details and select OK to save.
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Business Rules

The Business Rules allow the user to define how Personnel Manager works for the company i.e.
absence reasons, departments location, positions etc.

Business Rules are separated into two categories - Mandatory and Optional.

‘ Company Details

‘-I-‘ Business Rules

‘m Workflow Processes

‘g System Parameters

‘ Screen Designer

e Select Business Rules

Locations

Personnel System Setup

Salary Bands

Salary Grades

Company Hierarchy

Salary Calculation Maintenance

Employee Groups

Time & Attendance Shift Plans

Posts

Time & Attendance Work Periods

Holiday Year Profiles

Personnel Tasks

Holiday Years

Automatic Task Dates

Bank Holiday

Time Periods

Holiday Catgories

Employment Types

Weekly Holiday Accruals

Payroll Companies

Absence Categories

MNotice Period

Absence Reasons

Courses
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Locations/Departments and Company Hierarchy

LOCATIONS & DEPARTMENTS

The first section of Business Rules allows the user to determine the organisational structure. The

user can set either Locations and Departments or the Company Hierarchy.

To enter a new Department/Location

e Select Add

e Complete Name and Description

e Click OK

Departments

Business Rules
@ Departments

Accounts

Accounts

Adrinistration

Locations

Administration

Consultants

Company Hierarchy

Consultants

Human Resources

Human Resources

Employee Groups m =
Management
Posts Production Viai
Holiday Year Profiles Sales =
Holiday Years — Name: I |
Bank Holiday Time Periods Description: | |
Holiday Catgories Employment T| In Use
Weekly Holiday Accruals Payroll Compa
Absence Categories Notice Period
Absence Reasons | | Courses

N

Repeat this for locations also.
Update will allow an existing Department/Location to be amended.
Delete will remove the Department/Location and anything or anyone associated with it.

If a Department/Location is no longer in use there is an ‘in use’ check box to deactivate the area yet
retain any historical information associated with it.

a Croner-
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COMPANY HIERARCHY

Company Hierarchy is an alternative to using Department/Location to describe where employees
work with up to 5 levels of description allowing the user to go into greater detail i.e. adding teams
and cost centres.

Hierarchy Maintenance X

Development
Simply Personnel

i Development
Technical Support
Training

Main

Details:

Name:
Description
Level:

Address:

In Use

) =1 TN

To add to an area highlight the section

Page | 7

Select Add

Enter the name and description
Addresses can also be linked these are created within the address section on the optional

side of the Business Rules

Once built the hierarchy will need to be activated, this is completed within the system
parameters [see Company under System Parameters for activation information].
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EMPLOYEE GROUPS

This is where a user is able to group employees together into specific groups i.e. managers, first
aiders etc. and filter the Attendance Planner to view a group’s holidays/absences.

Details:

Business Rules m Wi

Group Name: | First Aider

Mandatory a ‘ Employee Groups {2 Add New Employess To Group
Departments . dd Emp A inuse
Locations There are no items to show. e, Members:
Company Hierarchy :IDe\ete ID  [Suname Forname
E % Alcock Vicky

mployee Groups -

= 4 Beasley James

Posts 2 Brown James
Holiday Year Profiles 27 Butler Adam
Holiday Years
Bank Holiday |
Holiday Catgories Employment Types
Weekly Holiday Accruals Payroll Companies
Absence Categories Notice Period
Absence Reasons Courses

[ ot ] e ]

Select Add

Provide the group with a name

Select Add from this section and use the employee search to add the relevant employees
CTRL > click can be used to select multiple employees

Once compiled press Add to add them to the group

Select OK
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POSTS

This is where the user can define the different job titles within the Organisation

Business Rules

Mandatory 9 —
Departments
- TNA Profile = Add...
Locations Accounts Manager  Managers 999 =
Company Hierarchy Administrator Administration 999 o
Employee GI’DUpS Commercial Director 999 M Fost Mairtenance
Post Factory Assistant Ma... Factory Operative 993 M
osts
Factory Manager Factory Operative 999 =
HOIiday Year Profiles Factory Operative 999 % Post | |
Holiday Years Finance Director 999 M Reports to | -
Bank Holiday Human Resources A.. 59 v Postions:
Holiday Catgories Employment rypes | Shares:
Weekly Holiday Accruals Payroll Companies In Use
. . . THA Profile: -
Absence Categories Notice Period Descri _Ie | |
P Set | Oped
Absence Reasons 1 Courses Document |
[ Back |

Enter the job title within the Post section - users can specify the reporting job title here also. Then
define how many positions are available within that post and how many people share the position.

If the business has an Administrator who works Monday to Wednesday and another Administrator
who works the rest of the week there are 2 shares within that job role.

TNA Profile relates to the training needs section of Training Manager.
Description Document is where users can set the path of the job description for the role.
To add the post

e Select Add enter the title
e Select OK

Users have the “in use” check box to again deactivate a job role yet retain the history.
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Holiday Setup

This section a user can define their holiday years, the start date and ends dates of the year and also
bank holidays within the company.

HOLIDAY YEAR PROFILES

Here the user can provide the names of their holiday years for example there maybe two profiles if
the Organisation has some employees on a financial year and some on a calendar year.

Mame: | Holiday *ear
In Use

There are no items to show. Update...

Cancel

e Select Add
e Enter the name
e Click OK

Update will amend an existing year, Delete will remove the profile and years and data associated
with it.
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HOLIDAY YEARS

This section the user can enter the start and end dates of the year and assign it to the relevant
holiday year profile. This will be used later when activating holiday years to allow holidays to be
entered to the relevant year.

e Select Add
e Select the relevant profile for the year
e Enter the start and end dates press OK

Holiday Year Details

Start Date End Date
Heliday Year 01/01/2014 3171272014
Haoliday Year 2015 01/01/2015  31/12/2015

Profile Haoliday Year

Profile: [Holiday Year

Year: |21]'I'Ei |

Start Date: | 01/01/2016 I
End Dats: | 31/12/2016 !

Page | 11 Personnel Manager — User Manual v1.0 a C,roner"

HR-Tax-H&S-Reward



BANK HOLIDAY

In this section the user can detail the bank holiday dates for the year, and also specify if they are
additional to employees’ annual leave entitlement and therefore would be duration of 1.

Alternatively set to 0 so the system does not deduct a day from annual leave entitlement.

On selecting bank holiday the user will be greeted with three different profiles - select the
appropriate profile for the Organisation.

IMPORANT - Bank holiday dates must be updated each year.

Bank Holiday Maintenance X
Business Rules Bank Holday
Holidays:
Profile Name: | England and Wales
England and Wales Heliday Name Start Date
Departments P — NewVearsDay  01/01/2015 01/01/2015 040 0:00
Locations Scotland Christmas Day 25/12/2015  25/12/2015  0.00 0:00
Employee Groups Details:
Posts Holiday Name: | ‘
Holiday Year Profiles starroate: | M
Holiday Years edoats [ W w
Bank Holiday Duration: D days
Holiday Catgories hours D days SetCoowsTo: [ ¥
Weekly Holiday Accruals Colour: [ — | hours
Absence Categories
Absence Reasons ®m
==
-

Highlight the profile for amendment

Select Update

Once in the relevant profile begin entering the dates

Select Add and provide the name of the bank holiday

Enter the start and end date

If the duration 1 is entered a day will be deducted from employee’s entitlement - 0 will not

Select OK
Click Yes

«. Doyouwish to update the holidays for the employees that use this
Lg profile? All existing bank holidays will be replaced with the cnes for this
profile,

It is necessary to enter the bank holiday dates each year.
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HOLIDAY CATEGORIES

In this section a user is able to specify holiday categories that can then be selected when booking a

holiday.

Business Rules

I —

Departments

Holiday Categories

Locations

Annual Leave Annual Leave

Do Mot Reduce Entitlement

Company Hierarchy

Employee Groups

Posts

Main

Holiday Year Profiles

Name:

Holiday Years

Description:

Bank Holiday

Colour:

Holiday Catgories Empl
Weekly Holiday Accruals Payrg
Absence Categories Notid
Absence Reasons Cour.

[Ton

|Ton

I:IV|

) 0o Not Reduce Entitlement

-]

Checking the box Do Not Reduce Entitlement when selected will not deduct a day from the annual

entitlement.

For users of Self Service element these categories will feed through to the online portal.
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WEEKLY HOLIDAY ACCRUALS

Users can utilise this section to calculate holiday entitlement for employees that operate a zero hour
contract or accrue holiday weekly. An employment type entitled Zero hours will also need creating in
order for this to work effectively. This is set on the optional side under employment Type.

e  Firstly determine the accrual percentages
e Select Add enter the details

Business Rules
= ) Weekly Accruals

Minimum Entitleme... | Accrual Percentage | Overtime Percentage
Mandatory “ 2 d

Locations

Main

Company Hierarchy Detalls:

Employee Groups Minimum Entdement:
Posts Accrual Percentage: D

Holiday Year Profiles Overtime Percentage: D
Holiday Years

Bank Holiday
Holiday Catgories

—

Weekly Holiday Accruals

Absence Categories

Absence Reasons @

Then complete the Employment Type setup

Business Rules

Employment Types

a InUse |Accrue Wee..

Departments Contractor
Locations Full Time
Company Hierarchy Part Time

Temporary
Employee Groups
Posts
Holiday Year Profiles ran
Holiday Years Employment Type:
Bank Holiday ] Time Periods [ Accrues Holiday Weekly
Holiday Catgories Employment Types @nuse
Weekly Holiday Accruals Payroll Companies
Absence Categories Notice Period
Absence Reasans 1 Courses

[ _peck |
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Absence Setup

In this section a user can build their absence setup creating categories and linking reasons against
the category for effective analysis reports. Users can also define an absence scheme to alert via
tasks if an employee hits a certain pre-determined trigger.

ABSENCE CATEGORIES

Here the user will first create absence categories to then associate with absence reasons.

Business Rules .
Absence Categories

Mandatory i VSIS

Departments Compassionate W
" Maternity M

Locations Patemity -

Company Hierarchy Sick =

Employee Groups

Posts

Main

Holiday Year Profiles

Holiday Years Name: | |
Bank Holiday L] In Use
Holiday Catgories

Weekly Holiday Accruals

Absence Categories

Absence Reasons

e Select Add
e Enter the category
e Press OK

Deleting a category will remove all reasons assigned to it and therefore potential
absence data corruption. If a category/reason is no longer required, uncheck the In
Use box.
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ABSENCE REASONS

Here the user can pinpoint the reason for the absence and assign to the relevant category. Users
also have the option to include the absence within the absence scheme which will by default include
in the scheme such as the Bradford Factor but can be manually un-checked on creating the absence
at the time.

Business Rules
‘ Absence Reasons
Main
Absence Sche..

Mandatory Backache Sick = 7 UpeE Absence Reason: | |
Departments Dentist Appointment @ 2 Category: Appaintment B
Locations gz“‘” ';::"'"""E”‘ : : ) Indlude in Absence Scheme
Company Hierarchy Headache Sick 7 7 Dnuse

Employee Groups Maternity leave Matemnity =] w2 Colour: !I

Posts Medical Appointment = =

Sick Sick %) [~ L

Holiday Year Profiles - e — - =

Holiday Years ‘ Automatic Task Dates

Bank Holiday Time Periods

Holiday Catgories Employment Types

Weekly Holiday Accruals Payroll Companies

Absence Categories Notice Period

Absence Reasons Courses

- -

e Select Add

e Enter the reason

e Select the relevant category

e If required, check to include in the absence scheme

e Click OK
"Hide in Self Service’ if using Self Service and wish to restrict the view.
It is also possible to ensure a certain reason generates a self-certification email to the
employee.
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ABSENCE SCHEME

In this area a user is able to define the company’s absence policy to set triggers to alert them if an
employee’s absence is high.

Only one absence scheme can be active at one time.

" Main  Triggers
Business Rules Detais:
‘ Absence Schemes Name: = ——

Mandatory <

Departments Scheme Name Scheme Type

Locations Absence Count Occurrence 0 Colcuiated Value:

. Attendance Reward Reward & © Duration

Company Hierarchy Bradford Factor Score Based 7 © Number of Absences

Employee Groups = © Bradford Factor Calaulation

Posts (Mumber of Absances x Number of Absences x Total Duration)
Holiday Year Profiles Date Settings:

Holiday Years ® Roling Period: Months
Bank Holiday O Fixed Date:

H . Day:
Holiday Catgories Employment Types = IZ'
N . Month: | January v
Weekly Holiday Accruals Payroll Companies ey
- - y © Use First Absence
Absence Categories Notice Period
Absence Reasons Courses
- -

e Select the absence scheme required
e Click Update
e Select the calculated value and date settings required

Main  Triggers
Details:
Description Lower Limit (Upper Limit
Recommended Action e B )
Recommended Action - Final ... 400,00 G49.99
Recommended Action - First ... 12500 399.99
Recommended Action - Verb... 50.00 12499

R
o | I

e Select the Triggers tab to amend the score in line with the policy in place, and amend the
description of the tasks [optional]
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o To do this highlight the relevant trigger
o Select Update
o Click OK
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ABSENCE ENTITLEMENTS

This section allows a user to define the company sick pay which when assigned to each employee
will calculate their absences at a full rate and reduced rate and identify how much time is unpaid.

Departments

Business Rules

Absence Entitlements

Cr—

Locations

Company Hierarchy

Employee Groups

Posts

Holiday Year Profiles

Holiday Years

Bank Holiday

Profile Name

Employee

Manager

Holiday Catgories

Employment Types

Weekly Holiday Accruals

Payroll Companies

Absence Categories

Notice Period

Absence Reasons

Courses

e Select Add
e Name the profile — a company can have more than one profile if the policy is not the same

for all employees
e Specify when Company sick pay starts in ‘Available after (Months)’ for example, after the

probation period has expired.
Specify the date settings
Begin adding categories
Specify a waiting duration
How many days at a full rate and how many days at a reduced rate
Click 0K
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Details:

Prafile Name: mployee
Available After (Months):
Binuse

Date Settings:

@ Raling Period: Months

O Fixed Date:

O Use Employee Start Date

Entitlements:

Absence Category |Waiting Duration|Full Rate |Reduced R...
Sick 200 300 1000

This will then be visible on each employee record using the above rule to calculate

paid entitlement
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Access Profiles and User Maintenance

Within this area a user is able to set up access to Personnel Manager and restrict or un-restrict

certain areas of the system.

ACCESS PROFILES

The user determines access using the traffic light symbols to restrict, un- restrict and provide read

only permissions to certain areas.

Business Rules Proie

Access Profile Maintenance  Categories

Description

Access Profiles

T -

Departments

Locations

FULL ACCESS

FULL ACCESS.

Company Hierarchy

HOLIDAY HOLIDAY

Employee Groups

Posts

Holiday Year Profiles

Holiday Years
Bank Holiday

Holiday Catgories

Employment Types

- A\ Resticted

A\ Read only

(@) Unrestiicted

A\ Dferent Permissions

The access profile
maintenance alows you
o definz which areas of
the system  user has

accessto.

Uss the general settings
o restict access to
particular options

g

Weekly Holiday Accruals

Payroll Companies

icensed Products:

Use the Licensed
Products section to
restrict access to each

Absence Categories

Notice Period

Restrict All Smply Personnel Screens
Restrict Al Simply Training Screens

Absence Reasons

Courses

Restrict Al Smply Recruitment Screens

OO0

Restrict Audit Reporting (SQL Server only)

product.

Use the Categories page
Io restrict access to

Disables all of the options in the Personnel module.

ceitain documert groups
and notes categories.

Select the dot on the areas to restrict that section, select it again to make it read only

There is also a Categories tab which will allow users to restrict the profile on certain
Document groups, Notes and Absence Reasons.

e Select Add
e Name the profile
[ ]
e C(Click OK
Page | 20
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USER MAINTENANCE

Within this section users are able to create the user username, password and assign an access

profile created previously.

Departments

Business Rules
Users.

Albert Abbott

Locations

ADMIN ADMIN

Company Hierarchy

Employee Groups

Posts

Holiday Year Profiles

Holiday Years

Bank Holiday

s Nome as

Holiday Catgories

Employment Types

Weekly Holiday Accruals

Payroll Companies

Absence Categories

Notice Period

Absence Reasons

Courses

Select Add

Provide the username
Set it against their employee record
Set the access profile

If Locations/Departments are required:

User Maintenance

Usemame
Password.
Name/Employee:
Profile

Securty Level

<<All>>

Department/Location Access

Department Location m

Hiermrohy

I |
\ |
R N - |-
[FuLL accESS |

9 Link Tasks to Outlook Diary
Use Dashboard

<<ALL>>

Use the department/location access to allow accsss to specfic
department/location combinations. Use <<ALL>>to allow access to all
departments/locations and <<BLANK>> for blank departments Aocations

e Option available to remove the ALL /ALL on the Location/Department section to restrict the
user to only certain departments or locations

e To do this highlight all and click Delete

o Select Add to add the relevant departments and locations
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If Hierarchy is required

e Select the Hierarchy tab
o Tick the areas the user has access to
e Click OK

User Mairtenance  Hierarchy

D-_ Simply Personnel Demo
=] Bimingham
|l Accourts

B Administration
B Consultants
8 Human Resources
i
8 Managemert
8 Production
i Sal=s
i Telesales

ml |8 Glasgow

F | Le=ds

=t | London

Detaila:

Location: | |

Department: | |
Each time a new section is added to the hierchy, users will need to provide existing
accounts access to the new section via System Setup>Security>User Maintenenace.
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SECURITY LEVEL

Within this section a user can determine who a user has access to by determining security levels on
the User Maintenance account and then assigning on the employee’s records Work tab.

If a user a level of 0 is assigned the user will see all accounts, if a user a level of 1 is assigned the user
will only see those on 1 and below.

_ Security level setting

User Maintenance lierar
- on user account.

Usemame |
Password!
- -
Profile: HOL\DAY
Securiy Level:
Link Tasks to Outlook Diany
Use Dashboard
Department/Location Access:

Department Location m
<<AlLL>> <<All>> -
Delete

Use the department/location access to allow access to specific
departmentdocation combinations. Use <<ALL>> to allow access to all
departments/locations and <<BLANK:> for blank departments/locations.

ox

On the employee record:

Work  Job / Salary  Shifts  Benefits / Vehicles Appraisal  Disciplinary / Grievance
Wark Details: Work Details:

Date Commenced: )5/01/2006 . Company E-mail: |a.abbott@simplydemo. | Absences
Syears & months
B0n Fred Tern QL Securty Level: [0 >
Ficed Tem End Date:| | How Recuted
Albert Abbott

Recruitment
Employment Type: Full Time £0.00
Human Resources Manager Cost:

Intemal Extension:

@ FUTURE TASKS

Management Payroll Information:

Cont 5 Holidays
London Datel!ﬂl.lous Enice |:|. Include in Payroll o
Reports To: Oyears Omanths Payroll Number
Catherine Bathley ";f:fﬁ;“ of Service 105 Payroll Company: [ Sags - I '

Working Duration {Days/Hours): Picture:

Monday: H
Personal click the charts for more

Wednesday: :
nescay Employment Calculator
Attendance Thursday.

Book Holiday

Training / Qualifications Friday:
Saturday: : Record Absence

Docs / Contracts

Sunday: : Attendance Record

Holiday Card

Save Cancel
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TASK LIST ACCESS

This section shows how a user is able to assign tasks to other users of Personnel Manager so they

can view the same tasks.

Business Rules

Mandseory ———————————— Pilloional |

Departments Salary Bands Task List Access
Locations Salary Grades
Company Hierarchy Salary Calculg
Employee Groups Time & Atten

Posts

Time & Atten

Holiday Year Profiles

Personnel Tag

Holiday Years

Automatic Ta:

Bank Holiday

Time Periods

Holiday Catgories

Employment Types

Weekly Holiday Accruals

Payroll Companies

Absence Categories

Notice Period

Absence Reasons

Courses

e Highlight the user
e Click Update
[ ]
o Click Save
Page | 24

Check the box for those who are to be granted access

Personnel Manager — User Manual v1.0

User. A4BBOTT
Access Granted To The Tasks OF

The user being updsted wil be granted access
to &l the tasks in the list for the selected users.

3 Croner-

HR-Tax-H&S-Reward



Document Templates and Email Templates

DOCUMENT GROUPS

A user can store document templates that can then be merged against an employee’s record. By
creating document groups a user is are able to easily filter through the documents i.e. they may have
a Contracts group in which the user may store an employee’s contract of employment or salary
review letters.

Document groups are also used to group together any template documents required for sending out
to an employee.

Within the document group users can then specify default file names.

Details

Business Rules _ Document Group

B Document Groups Group: I |
EEpSiUTents Absence ¥ Defaut Flenames
Company irarcy Cos -
Employee Groups 5 Emails B
Posts Grievance =
Holiday Year Profiles Leaver ¥
Holiday Years _NEW Slart_e' ”i A
Bank Holiday — Time Periods
Holiday Catgories Employment Types
Weekly Holiday Accruals Payroll Companies
Absence Categories Notice Period
Absence Reasons Courses

e Select Document Groups
e Click Add
e Enter the group name
e To add a default filename again select Add and enter the name
e Click OK
Page | 25 Personnel Manager — User Manual v1.0 ‘ gﬁgng



PERSONNEL DOCUMENTS

This section shows how a user can insert a template document which can then be merged with an
employee’s record to automatically insert the relevant data.

Business Rules

e | O

Departments

Personnel Documents

Document Group: [ ccAlloy

Locations

Company Hierarchy Application for Employm... New Starter

Application for Flexible .. Working Time

Employee Groups

Posts Confirmation of Dismiss... Disciplinary

Confirmation of Dismiss... Disciplinary

Holiday Year Profiles Deduction from Wages  Contract

of standard dect
Group, [New Stater -

Holiday Years
Bank Holiday
Holiday Catgories

Disciplinary Investigation... Disciplinary
Disciplinary Procedure  Disciplinary
Draft Notice of Disciplina... Disciplinary

Employee Warning Notice Disciplinary

Weekly Holiday Accruals cmployment contract_ Contract

Absence Categories Employment Interview  New Starter

Absence Reasons

e Select Add
e Provide a name for the document

e Click OK the next dialog box will appear allowing the user to browse to an existing template
or create a new one.

() Create New

@ Create from File |C:\F‘mgmm Files £<BE)\Simphy F'ersonnel“

1 Display As Icon

Resutt
Inserts the cortents of the file as an object into

P Y your document so that you may activate it using
E the program which created it.

If a server busy message appears, this is due to a permission box waiting behind all
open applications. Press ALT AND Tab on the keyboard to navigate to this area:

Microsoft Word =

Opening this document will run the following SQL command:
:E SELECT *FROM C:\Program Files (x86)\Simply Personnelimerge. txt
Data from your database will be placed in the document. Do you want to continue?

Show Help =>

[res | [ | [rep |

Was this information helpful?
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To create a new document

e Select Create New
e Choose the file format

e The document will open to allow the user to insert merge fields

Microsoft PowerPoint Slide 8 Display As Ioon
Microsaft Visio Drawing b

@ Create New

Create from File

Result
Ingerts a new Adobe Acrobat Document object

Eﬁ into your document.

The box illustrated below will appear on the MS Word toolbar

Insert Merge Field

Insert:
() Address Fields (@ Database Fields
Fields:

-
Surname B
Forename I—I
Other_Mames

Known_As

Title

Date_of_Birth

Gender

NI_MNumber

Marital_Status

Dependants

MNationality

Ethnic_Origin

Religion

Home_Status aii

et Pl J({_toeert_)

When creating the document users should use merge fields and insert into documents where
relevant.

Once amendments to the documents have been completed the document must be closed but not
saved. Simply Personnel saves the document automatically.

If an error message is displayed stating a text file is missing please follow the guidelines
here :

https://simplypersonnel.zendesk.com/entries/22993167-Personnel-Manager-This-file-
could-not-be-found-C-Program-Files-merge-txt-
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EMAIL GROUPS

This section illustrates how the user can create email groups to enter their email templates again for

filtering purposes.

Business Rules

[rsndaory R

T

Departments

Email Groups Email Group

Locations

Company Hierarchy

Employee Groups

Posts

Holiday Year Profiles

Holiday Years
Bank Holiday
Holiday Catgories

Weekly Holiday Accruals

Detals:

Group Name

Gowp: |
New Starter

Simply Personnel
8 simply Training

8 Simply Recnitment
In Use

FayToTrCoTIpaTT

Absence Categories

Natice Period

Absence Reasons

Courses

e Select Add

e Enter the name of the Group

e Click OK

Checking the other modules allows the user to access this group from other sections of
the software if those modules are available.
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EMAIL TEMPLATES

After creating the Email Group within this section the user is able to create an email template that
can be sent to employees through the Personnel Manager system.

Business Rules

Mandatory
Departments

Locations

Company Hierarchy

Employee Groups

Posts

Holiday Year Profiles

Holiday Years

Bank Holiday

Holiday Catgories

Weekly Holiday Accruals

Absence Categories

Absence Reasons

Template

Template Details:
Template Name: || ‘

Email Group

Email:

From Address:

To:

BCC:

Subject:

Body:

Document Group: | <<alle> o

N

Atachments

| Mew Starter - ‘ There are no items to show.
| ‘ Select one the fields from the list, the control you
wish to update and then click on the Insert
| ‘ button, or manually type the field where required.
[ | Applicant Address ] -
[Applicant. Address2]] @
[ | Applicant Address3]]
Applicant. Address4]]
| | [Applicant. Address5]]
Applicant. Agency]]
Use HTML Applicart. Applicant|D]]

Applicant. DateOf Birth]]
N Applicant. Disabled]]

[Applicant. EnquiryDate]]
[Applicant. EthnicOrigin]]
Applicant. Event 1Date]]

[Applicant. Event 1Time]]
[Applicant. Evert 1Type]]
[Applicant. Event2Date]]

[Applicant. Event 1Location]]
Applicant. Event 1Participants]]

-

e Select Add

e Provide the template with a name and link to the relevant group

e Untick — Use HTML

e Using the merge fields on the right begin to build the body of the email

e Click OK
Page | 29

Personnel Manager — User Manual v1.0

N —

a Croner-

HR-Tax-H&S-Reward



CLEAR LOCKED DOCUMENTS

If a message opens stating a document is in use and cannot be accessed when accessing a document

the user can clear the In Use flag and access the document.

e Select clear locked documents
e The following screen will appear

Other users may currently be using a docurnent, Are you sure you wish
to clear all of the Tn Use' flags?

e Select Yes
e The next confirmation screen will appear

i; 'In Use' flags cleared.

e Click OK

Page | 30 Personnel Manager — User Manual v1.0

‘ Croner-

HR-Tax-H&S-Reward



Optional - Business Rules

This section allows the user to populate dropdown lists on an employee record such as nationality,
ethnic origin etc. It is simply a case of adding and saving the entry which will then be accessible from
an employee’s record within the relevant dropdown list.

SALARY BAND MAINTENANCE

In this section users are able to set upper and lower limits for employees and apply them to the
band via their salary record.

Main

Name:

Description 17/08/2015 Optional &

Upper Limit ,000. Salary Bands

Lower Limit ) Salary Grades

Effective Date Salary Calculation Maintenance
Time & Attendance Shift Plans
Time & Attendance Work Periods

Personnel Tasks
Holiday Years Automatic Task Dates

Bank Holiday Time Periods

Holiday Catgories Employment Types

Weekly Holiday Accruals Payroll Companies

Absence Categories Notice Period

Absence Reasons Courses

Click Add
Enter a name and description for the banding
Enter a lower and upper limit

Enter the date the banding came into effect
Click 0K
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SALARY GRADE MAINTENANCE

In this section the user is able to set the Organisation’s salary grading where the grade is a specific
value.

Salary Grade Maintenance _

MName Effective Date In Use
17/08/2015

Point1 .
Optional =

Salary Bands

Main

Salary Grades

Name: Poiri 1 Salary Calculation Maintenance =
Description: |ant 1 ‘ Time & Attendance Shift Plans
Salary £22,000.00 Time & Attendance Work Periods
Pay Period ’Year—" Personnel Tasks
Effective Date: [1708205 | :U Automatic Task Dates
In Use Time Periods

Employment Types

Payroll Companies

Notice Period

Courses

Select Add

Enter the name and description for the grade
The pay period; monthly yearly hourly etc.
Enter the effective date

Click oK

When applying a grade/band or both to an employee their salary must follow the rule
if the salary does not fall into the specific grade the record will not save.
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Work Periods and Shift Plans

It is important for employees’ working patterns to be created in the system so when a

holiday/absence is entered the system knows the days they do and do not work so can deduct

accordingly.

Business Rules

Work Periods

Name Description

Full Time Full ti

Monday, Tuesday Wednes... Monday , Tuesday Wednes... M
Wednesday & Thursday Wednesday & Thursday %
Week1 Week1 M
Week 2 Week 2 M

Holiday Catgories

Salary Bands

Salary Grades

Salary Calculation Maintenance

Time & Attendance Shift Plans

Time & Attendance Work Periods

Personnel Tasks

Automatic Task Dates

Time Periods

Employment Types

Weekly Holiday Accruals

Payroll Companies

Absence Categories

Notice Period

Absence Reasons

Courses

e Select Work Periods

e Select Add the next dialog box will appear to allow to specify the days and hours.

Main
Details:
MName: |
Description: Full time
Is Active
Day Start Time End Time GE;f:siN Gr?;?ng}UT Break Hours WthI:;:urs
12 Monday [ooo0]  [omoo] | o | o] [omoo] om0
@tuesday  Jowoo | [omeo] | o | o] [omoo] o730 ]
2 wednesday  [00:00 | [o0:00] | 0| | 0| [o0:00 [07:30]
@ Thursday  [00:00 | [o0:00 | | o | o [o0:00 [07:30]
1 Friday [o0:00 | [o0:00 | | o | o [o0:00 [07:30]
@ saturday  [00:00 | [00:00 | | o | o [o0:00] [o0:00]
B sunday [pooo]  [ooo] | o | o] [osmo]  [oow0]
[o:00 | |3730 |
x|
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SHIFT PLAN

Using the shift plan section a user is able to set rotating shifts plans using the work period first to
create the various working weeks, then linking them to a shift plan within this section.

. Main
Business Rules Shift:

Employee Groups

Posts

Holiday Year Profiles

Name:
) Shift Plans Desaiption:
Mandato
y Add
Departments
- There are no items to show. Update.
Locations
- Delete
Company Hierarchy

Detais:

Week [Work Period

1 Week 1 Week1 1

Night Staff

& Rotating Shift
8 1s Active

Work Period Descripti...|Number of Weeks 1“

2 Week 2 Week 2 1

Holiday Years
Bank Holiday | TITE PETTON:
Holiday Catgories Employment Types

‘Weekly Holiday Accruals

Payroll Companies

Absence Categories

Notice Period

Absence Reasons

Courses

e Select Add

[ )

[ )

e Click OK
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AUTOMATIC TASK DATES

This section shows users how to set reminders based on the list of date options.

TR @ Automatic Task Dates

Mandatory
Departments Main
. Task Details:
Locations
" Description: ‘ 3 Month Probation Review |
Company Hierarchy
Based On: ‘Emplnyee Start Date v |
Employee Groups —
Gender: Both -
Posts I
" In Use
Holiday Year Profiles
- To:
Holiday Years Apply To
_ Department: | <<ALL>> - r|.-.-.p
Bank Holiday —_— =
. . Location: ‘ <AL . |
Holiday Catgories Employment Types —
; . Post: [<=aLl>> -
Weekly Holiday Accruals Payroll Companies Employment ‘— — |
. " " Type: <<ALL>> -
Absence Categories Notice Period e I
Absence Reasons Courses Date Offset:
k1 Days: 14 * Enter a negative
' = number to create a
" 2 * reminder dated
m Months: = before the selected

Select Add

Enter the description of the reminder and select the required date for basing the task on
Specify criteria on which it will apply to i.e. Department/Location etc.

Within the Date Offset enter the reminder period e.g. 3 months after employee’s start date
Assign the task to the relevant employee

Click OK

The following dialog box will appear to determine when the user would like to start using
the task

Do you wish to create this task, or update existing tasks, for all of your current
employees or just those where the calculated task date has not already passed?

) Do not create tasks
) Create tasks for all employees

(® Create tasks for employees where the task date has not passed

III
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EMPLOYMENT TYPES

Here a user is able to create the necessary employment types.

Business Rules Main
‘ Employment Types
Mandatory e =

Name

| Employment Type: | TETIaRNE

Acaues Hoiiday Weekly

Departments Contractor = Bmuse
Locations Full Time 2 =]

Company Hierarchy Part Time ¥ =]

Employee Groups ;::Tj:z : ;

Posts

Holiday Year Profiles

Holiday Years

Bank Holiday [ ] TIME Perioa:

Holiday Catgories Employment Types

Weekly Holiday Accruals Payroll Companies

Absence Categories Notice Period

Absence Reasons L Courses L

e Enter name

e Relating back to the mandatory rules there is the option to link with the weekly holiday
accrual.

e Click OK
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NOTICE PERIODS

Here a user will create all notice periods recognised within the Organisation.

Business Rules

Mandatory ‘ Notice Periods
Departments .:ll "
o In Use
Locations
Company Hierarchy ¥
Ermol G 2 Months [
mployee Groups 2 Weeks =
Posts 3 Months 7
Holiday Year Profiles 3 Weeks ¥
Holiday Years
Bank Holiday
Holiday Catgories Employment Types
Weekly Holiday Accruals Payroll Companies ]
Absence Categories Notice Period
Absence Reasons Courses

e C(Click Add
e Enter the description
e C(Click OK

The user is able to assign a notice period within an employee’s Right to Work information
and the option exists to increase notice periods alongside the length of service as per
overleaf.
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LENGTH OF SERVICE

Here the user is able to set increment of holidays, absence entitlement and notice e periods after
being with the company for a certain period of time.

Business Rules @ Length of Service

Profile Name Max. Holida...
Main

Details:

Departments Profile Name:
Locations Max. Holiday Entitiement:
Company Hierarchy @ Use

Employee Groups
p y p Entitlements:

Posts

crease |Employee No... [Employer No...

36 1.00

Holiday Year Profiles

Holiday Years J Automatic Task Dates T;o 133
Bank Holiday Time Periods

Holiday Catgories Employment Types

Weekly Holiday Accruals Payroll Companies

Absence Categories Notice Period

Absence Reasons Courses

]
R E@EEes

Click Add

Provide the profile with a name

Using the month’s section set the period of time and then set the increments.
Click Ok

Optional Business Rules allow a user to populate dropdown lists on an employee
record, yet managing and restricting the list so when reporting there is a limit to
duplication of items.
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System Parameters

Here the user can set further default values for the system.

PERSONNEL

Personnel  Holidays Absences Task List Work Details Training Recruitment Compary — Email

Company Details

Default Values: Payroll Details:
Security Level I Set Payroll Numberto Employee 10 for New Employees
‘%‘ Busmess RUIBS New Starter Frocedure: Default Planner Options:
B Show Absences B Show Courses
f Process: | Mew Starter - |
a Workflow Processes New Employee:

FTE Details: B Force Automatic Emplayee 1D

/
/ Use FTE Full Tme Working Hours: @ Department / Location / Hierarchy is Mandatory

g System Parameters

Vi Sort Code
Use the format XX{-*3-¥X for the bank sort code
Screen Designer /
Salary Settings:
Overtime Rate: % Hourly Rate

[ Back |

Refers to workflow

processes

Entering the full time working hours and checking FTE allows the system to pro-rata
based on this value, when adding new starter’s part way through the year and also those
on reduced hours.
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HOLIDAYS

This section allows the user to pro-rata a new employee holiday entitlement based on the full time

balance.

Company Details

Personnel  Holidays ~ Absences Task List Work Detais
Holiday Entitlement Calculation:

‘-I] Business Rules

Round Entitlemert
© Tothe nearest

® Uptothe next 172 - | day.

m Workflow Processes

© Down to the previous

B Use Warking Duration to Calculats Ertitlement

Wesks Holday Per Year

g System Parameters

Defautt Values

Holiday Entitlemert

Screen Designer

Length of Service:

COMPANY

Add Extra Entitlement as: Addtional Entitlsment M

Training Recrutment Company Email
TOIL Settings:
TOIL Expires: @ Never:

O Daysor O Weeks
© Fued Date

o —
Month: January .

Holiday Accrual
B Update Holiday Accruals after Logaing In

Defauk Morithly Accnal: [0 |

Here is where the user can activate the hierarchy setup

Hierarchy:
Use Hisrarchy

Level |2 - | is used for Department
Level |1 - | is used for Location

Level 3 Description:

Level 5 Description:
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EMAIL

Personnel System Setup

Persomnel Holidays Absences Task List Work Detais Training Recruimert Company | Email

Email Server Settings Email Method:
. Server Name / IP Address |:| Please select the method you want to use for sending general
Company Details emals. Please note that the emal templates wil Use the

Fort 'SMTP settings above and ot this method

The Outlook option willink directly with Microsoft Ovtiook
‘and the "Mai To' aption wil open the computer's defauit emil

‘—I-‘ Business Rules Emai Authenticaton program.
Method: None -
e Send Email using Outlook -
. — o

‘a Workflow Processes — 1

FTP Settings: FTP Settings

‘g System Parameters FIP Sevec/PAddess | | EFTP Passie Mode

Screen Designer - — T

This section is important in order to send emails to employees.
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Toolbar-System Setup

While a user is completing work from the dashboard or on an employee record the toolbar can be
used to populate the business rules also.

HOME

Q@ @ ®

Time&  Training Recrultment Company System

Work

SYSTEM SETUP

Employee
- ttendance~

Departments

Locations

Company Hierarchy

Employee G
Holidays
Salary

roups

Time Periods

Employment Types

Payroll Companies

Motice Periods

Currencies
Addresses

PERSOMNMEL TRAINING RECRUITMEMT REPORTS UPDATES DOCUMENTS
I = b
o S L0k

Screen  Business gecyrity Documents
- Details  Parameters Designer Processes

System Setup

Dashboard

HE

Personnel System Setup

Company Details

‘-I‘ Business Rules

a Workflow Processes

The company drop down menu will allow a user to populate the location, departments notice

periods etc.

HOME

A

Company

SYSTEM SETUP

@ @

Time &
Attendance~

Employee
Absences 3
Benefits
Disciplinary Actions
Leaving Reasons
Notes Categories
Personnel Tasks
Posts
Length of Service
Visa Types
Work Permit Types

TRAINING REPORTS UPDATES

PERSONMEL
2 w0 K

S [ )
Sereen  Business gecyrity Documents

Tralnlng Recrmtment Cempany System
Details Parameters Designer Processes o -

System Setup

RECRUITMENT

DOCUMEI

Personnel System Setup

Company Details

‘-I-‘ Business Rules

Eﬁ Workflow Processes

The work drop down menu will allow a user to populate absence configuration such as reasons etc.
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The employee drop down menu allows users to create contact types such as work, home etc.

-— HOME SYSTEM SETUP PERSOMNNEL TRAINING RECRUITMENT REPORTS UPDATES DOCUMENTS HELP

A e = 2 ST 560 W
Company Wark Time & Training Recrutment C‘[’)mpaﬂy Symm Sereen  BusINEsS secyrity Documents

Attendance~ etails Parameters Designer Processes
Contact Types System Setup

Ethnic Origins
Home Status Types Dashboard

Mearital Status
Nationalities Personnel System Setup
Relationship

Religions

Titles ‘ Company Details

“-I-‘ Business Rules

‘ Eﬁ Workflow Processes

The time and attendance drop down menu will allow a user to configure a working pattern for an
employee.

HOME SYSTEM SETUP PERSOMMEL TRAINING RECRUITMENT REPORTS UPDATES DOCUMENTS HELP

A © e 2 D8I 06 R

Company Work Employee Tralmng Recrultment Company System  Screen  Business Security Documents
- - - Details  Parameters Designer Processes -
Work Periods Syitem Setup

Shift Plans

Dashboard

Personnel System Setup

Company Details

‘-I-‘ Business Rules

m Workflow Processes
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Here a user can create access profiles and user accounts for access to Personnel Manager.

= HOME SYSTEM SETUP PERSONMEL TRAINING RECRUITMENT REPORTS UPDATES

A ©® @ 2 BEENLEE

Company Work Employee 11mMe & Tramlng Recrultment Company System  Screen  Business
- - - Attendance~ Details  Parameters Designer Processes
System Setup

DOCUMENTS HELP

Documents

Users
Access Profiles

Task List Access

Personnel System Setup

Company Details

‘-I-; Business Rules

m Workflow Processes

Here a user can configure the templates and emails that can then be used against their employee
records.

HOME SYSTEM SETUP PERSOMMEL TRAINIMNG RECRUITMENT REPORTS UPDATES DOCUMENTS HELP

A @ @ 2 B ENL O

Company Werk Employee Time & Training Recrultment Company System  Screen Business Security
- - - Attendance~ - Details Parameters Designer Processes
System Setup

Personnel »
Training

’ Recruitment

Email
Personnel System Setup Document Groups

Clear Locked Documents

Company Details

‘-I-‘ Business Rules
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Employee Search

Here a user can utilise the search function to locate current and leaver records.

Select Employee search from the dashboard

To locate a current employee from here enter their name
Press enter or select search.

For a leaver enter the name check ‘include leavers’
Select search.
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Employee Search  Employee Tree
Personnel Manager Search Resuts
Employee ID: 1D Other Names Department | Location
Surname: 1 Albert Management London
5ystem Setup TR 2 Adams Matthew Sales Lendon
25 Ainsworth Julie Sales Londen
% Alcock Vicky Sales Londen
@ Employee Search Payroll ID: 3 Bathley Catherine Management London
N 4 Bessley James Management London
B include Leavers 2 Brown James Production  London
20 Add Employee 32 Burten Domenic Production  Leeds
2 Butler Adam Production  London
0 Clark Simon Production  London
®® Attendance Planner 10 Cockil Loyd Production  London
40 Colins Sam Birmingham
5  Cooke Jenny Accounts  London
LC/_E. Organisation Charts 15 Cooper Rodger Production  Leeds
Main 17 Eden John Production  Leeds
11 Emmerson Kieth Sales Londen
iﬁi Reports sz 18 Empson Phillp Production  Leeds
Work 13 Falkner Sam Production  London
A Glover Jane Sales Londen
Dept/Loc 19 Graham Jane Leeds
Course

-
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It is possible to search by employment dates.

Employee Search  Employee Tree
Personnel Manager Searoh Resuts
© All Employees D Other Names A Department
- ® Starting i Albert Management Londo
System Setup ® Leaving 2 Adams Matthew Sales London
25 Ainsworth Julie Sales London
@ between 6 Alcock Vicky Sales Londen
@ Employee Search and m 3 Bathley Catherine Management Londen E
4 Beasley James Management London
@ duringthelast [ davs 29 Brown James. Production  London
20 Add Employee 32 Buron Domonic Production  Leeds
27 Butler Adam Production  Londen
30 Clark Simon Production  London
@@ Attendance Planner 10 Cockrill Loyd Production  London
40 Colins Sam Administration Birmingham
5 Cooke Jenny Accounts  Londen
ot Organisation Charts 15 Cooper Rodger Production  Leeds
17 Eden John Production  Leeds
11 Emmerson Kieth Sales London
ﬁ Reports 18 Empson Phillip Production  Leeds
Work 13 Falkner Sam Production  Londen
31 Glover Jane Sales London
Dept/Loc 19 Grsham Jane Administration Leeds
Course

Here a user can search by reporting line, employment type or employee groups.

Employee Search  Employee Tres
Search Results:
Reports To: _ Other Names & Department  |Location
1 Management London
_E e e : 2 Adams Sales Lendon
_ 25 Ainsworth i Sales London
Employee Group: 26 Alcock Vicky Sales Lendon
: : 3 Bathley Catherine Management London E
_ 4 Beasley James Management London
29 Brown James Production Londen
32 Burton Domonic Preduction Leeds
27 Butler Adam Production Lendon
30 Clark Simon Production Lendon
10 Cockrill Loyd Production Lendon
40 Colins Sam Administration Birmingham
5 Cooke lenny Accounts Londen
. 15 Cooper Rodger Production Leeds
Main 17 Eden John Production Leeds
11 Emmerson Kieth Sales Lendon
(e 18 Empson Phillip Production Leeds
Work 13 Falkner Sam Production Londen
n Glover lane Sales Londen
Dept/Loc 19 Graham Jane Administration Leeds
S 1a Ven s A i imbetio e | — o
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Here a user can locate an employee via their department, location or post.

Employee Search  Employee Tree
Search Results:
Department: e &
] il
. 2 Matthew
.LD:atlon: 25 Ainsworth Julie Sales Lenden
26 Alcock Vicky Sales Lendon
) Bathley Catherine Management Londen E
4 Beasley James Management London
29 Brown James Production London
2 Burton Demonic Production Leeds
27 Butler Adam Production Lendon
30 Clark Simon Production London
10 Cockrill Loyd Production Lenden
40 Colins Sam Administration Birmingham
5 Cooke Jenny Accounts Lendon
15 Cooper Rodger Production  Leeds
17 Eden John Production Leeds
1 Emmerson Kieth Sales London
18 Empson Phillip Production  Leeds
13 Falkner Sam Production London
31 Glover Jane Sales Lendon
19 Graham Jane Administration Leeds
- ven F— [ B
Course
Training Needs

To use the employee tree to expand on forename, surname simply expand the section.

Employse Search  Employes Tree

Cument Employees: 41 Employees Left: 3

) Sumame
ok
=B

Bathley, Catherine
Beasley, James
Brown. James
Burton, Domanic
Butler. Adam

Hemm=rxe—TommooO
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Creating a New Employee

From the dashboard a user can create their new starters and allow the system to calculate their pro-
rata holiday entitlement based on the values set in the system parameters.

Employee Details: Address Details:

o0 1] L ——
- N — —

Type: - End Date: E

Hierarchy: [ < C-- [ Holiday Profie -
Aonual Entitlement

Employse Notice: l—" Entitlement This Year B Hours

Securty Level

I
. | Licensed Employees Remaining: | 9 |

(Aetual/Full Time/FTE) (] These fietds must be ertered.

“_.r_{._ Organisation Charts

— —
Personnel Manager
. R
T — —
E)
System Setup ‘ Tre ] oo ]
e | T E—
0 0 h
T G O e et —
Employee Search
o R
Job and Salary Details =
Start Date: 08/2015 I Contact Type: -
‘Eo Add Employee ‘ ot ]
b o Hoiiday Detais
=sic / Pro Rsta
Salay. Holiday Profile / Year: [Hoiday Year =
®® Attendance Planner Pay Period: B . st |

‘ﬁ Reports
=

]

This number relates
to employee licenses
e Select Add Employee remaining.
e Enter the necessary information
o  Click finish

On saving the employee and saying YES to enter additional details, it is possible to create
their Self Service account if that module is subscribed to.

Integration Details:

Company E-mail: | | |

Create Accounts For:

B 5elf Service
Self Service Details:
Username: | ‘
Password: | ‘
Profile: |Emp\c- yee v ‘

] - |
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Employee Maintenance

Once an employee record has been saved there will then be a number of tabs relating to the
individual whereby all employee personnel information can be recorded and reported on. Utilize the
side menu on the record to navigate to the different sections of the record, these tabs will display
across the top of the record.

PERSONAL

This tab the user can utilize to record the employees personal information such as their address etc.

Py |
ersonal  Emergency Contacts Rightto Work Banking Details Leawer | URGENT TASKS
Personal Details Personal Details:
v Employee 1D: NI Number: Absences

Sumame: Marital Status:
——

Forename: Dependarts
Albert Abbott

Human Resources Manager
Management Hnown A5 Abert Bthric: Crigin [UKEropean -]
London Title Mr Religion: Catholic -

Reports To: DOB/Age: 02051958 | Home Status: Owner -
_ . §7vears 4 months
Catherine Bathley @ Male Female 1B Registered Disabled

Other Names Nationalty:

o
e
a
7]
<
]
I a

Contact Details:

Date Contact Type |M... [Address1 Address 2 Address 3 e —
Click tl hart:
arsona 05/01/2006 Home a2 Churchlane  London i € EE SRS fOr more

Work

Employment Calculator
Attendance

Book Holiday
Training / Qualifications

Record Absence
Docs / Contracts

Attendance Record

Holiday Card

s
=1
=)
5
Hl
)
=3
=)
El

e To amend any of the fields click into the box
e Enter the data
e Save the changes

To add an address:

e Selectadd
e Enter the new address tick main contact

Users can either ‘Add’ the new address and check ‘New’ as the main contact to retain previous
addresses or alternatively update the existing address.

Selecting the different tabs from the top will allow the user to navigate to the employees bank
details, emergency contact etc.
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EMERGENCY CONTACTS

Here the user is detailing an employee’s emergency contact information and also medical
information such as doctors contact information.

Em Contact:
Personal Emergency Contacts  Rightto Wore  Banking Details  Leaver A (TR T
Emergency Cortact Emergency Cortact

Name Sarsh Abbott Name:

Relationship Wife Relationship -

Address 92 Address
Albert Abbott

Human Resources Manager

Management

London

Reports To: Postcode: SW121AA Postcode

Catherine Bathley Contact Tel. 1 0207 462982 Contact Tel. 1
Contact Tel. 2 Contact Tel. 2

Name: Telephone 1 information
Work

Absences
Holidays

Address Telephone 2: Employment Calculator

Attendance Netes:

Book Holiday
Training / Qualifications

Record Absence
Docs / Contracts

Attendance Record
Other Postcode:

Holiday Card

RIGHT TO WORK

Here the users can enter passport and visa information and also update the notice periods.

Personal  Emergency Contacts  Right to Work  Banking Detaiis  Leaver A ETTTED

Work Permi Detas Visa Detals
Work Pemt. Vald From (] Absences
Work Pemit Expires: ] Expiy Date [-]
Duration: 0 Type of Visa -
Albert Abbott
Type of Pemit - Notes:
Human Resources Manager
Notes: 1
™ t
anagemen! - o
London
Reports To: >
Catherine Bathley - - '
Passport Detals: Notics Periods:
P: rt: Emple Not 2 Months -
Passport lssued ] Employer Notice: |2 Months - information
Work o "
assport Expires: .| Employment Calculator

Attendance Notes:

Book Holiday
Training / Qualifications.

Record Absence
Docs / Contracts

Attendance Record
Other

Holiday Card

Expiry dates will create a task 6 months prior to the due date.

Page | 50 Personnel Manager — User Manual v1.0 ‘ C,roner'"

HR-Tax-H&S-Reward



BANKING DETAILS

These sections a user can record the banking details of an employee utilizing Add to add a new and
retain the previous ensuring main details is checked.

Update will override existing banking information. If the requirement is to retain the
previous, select the Add function.

Personal  Emergency Contacts Rightto Work Banking Details | eaver

Details:
Bank Name

HSBC

Albert Abbott

Human Resources Manager
Management

London

Re| 2

Catherine Bathley

Personal

Work

Attendance

Training / Qualifications
Docs / Contracts

Other

ddress:
[ ]
[ ]
[ ]

Postcode:

Account Name:

Sort Code

Account Number:

Foll Number: [ ]
B Main Details
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! URGENT TASKS

Absences

3 Sloane Sq

Holidays

3

T T T (

Click the charts for more
information

Employment Calculator
Book Holiday
Record Absence
Attendance Record
Holiday Card

Save Cancel

OK

Cancel
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LEAVER

To record leaving dates enter the dates into the relevant fields and save the record. When the
employee does leave check the ‘left’ box and enter the reason.

Personal  Emergency Contacts  Rightto Work  Banking Details  Leaver
Leaver Details Leaver Notes

1 URGENT TASKS

s Absences

Last Day of ,—‘

Reason [
Albert Abbott

Human Resources Manager
Management Last Day at Work: l:l.

London

Reports To:

Catherine Bathley

Work

3
=

5
g
2
B
5
=l

Employment Calculator

Attendance
Book Holiday

Training / Qualifications
Record Absence

Docs / Contracts
Attendance Record

Other

Holiday Card

On marking an employee as a leaver the
system will ask the user to also close any
tasks and populate the end date onto the
job/salary record.

4% The latest salary or job end date do not match the leaving date. Do you
W' wish to update the end dates?

The remaining leave with be calculated
pro-rata

4% The holiday taken by the employee is 5.00. Based on the employee's
¥' current entitlement of 28.00 and their leaving date, do you wish to
update the current year's entitlement to 19.50, leaving 14.50 to be
taken?

A record can be re-activated if a leaver return by unechecking the left box and adding a
new job record which is detailed later in this manaul.
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WORK

Within this tab the user can enter information such as the date commenced with the company,
continuous service date etc.

Company email is important to allow users to email from this system.

Work  Job /Salary Shifts  Benefts / Vehicles Appraisal Disciplinary / Grievance
Work Details: Work Details:

Date Commenced: 15:/01,/2006) I Company E-mail: |a abbott@simplydemo . |5 Absences
Syears 8 months

-

S —

Recruitment 000

! URGENT TASKS

Albert Abbott

Human Resources Manager Cost

Intemal Extension
Management Payroll Information:
Continuous Service
London Date Include in Payrol

Reports To: Oyears O manths Payroll Number:
Catherine Bathley Il;m‘ﬁ;h of Service Payroll Company: | Sage -

Working Durstion (Days./Hours):
Monday:

Personal
Tuesday:
.

Attendance Thursday:

Employment Calculator

. Book Holiday
Training / Qualifications Friday: -
Saturday: Record Absence
Docs / Contracts
Sunday:

Attendance Record

Holiday Card

50 Bl
3 M
El 2
g = g
2= 7]
] L
g5
S @
kL
@
&
o
S
=l
]
L]

The user can also link the length of service profile from the business rules.

Browse to a computer drive
and import the employee’s

picture.

Internal Extension will feed through to the phone list within the Self Service module.
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JOB/ SALARY

This page is where a user records and maintains an employee’s job and salary information, the page
is split into two sections as salary may increase however job information may remain the same.

Work  Job/Salary  Shits Benefits / Vehiles Appraisal  Disciplinary / Grievance
Job History:
Tasks | From To Post Lecation Department Absences
28/08/2015 Human Resources.. London Management
05/01/2006 27/08/2015 Administrator London Management

! URGENT TASKS

Albert Abbott
Human Resources Manager

Management
London
Reports To: L

Salary History:

Personal - : . Click the charts for more
01/09/2015 30000.00 Human Resources ..

information

Employment Calculator
Attendance

Book Holiday
Training / Qualifications
Record Absence

Docs / Contracts P

Attendance Record

Holiday Card

The update function will override the existing data therefore losing any previous
job/salary information. Utilize the Add function to retain historical salary and job history.
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Job History

The top section of the job salary page is designated for within the employee’s job for example a
change in post or manager. From and to dates will allow the user to track the most recent job
information should an employee change role, the, from date would automatically transfer as the to
date on the previous role.

Job / Sala - i
Workc y | Shits Benefits / Vehicles Appraisal Disciplinary / Grievance A ITEET TS

Job History:
Tasks [From To Post Location Department Absences
28/08/2015 Human Resources ... London Management

05/01/2006 27/08/2015 Administrator London Management

Addtional Jobs:

= I B employee has Save Holidays
. | 0zdditional jobs. ,
Post Human Resources Manager - Tasks
Reports To: Bathley, Catherine
Hisrarchy: [London - Management | set | Clear |
Post Notes -
TR R Click the charts for more
I uman Resources .. i :
information
HousperWesk: 0 | Ful TmeHous: [0 | 00 Human Resources ..
FTE Value: Employment Calculator
Salary Band - Book Holiday
Pay Paiod E0000 [ ] s
N — | ;
Attendance Record

Notes:

Holiday card

Save Cancel

o Select Add below the job section
e Enter the new job information
e Select Save

Here is also where the user sets

the banding

The update function will allow the user to amend existing information it will not retain
the previous job information this functionality will override.

Delete will completely delete the job record.

Page | 55 Personnel Manager — User Manual v1.0 ‘ C,roner'"

HR-Tax-H&S-Reward




ADDITIONAL JOBS

Here a user can enter details if an employee has an additional job.

Additional Jobs:
This employee has
0 additional jobs.

! URGENT TASKS

Absences

Additional Jobs:
Albert Abbott From 5 Location Department
Human Resources Man: There are no items to show.
Management
London
Reports To:
Catherine Bathley

Personal — < the charts for more
Update. .. Close .
‘rmation

Employment Calculator

Attendance
Book Holiday

Training / Qualifications
Record Absence

Docs / Contracts
Attendance Record

Other
Holiday Card

Save Cancel

e Select Set within the additional jobs section
e The additional jobs dialog box will appear
e Select Add

\
R - -
\

Hierarchy:

Hours per Week: Full Time Hours
FTE Value

Notes:

e Enter the relevant details
e Save the record

‘ Croner-
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Salary History

Within this section a user is detailing an employee’s salary and when this change came into effect
and can also detail the change reason.

From: osat/z2006 [
To - |
Salary Award Date |:|.

Period: M
Salary Grade: /—'|
Salary:
Morthly Salary: 2.250.00 B
Pro Rata Salary: l
Hourly Rate

Overtime Rate:

Double Time Rate:

Total Salary Package: D

Daily Absence Cost

Enter a value which best describes the daily cost to
your organisation of this person being absent. You
can use this for reporting in Simply Answers.

eous
The FTE value is set on the employee job record and
is used to calculate the pro-rata salary.

Currency Code: -
S
Salary Sacrficed:
Sacrfice Notes:

[Riliiii

Change Reason

Notes:

e Select Add

Cancel

Calculations

@isal Disciplinary / Grievance

Location Department

res.. London Management

Lendon Management

»

uman Resources ...

pman Resources ...

»

! URGENT TASKS

Absences

Holidays

U

Click the charts for more
information

Employment Calculator
Book Holiday
Record Absence
Attendance Record
Holiday Card

Save Cancel

e Enter the information with the dates as to when the new salary came into effect

e Select save

The ‘To and ‘From’ dates within the job history and salary history section are important
as they will highlight the current job details. End dates on a record can cause the system

to view the employee as a leaver.

’ Croner-
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SHIFTS

This tab will allow the user to assign a new working pattern or check the pattern an employee is on
by selecting the 3 dots beside ‘defaults work period’

Work Job / Salary Shfts  Benefits / Viehicles Appraisal Disciplinary / Grievance
Details:
Default Work Period

! URGENT TASKS

Full Time

Absences

Main items to show.
Details:
Mame:
Holidays
Description: Full time ¥
Click the charts for more
Grace TN Grace OUT Wark Hours . .
Day Start Time End Time tmins) fmins) Break Hours fhrs) Days information
El Employment Calculator
.
El Book Holiday
o]
El Record Absence
El Attendance Record
[ o [ o Holiday Card
El El Save Cancel

Cancel Help

e To assign a shift pattern select add
e Select OK

Work Job /Salary  Shifts  Benets / Vhicles Appraisal  Disciplinary / Grievance
Details

Defautt Work Period: [Full Time i | Absences

Start End Shift

! URGENT TASKS

Albert Abbott There are no items to sh

Human Resources Manager
Management

Holidays
London Details:

i T E—
Catherine Bathley s [s032015 W = o
End:  [oanezz [l

Personal Click the charts for more

_ e

Employment Calculator

Attendance

Book Holiday
Training / Qualifications.
Record Absence
Docs / Contracts

Attendance Record

Other

add. || e

Holiday Card

Save Cancel
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BENEFITS & VEHICLES

Here the user can detail employee’s benefits such as bonuses or Pension information. Company
vehicles can also be entered.

i Benefits / Vehicl i isci
Work  Job / Salary  Shifts & icles  Apprsisal Disciplinary / Grievance | URGENT TASKS

8
Absences

V Laptop 10/05/2015
—— Mabile Phone 10/05/2010

Albert Abbott
Human Resources Manager

Management 3

Reports To:
Catherine Bathley Vehicle History:
Date Issued |Make Registration | Colour

10/05/2014  BMW

Holidays

Personal Click the charts for more

_ o

Employment Calculator
Attendance

»
Book Holiday
Trining | Qualficaions T T T

Record Absence
Docs / Contracts Driving Licence Details:

Other Driving Licence: l:l : : : endance Record
e 3 |:|. Attend
icence Expires l
Holiday Card

Save Cancel

e To add to benefit select add
e Enter the details
e Select save

bt [T | Save
N
O
Number:

Value: £0.00 |Ger -

B PHI Benefit

Surname Relationship Enrolme...
Type: -
There are no items to show.
ST B |

Delete
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VEHICLE

To enter vehicle information this can be a company car or an allowance.

Work  Job / Salary Shifts  Benefts /Vehicles  Appraisal  Disciplinary / Grievance | URGENT TASKS

Absences

10/05/2015
S5/2010

lssusd D
Make: | 4

Colour: Engine Size: c

Fuel Type: &%%mved l:l Model Registration | Colour
e B e 0 [

Holidays

Click the charts for more

Insurance Details information

S L —
' Employment Calculator

N )
Number: Emlee l - L =

Record Absence

:l Licence lssued :ll Attendance Record
Licence Exires :l' Holiday Card

Save Cancel

Details:

e Selectadd
e Enter the details
e Select Save

License information can also be
recorded at the bottom and

expiry dates will set the admin
a reminder in the task list.
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APPRAISAL

This section can be used to record appraisal reviews, 1-2-1’s and performance Stats. A user can also
utilize the next review section to set reminders.

Albert Abbott

Work Job /Salary Shifts  Benefits / Vehicles  Appraisal | Disciplinary / Grievance

Details:

s |Review Date Reviewer

01/09/2014 Catherine Bathley Objectives and KPIfor upcoming ye

Human Resources Manager

Management
London
Reports To:

Catherine Bathley

Personal

Attendance

Training / Qualifications

Docs [ Contra

Other

cts

e Selectadd

e Enter

the details

e Select save

Review Date:
Reviewed By:
Nestt Review:

Notes

Action Plan:
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Absences

Holidays

U

Click the charts for more
information

Employment Calculator
Book Holiday
Record Absence
Attendance Record
Holiday Card

Save Cancel
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DISCIPLINARY AND GRIEVANCE

This section can be used for recording disciplinary information and also grievance information
utilizing appeal dates to set reminders for meetings.

i Disciplinary / Grievance
Work  Job / Salary  Shifts  Benefits / Vehicles  Appraisal iplinary | URGENT TASKS
Disciplinary:
Tasks | Action Date |Problem Action Type Appeal Date Absences

There are no items to show,

Albert Abbott
Human Resources Manager

Management
& Holidays

London
Reports To: (I

Catherine Bathley @ Update... I '

Grigvance:

sks ils To Be Actioned ... | Action Dat:
Personal — SR Click the charts for more

_ There are no items to show. information

Employment Calculator
Attendance

Book Holiday
Training / Qualifications

Record Absence
Docs / Contracts

Attendance Record
Holiday Card

Save Cancel

DISCIPLINARY

e Select Add
e Enter the details
e Select save

Action Date: B Closed @
Description: FS Cancel
-
Action Type: -
Action: N
-
Appeal Date: I:II
Appeal Motes: N
-
Followup a
MNotes:
-

The action type list is populated from the business rules optional side. Appeal dates will
create a reminder.
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GRIEVANCE

This section is used to record grievance dates and key information

e Selectadd

e Enter the dates and data

e Select save

Albert Abbott
Human Resources Manager

Management

Londnn

Grievance Date: | 09/08/2015 '

Work Job / Salary Shifts  Benefits / Vehicles Appraisal = Disciplinary / Grievance
Disciplinary:
s | Action Date |Problem Action Type

There are no items to show.

Details ‘

To Be Actioned ... |Action Date

To Be Actioned By |

items to show.

T

Action Deseription: ||

Follow Up Motes:

.3

Add E Updte: Delste
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Absences

Holidays

O

Click the charts for more
information

Employment Calculator
Book Holiday
Record Absence
Attendance Record
Holiday Card

Save cancel
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ATTENDANCE

This section will refer to the attendance of an employee to allow a user to specify the individual’s
holiday entitlement and sickness recording.

Absence

This section is used for recording individual’s sickness record; the top section is where the user can
list absences and their reasons.

This will then add into the pie chart to the left of the record.

Absence

Holidays
'?. Absences:

Fom: |01/01/2015 I To: [31/12/2018 I Absences

v
Duration |Hours

_—

! URGENT TASKS

tegory Reasen Start
Sick Flu 15/01/2015 16/01/2015 200 15:00

Albert Abbott

Human Resources Manager

Management

London
Reports To: 1 i

b
Entitlement Profile: Manager -

Absences:

c

Personal Click the charts for more

Work Total Duration:

Training / Qualifications

Employment Calculator

Paid at Full Rate:

Paid at Reduced Rate: Book Holiday

Unpaid: Record Absence
Docs [ Contracts B Frevey

Attendance Record
Other

Holiday Card

=
=3
=l
=
=l
-]
=
=)
=l

Here the user can apply the Company sick
pay rule set from the business rules

Checking a self-certificate, back to work and/or medical certificate are required will
generate a task. If the Self Service module is subscribed to this will generate an email to
the employee and to the manager for the back work. Absence reasons included in the
absence scheme are predetermined within the business rules.
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To add an absence:

Select add

pattern

Select a category which will then determine the reason list
Select the relevant reason
Enter the start and end dates the duration will calculate based on the assigned working

e Stating a self-certification, medical certificate or back to work is required will add this as a
task into the list until the user’s states the dates they have been received.

e Select save

Category:

| Appoirtment -

Reason For Absence: | Dertist

Absence Scheme
From: I Hide in Seff Servica: ’ﬁ
To L BN
Duration (Days/Hrs): EI.
Medical Certificate Required: [l Seff Certfication Form Required: [
O Medical Cetficate Recsived | [l] @) SefCetfication Feceived | [l
Medical Certficate Expires l:ll Back to Work Date: l:ll
B Medical Examiner Consulted
Back to Waork Interview Required: [l
Schedule Check Up Call [ W stowonTesklst@as: [0 |
Interview Conducted: [ W Conductedy I
Interview Notes -

Commerts:

Employee/Medical Comments:

Page | 65

End Duration |Hours

16/01/2015 200 15:00

»

| I

Matemity / Patemity /

5PL Calculator

! URGENT TASKS

Absences

Holidays

O

Click the charts for more
information

Employment Calculator
Book Holiday
Record Absence
Attendance Record
Holiday Card

Save Cancel

The absence scheme score will begin
to calulate here based on the rules
configured in the business rules.
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Maternity/Paternity Calculator

This can be found on the employee’s absence page or from the Personnel tab from the toolbar

e Selectadd

e Locate the employee

e Enter the expected dates

e To add the absence to the record ensure ‘create absence is selected’
e Select save

9 Matemity / Paternity / SPL

Criteria; Show Leave Between: Frint Options: =
Department: cchlly> - Stat Date;  |09/03/2015 ~ Include Matemity =3 Pint > 4] Close

Locatian: <ALl - EndDate:  |09/09/2016 = Include Paterrity [@ Prink Preview
Employee Group: il sy - B Include Leavers

Details
Employee:

Expected Date of Childbirth: l

Qualifying Week:

Continuous Weeks Service: 535

Earliest Start Date: 22/01/2016 :3::5 ;;ﬁn[e’;‘; WFELE

I Actual Start Date: 02(03/2016 l Additional Maternity Leave { SPL Add

| Emmes g gl
B redamens al End...| Qualifies f... |SPL Reque...

I Actual Return Date:

Save 29/11/2016 = 01/03/2017

i

& Weeks SMP Salary: £139.58
SPL Reguested
SPL Entitlement End Date:

Notes

Add... Update. Delete

To apply to the employees absence page select ‘create absence’
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HOLIDAYS

Here a user can define an individual’s holiday entitlement, any additional entitlement and boOK
holidays on their behalf. The system will then deduct and reduce the annual entitlement in-line with
this.

Absence  Holidays

! URGENT TASKS
Holiday Years:

Profile Name Brought Forw... itio... Absences
Holiday Year 28,00 0.00 0.00 England a

Albert Abbott

Human Resources Manager

Management
London
Reports To: 1 il b

Holidays:

Tasks|Year Mumber Start Date End Date Marrative -
Personal Click the charts for more
02/09/2015  02/09/2015 1.00 7:30

Work 25/08/2015  28/08/2015 4.00 30:00

Employment Calculator

Book Holiday

Training / Qualifications
il 3 Record Absence

4
Other Taken # Allocated / Remaining:

Docs / Contracts

Holiday Card

5
S
=
o
g
=1
=i

The Add functionality will add a new; the update functionality will update and override an
existing the delete functionality will delete.
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HOLIDAY YEARS

This section of the attendance tab a user can amend the individual’s holiday entitlement, and also

add additional entitlement.

e Select update to open the holiday year

e Manually amend the duration

Start Date: [om2ms |
e vs g
Bank Holiday Profie: [Englandand Wales |
Entitiements:

Duration This Year: 1B Hours
Duration Cared Forward

Additional Entitlements:

02/09/2015

Length of Service 200

Total Entitlement:

B Closed

Cany Foward: @ [o]
Notes

Holiday Year:
Holiday Profile: Holiday Year . a
Holiday Year: lzﬁ—v‘

»

- Abbott Albert

! URGENT TASKS

Absences

Holidays

O

Click the charts for more
information

2015 1.00
2015 4.00 30:00

Employment Calculator
Book Holiday

Record Absence

»
S

Attendance Record
Holiday Card

Save Cancel

Additional Entitlements

e To add additional entitlements select Add
e Enter the description and the duration

Entitlement Details

Details:

Description: | ToI|

o
Bxpiybates | B conony)

Motes: ry
S
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HOLIDAYS
To add holidays dates to the record

e Select Add
e Enter the start and end date
e Select save

Absence  Holidays

| URGENT TASKS
- Holiday Years

N
V Profile Name Brought Forw... e | A ... | B Absences
Holiday Year

——

Albert Abbott

Human Resources Manager

Management
8 Holidays
London

Reports To:
Start Date:[09/09/2015 ] O

o pme ‘lLI T ‘ Click the charts for more
Dueton 0 |[Coo [ ®@oeccifonTol g oA 0 70 information

/08/2015 400 30:00
1 Bark Holiday

Employment Calculator
Narative

Book Holiday

Record Absence

»
[ oo 2300

Holiday Card

Save Cancel
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ACCRUAL

Users can utilize this system to calculate a zero contracts holiday accrual. This will relate back to the
Weekly holiday accrual set within the business rules.

Absence  Holidays

Holiday Years:
Profile Name Monthly | Weekly

Holiday Year 2015 Details:

The Next Udate date wil be calculated based on the Day to Update value. Tf
this value is greater than the number of days in the month then the next update
Albert Abbott will be calculated as the last day of the month.

Please note that if you manually set the Next Update to a day that does not
match the Day to Update then the following update will take place the next
Management month, not later the same month.

London For example, if the Day to Update is the 315t and you set the Next Update to
N [ il oceur on the 10th of July then the following update wil be the 31st August, not
eports To: the 31st July or 10th August.

Catherine Bathley Normal Enttlement: Aconal @ use Accrual
Holidays et I Day to Update:
Tesks Vear Number[StrtDate | End G W st ||

02/03/2015  02/0
Work 25/08/2015  28/0

Attendance

Training / Qualifications
> Record Absence
oo | TR TP
5
Holiday Card

Human Resources Manager

Personal

e
Docs / Contracts

4
Total Annual Ertitlemertt (This Year).

Other Taken / Mlocated / Remaining.

e Select accrual
e Enter the hours worked onto either the monthly or weekly calculator
e Select OK
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TRAINING AND QUALIFICATIONS

This section a user can record an individual’s courses and qualifications, to populate course and
qualification drop downs this is within the business rules on the optional side.

Training / Qualfications  Training Nesds/Profiles  CPD A CETTITEE
Training
? sks i s Status Absences

There are no items to show.
T

Albert Abbott
Human Resources Manager

Management 4 0

London
Catherine Bathley

Qualffications
Tasks [Qualification Subject Date Passed | Grade
Personal
There are no items te show.
Work
Employment Calculator
Attendance

Book Holiday
Training / Qualifications

Record Absence

Docs [ Contracts

Attendance Record

Other U
Update D
m Holiday Card

A,_‘ :
EN =]
g% =
3=z Iy
EX ]
£ o
3 g

=l
z
Ll
g
3
2
]
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DOCS/CONTRACTS

Here a user can record notes, upload documents and merge document templates with the record

from the business rules.

Nots
e Do / Controcts ! URGENT TASKS
Details:

Tasks|Date Category Details Absences

There are no items to show.

Albert Abbott
Human Resources Manager

Management
5 Holidays

London
Reports To:

Catherine Bathley m Update... I '

Click the charts for more

Personal
information

Work
Employment Calculator

Attendance
Book Holiday

Training / Qualifications
Record Absence

Attendance Record

Other
Holiday Card

Save Cancel

NOTES

Here the user can enter notes about the employee and also create reminders based on their notes.

Not
= [ Docs/ Contrcts | URGENTTASKS
Details
Tasks | Date Category Details Absences

There are no items to show.

Holidays

Update : '

Click the charts for more
information

Details:

Employment Calculator

Book Holiday

Training / Qualifications
Record Absence

Attendance Record

Other

Holiday Card

Save Cancel

e Select Add
e Select a category created in the business rules
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Documents and Contracts

Here the user can store documents and create mail merge letters on an employee record. Users can
utilize the document group’s filter to locate the relevant document.

Motes  Docs / Contracts

‘,, Documents:
N
Document Group: | B E Absences

! URGENT TASKS

Date Created 5
06,/05,/2008 employment contract merged at 06... Contract
Albert Abbott

Human Resources Manager

Management
B Holidays

London

Reports To:
Catherine Bathley l '

Click the charts for more
information

Personal

Work
Employment Calculator

Attendance
Book Holiday

Training / Qualifications y m ,

—_—
Mail Merge Mew Doc Insert Documert Email... Cpen Delete Rename
Attendance Record

Other
Employee has a valid contract of employment Holiday Card

Save Cancel

Open will open a highlighted Delete will

document. completely remove
the associated
document

Rename will amend
the title of the
highlighted document.

3 Croner-
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MAIL MERGE

This option will allow the user to merge a template already created from the business rules, merging
the employee’s information in-line with the relevant field.

Notes Docs / Contracts

§
-
Albert Abbott
Human Resources Manager
Management

London

Reports To:

Catherine Bathley

Personal

Work

Attendance

Training / Qualifications

Other

Employee has a valid

Documerts:

Document Group: | <<ALLS>

Date Created
06/05/2008

4

Mail Merge New Doc|

Dacrrintinn

Pleass Select A Document  Employee Options

! URGENT TASKS

Absences

Absence
Q-N}pmisal
[ Performance
- Contract

[ Disciplinary

[#- Grigvance

[ Leaver

New Starter
-Working Time

To add a document, select the desired template from
above then specify a new name for the document and
click on the Save button.

New Document Name:

Performance Review Flow Chart

e Select Mail Merge New Doc
e Select the template

e Click OK

Also determine which area of their job record to merge with using the checkboxes for selection.

Job History:
Select | Start Date |End Date
= f2015

[T 05/01/2006 27/08/2015 Administrator

Plesse Select A Document  Employee Options

Department

Human Resource... Management London

Management Lendon

Location

Salary History:

Select |Start Date End Date Salary Pro Rata Salary
¥ 01/09/2015 30000.00 70000.00
o 05/01/2006 31/08/2015 27000.00 27000,00
Corttact Details:
Select (Type Address Postcode Telephone
¥  Home 92 SWIZ1AA 0207 462982
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INSERT DOCUMENT

Here a user can browse to their machine and insert a document or create a new document.

Docs / Cortract:
Notes | Bocs /Lontracts | URGENT TASKS

Documents

Document Group: | <<ALL>> Absences

Date Created Description

O Create New

@ Create from File

Resutt
Inserts the contents of the file as an object into

P N your document so that you may activate ing
E the program which created it

Employment Calculator

Book Holiday
Training / Qualifications ‘ N

Record Absence
Docs  Contract e e [

Attendance Record
Other

Employee has a valid contract of efpployment Holiday Card

Holidays
Click the charts for more
information

If the Self Service portal is subscribed to a user can ‘link’ documents which mean
employee can open the document, the alternative is embedding. In linking the
document the path is all that resides, should the document be removed from the
location the path specifies the document will be lost from here also.
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EMAIL

The email function will allow the user to select an email template created from the business rules
and send to the record they are on. Utilizing the merge fields allows the system to extract the
employee’s information.

Select Template
5 New Storter Email Detailz: . Save Options:
B \lcw Starter Address: © Work Email Description: |
O Contact Email @ Save Emai
Copyin Sender: |Donotsend ~ B Save Attachments
Attachments:

Email:
From Address:

To:
cC:
BCC:

Subject:

Body:

|donotrep|y@spdemo.com |

| e
There are no items to show.

Select one the fields from the list, the control you
wish to update and then click on the Insert
button, or manually type the field where required.

[[Course. UserDefined Number10]]
[[Course.UserDefined Mumber8]]
[[Course. UserDefined NumberS]]
[[Employee.Annual Entitlemant]]

»

B Use HTML HTML Editor

Welcome to the SP demo business | would like to take this opportunity to congratulate you
on your new position with us.

We have an online employee Seff Service system to allow you to request holiday , amend
your personnel information and review policy documents..

Here is the link:
www spdemozeffzervice.com

‘Your credentials are:

Dear [[Employee . Forename]], -

Select the relevant category

Highlight the template

Select the recipient’s email address from the Email details
Select Send

[[Employee CompanyEmail]]
[[Employee Continuous Service Date]]
[[Employee.DateCommenced]]
[[Employee Datel ft]]
[[Employze.DateCfBirth]]

[[Employee Dependants]]
[[Employee.Dizabled]]
[[Employee.DrivingLicence]]
[[Employee.DrivingLicence Expires]]
[[Employee.DrivingLicencelssued]]
[[Employee. EC1Address1]]
[[Employee.EC1Addrass 2]]
[[Employee. EC1Address3]] -

The correct SMTP settings must be configured within the system parameters in order to

send
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OTHER

For in-depth workflow process help please see later in this manual.

Processes  Blank Page Blank Page 1 URGENT TASKS

W Processes:

WA
v sks | Description Status =t S Absences
——

There are no items to show.

Albert Abbott

Human Resources Manager

Management
London

Reports To:
Catherine Bathley

Personal Click the charts for more

Work
Employment Calculator

Attendance
Book Holiday

Training / Qualifications
Record Absence

Docs / Contracts

Holiday Card

=
=
S
=1
)
2
gh
=)
2
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QUICK LINKS

See tasks in relation to the
active record

! URGENT TASKS

Absences

This will open a Croner
internet page for
employment calculations.

Holidays

This will take the
user to the
employees holiday
tab and open the
holiday booking
screen.

Click the charts for more
information

Employment Calculator
ploy This will take the user to the

absence section to record an
absence

Book Holiday

Record Absence

Attendance Record This will display a
year’s view of

Holiday Card attendance

Savs Cancel

Display/print the employee’s holiday
card.

Save and cancel any changes
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EMPLOYMENT CALCULATOR

User guide

Welcome to the Employment Calculator
Select a calculator

Maternity Pay and Leave This online tool has been designed for quick and easy calculations of potentially complex
Adoption Pay and Leave statutory rights and payments. Just click on the relevant topic listed on the left to access a
ordinary Paternity Pay and calculator and print the results after you've entered your information.

lﬁi?jﬁ]dancy Pay « A new scheme of Shared Parental Pay and Leave is in force in respect of employees
Statutory Sick Pay and Leave whose child is born or adopted on or after 5 April 2015. Under this scheme, employees
Statutory Annual Leave with a minimum of 26 weeks' continuous service have the choice to end their maternity
National Minimum Wage or adoption leave on a date they specify and share the untaken balance of that leave (as
Tribunal Claims shared parental leave) with their partner. Parents may also share any maternity or

adoption pay if leave is taken during the maternity or adoption pay pericd.

Parents may take shared parental leave concurrently or at separate times. Eligible
employees can switch from maternity or adoption leave to shared parental leave at any
time. Both the employee and his or her partner have the right to take up to three
separate periods of leave interspersed with periods of work up until the day before the
anniversary of the child’s birth or adoption placement. This has replaced Additional
Paternity Pay and Leave. Please consult your Croner product for full details.

From 5 April 2015 the rate of statutory adoption pay changes to be exactly the same as
for statutory maternity pay. i.e. The first six weeks of SAP are paid at the rate of 90% of
the employee’s average weekly earnings.

There are different rates and effective starting dates for the cap on a "week's pay" for
the purpose of calculating Redundancy Pay and tribunal claims for Great Britain and
Northern Ireland. In Morthern Ireland the cap is £490 from 22 March 2015. In Great

Britain the cap is £475 from & April 2015. The calculators use the rate and effective date
for Great Britain.

ATTENDANCE RECORD

Albert Abbott 2015
Appointment- > Dentist M
January February March .
-
Sun [Mon| Tue \M’edI ThuI Fri I Sat_| Sun|Maon| Tue | ‘Wed| Thu| Fri [ Sat [ Sun |Maon| Tue [ Wed| Thu | Fri | Sat Appointment->Dactor ]
1 2 3 3 4 E T 3 4 E T i - i
4 5 10 U 3 I 14 10 1 2 | 12 | 14 Appomtment Medical ]
1|12 17 1 1 1718 |18 |20 21 15 17| 12 9 | 20 | 21 ity-= i
12 |19 24 |22 | 2 24 [ 26 [ 26 | 2F [ 28 22 24 | 265 [ 26 | 27 | 28 Matemlty Matemltyleave ]
[ 25 [ 26 I K] b I N I Sick-»Backache ¥
May June Sick-=Flu ¥
Sun | Mon| Tue [ Wed| Thu| Fri | Sat | Sun[Mon Tue [ 'wed| Thu| Fri | Sat | Sun [Mon| Tue | Wed| Thu| Fri | Sat Sick-»Headache ¥
3| 4 3 | 4 | & | & - -
5| & | 7 0 | 46 6|7 7 T I I -2 = Sick-=Sick ¥
12113 | 14 |1 17 12 0] 1|12 |12 | 4|1 14 | 15 71| | 19|20 "
19 |20 | 21 |22 |23 |24 | 26 | ¢ |18 | 19 [ 20 | 2 |22 | 2 R 24 | 25 | 26 | 27 Sick-=Stomach Ache ¥
26 [ 27 [ 28 | 29 0 24 [ 26 [ 26 | 27 [ 28 | 29 0 28 | 29 0 "
3 Heliday 17
July August September Course =
Sun [Mon| Tue | Wed| Thu| Fri | Sat | Sun[Mon| Tue [ Wed| Thu| Fri | Sat | Sun [Mon| Tue [‘Wed| Thu| Fri | Sat
3 4 2 4
5 E T 10 1 2 3 4 5 E T E T 10 1 12
12113 | 14 |1 17 12 = I = A < A ) 1 120 14 1 B | 17 | 18| 13
1B (20]2q]|22(2 24 | 25 6 | 17 | 12 | 19 |20 | 21 22 20 | 21| 22 [ 23 [ 24 | 25 | 2€
26 [ 27 [ 28 | 29 0| 3 23 [ 24 [ 26 | 26 [ 27 [ 28 | 29 27 [ 28] 29 | 30
0| 3
October November December
Sun | Mon| Tue | Wed| Thu| Fri | Sat | Sun|Mon| Tue | Wed| Thu| Fri | Sat | Sun [Mon| Tue | Wed| Thu| Fri | Sat
2 3 3 4 E T 3 4 5
4 5 E T ] 10 U 3 I 14 E T 10 1 12
Mmooz [ 12 ] 14 |1 E 17 1 1718 |18 |20 21 12 [ 1415 71|13
18 [ 19 2021 [22]22] 24 [22]2 24 [ 26 [ 26 | 2F [ 28 20 [ 21| 22 24 | 25 [ 28
25 [ 26 [ 27 | 28 [ 29 0 k| 29 0 27 [ 28 | 29 0|
09/09/2015) « LJ b 09/09/2015
Criteria:
Show Single Day Absences On: | <<alls» - B Orly show Absence Scheme absences
Dizplay Order: | Holidays, Absences, Courses = |
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HOLIDAY CARD

The Holiday Card provides an overview of the employee’s holiday record.

Employes; |Abbott, Albert

Huoliday Profile:

Holiday Year.  [2015

From: 01/0142015 To
Entitlemnent: 28.00 Tatal Ent.:

. X Taken /
Eaicdbomard: _ Allocated:
addtionalErt: (000 | Remaning 2300

Dizplay Bank. Holidays when Printing

Dizplay Holiday vear Notes

Start Date End Date Duration Motes
02/09/2015 02/09/2015 1.00
25/08/2015  28/08/2015 4.00
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Personnel Toolbar

Only when the user is in an employee’s record can the record be deleted or the ID number changed.

A QO O BEERNILOER

Company Work Employee TiMe& Trining Recruitment CoMpany _System  Screen  Business security Documents
. - L Attendancer . Details Parameters Designer Processes .
System Setup

The navigation buttons allow a user to navigate to the next employee record, however the user must
first open a record.

The tool-bar is very similar to the Personnel Dashboard.

HOME  SYSTEMSETUP | PERSONMEL | TRAINING ~ RECRUITMENT  REPORTS ~ UPDATES ~ DOCUMENTS  HELP @7

& @ 5 ~ Q0o @ & @ = 4
Personnel  New  Employee Holiday Vear Holiday A1icndoncc OpenAbsence Matemity/  Task  ToggleSereen Freviou: Het

Dashboard  Employee Search riployec © Planner  Card Conflicts ~ Patemity /SPL  List Designer
Dashboard Employee Attendance Tasks | Screen Designer  Navigation

Dashboard - x

Personnel Manager

‘ System *{up
\
‘@ Employee S\erch
\
‘9‘, Add Employee\
\

Task Summary
! 2 URGENT TASKS

‘ ! 0 UPCOMING TASKS

@ 0FUTURE TASKS

‘" Attendance PlanN

‘er:_ Organisation Charts ‘E Simply Answers
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Attendance Planner

Within this section a user can utilise a quick capture of their employee’s attendance using the filter
functionality to filter the employee or the type of attendance:

Use the filters to view a certain Print off the planner
department/location/employee group Go to a specific date.

Department/Location Criteria: in Range: Options: Opions: —
Department: [<<alL>> Al [ccuss < stotbate: [oyoyzors  v| B3 Show Holdays GoTo:  [osfosfaois = s - m‘”“’ et [P Print

=T [ {0 show Absences o -
ocation: <calL>> - ates [syjiamns v| gl rees s [<catls> ~
4 »  August - October 2015
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT/SUN 2
31 August 1 September 2 3 4 5
Albert Abbott;
6
7 8 10 1 2
13
14 15 16 17 18 19
20
21 22 23 24 25 2%
24
28 29 30 1 October 2 3
n
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Open Absence Conflicts

Here the user can report if there are any open absences within the system or if there are any
conflicting date ranges.

HOME ~ SYSTEMSETUP | PERSONNEL | TRAINING  RECRUITMENT ~ REPORTS ~ UPDATES ~ DOCUMENTS  HELP Q@

B 2 @ ~ B @ E ¢ = 4

Personnel New  Employee Holiday Year Holiday /ttcncznce Open Absence Maternity/  Task  ToggleSereen Previcus et
Dashboard  Employee Search © Planner  Card Conflicts  Paternity /SPL List Designer
Dashiboard Employee Attendance Tasks | Screen Designer  Navigation

Selection Citeria:
Personnel Manager Depatment -

Locaiion <AL -
| System Setup Enmployes Gioup: | <<ALL>> -

Check: Holdays Courses

[~

If there are any open absences or conflicts with the system a report will be produced to highlight
where they exist.

Absence Conflicts With
Holiday

EmployeeID |Employee Name

Cooper,Rodger

Selecting the conflict will allow the user to amend.
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Task List

Here the user will firstly see a task summary on logging into the system breaking down into Urgent,
Upcoming and Future tasks.

Personnel Manager

@ Employee Search

I ZURGENT TASKS

B, s npioye
®® Attendance Planner
Lrﬁ Organisation Charts m Simply Answers

-"‘ii Reports
ek |

Task List
A\ Personnel [ (© Training | (€) Recruitment

A, 01/09/2015 Appraisal Review Abbott, Albert Objectives and KP1for upcoming year

Add a new task

Delete a task

Close the task
list

Open a task
Reassign to
& Edit an
another user o
existing

: P— : task
Print will print Email a task
the whole task using a created
list email template

Export the list Filter by certain
to Excel categories
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Organisation Chart

The organisation chart will be built based on reporting lines set within the system.

Personnel Manager

Y
System Setup ‘ Task Summary
‘@ Employee Search ‘

1o MING TASKS

‘Eo Add Employee

‘" Attendance Planner

L’fi Organisation Charts ‘E Simply Answers ‘
‘ﬁ Reports ‘

Select Organisation Charts.

This option allows pou to export your employee details
ready far importing into an organisation charting product
which accepts comma-delimited records, such as
Microzoft Wizio.

Alternatively, you cah run the Simply Personnel
organization chart program without the need for a third
party application,

Selection Criteria:

@ Use the Simply Personnel chart

() Export to a file
Diepartment: |<<.&LL>> T|
Location: | <cALLy > - |
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Choosing to export using the Simply Personnel chart will open a separate application.

B

Hew

Open  Save Copy to

Clipboard
File

Jerome York
Sales Director

Extension.
Mobile: 07773 394673
Home: 01234 814494

Juanita Reddy
Sales Manager

- Exiension
Mobile: 07693 276584
Home: 01234 349586

Marc Moore
Tele Sales Operator

Extension
Mobile: 07968 112082
Home: 01234 856218

Post Changes  Exportto
0 DB HTHL

Tools

Page  Print
Setup  Preview

=)

Print

Print

personnel ¥

Carlos King
QA Director

- Extension:
Mobile: 07545 418374
Home: 01234 835268

Dolores ¢
QA Manag

Extension,
Mobile: 07
Home: 013

Meagan
@A Technician

Extension
Mobile: 07659 696001
Home: 01234 813043

Select either ‘Load from database’ or Close.

Simply Personnel Organisation Chart Tool

File View Tools

DEE B

New Open Save Copy to
Clipboard

File

Post Changes
to DB

Tools

P [

Exportto  Page  Print
HTML Setup  Preview

Print

Print

Andre

_ Managing Director |

Johnny Scarborough

Peter Watkins

Secretary

Junior Admin

Kerry Oh
HR Officer

New starters si

Future starters

e the last 30 days

Simply Org Charts

simply personnel
organisational
charting

Load from
database

td
Load from
file < >

Tracey Chan
Junior Developer

Extension
Mobile: 07671 881832
Home: 01234 846261

Norma Terry
Payroll Manager

Close

Deborah May
_ Sales Director

Sandra Kirk
_ Sales Manager

Albert Briggs

Legend

Mcintyre

Gail Moser
CS Manager

Extension:
Mobile: 07768 777086
Home: 01234 898546

Kim Scarborough
CS Analyst

People with a birthday within the next 5 days

Stuart Little
Director of Accounts

- Extension.
Mobile: 07556 836099
Home: 01234 871442

ension.
Mobile: 07428 422391
Home: 01234 825049

Bruce Shea
Accountant

Extension
Mobile: 07434 493409
Home: 01234 811792

New starters since the last 30 days _f§ People with a birthday within the next 5 days
Future starters People with an appraisal in the next 14 days
People leaving within the next 60 days

Legend

Suzanne Hendrix

Tele Szles Operstor

Alexandra Short
Tele Sales Operator

Janice Katz
Tele Sales Operator

Extension
Mobile: 074828 700380
Home: 01234 840426

b=l

testing1234 Cannon
Marketing Director

The system will use the legend identified in the toolbar to highlight New Starters, Future Starters
People with a birthday within next 5 days etc.
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The user can decide what to include within the organisation chart using the view option from the
toolbar.

" Simply Personnel Organisation Chart Tool =l

File | View | Tools

Photo

Job Title g @ New starters since the last 30 days | People with a birthday within the next 5 days
[Pt artors | Focoie i n aporaieari o et ¥ s
Name Export to Print = B day

Page
Employee Number HTHL Setup  Preview eople leaving within the next 60 days

Extension Number Print
Mobile Number

Legend

Home Phone Number

Show Horizontal

Advanced...

Selecting a section of the chart and then right clicking will display the chart from the highlighted
areas.

Simply Personnel Organisation Chart Tool

File View Tools

D . E I% [ g 9 @ 5 New starters since the last 30 days People with a birthday within the next 5 days

[Fotore stamers | People v an aporaieat i the next 14 ey
New Open Save Copy to Post Changes Export to Page Print Print
Clipboard o DB HTML Setup  Preview ec aving within the next 60 days

File Tools Print Legend

Show Chart from root

Marsha McKay
Kerry Oh
HR Officer

Hazel Padgett Johnny Scarborough Lori Song Viendy Poe Norma Terry
Marketing Director _ Admin Director _ HR Manager Secretary Payroli Manager
Show Chart from here
D

e Select ‘Show Chart from here’
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A user can also email the chart to the employees within that section of the chart.

Andrea Ingram

Send Email...

Email
Viendy Poe
From: - Z Secretary

Send To:

S
Depart — Marsha McKay
Subject: | The whole Company Office Manager

Desc:

Jane Coble Kerry Oh
Junior Admin HR Officer

George Cannon
Junior Admin

Charlie Drake

Junior Admin

Norma Terry
Payroll Menager

A user can drag and drop employees under different reporting managers to mark this change in the

personnel system, from the toolbar select ‘Post Changes to DB’.

Simply Personnel Organisation Chart Tool
File View Tools
D @ E % 9 @ 2 New starters since the last 30 days People with a birthday within the next 5 days

People with an appraisal in the next 14 days
New Open Save Copylo  PostChanges Exporito  Page  Print
Clipboard toDB HTML Setup  Preview

File Tools Print Legend
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It is from here that a user is able to utilise either predefined reports whereby certain reporting
criteria can be changed such as periods of time. Reports can be exported to Excel or alternatively

printed as they are.

Personnel Manager
Task Summary

System Setup

Q Employee Search

20 Add Employee

@® Attendance Planner

o Organisation Charts

flili Reports
[ Back |

Select Reports from the dashboard.

42 URGENT TASKS

0 UPCOMING TASKS
@ 1 FUTURE TASK

E Simply Answers

Personnel Reports

Employee Reports
Employee Details

Holidays and Absences E|

Holiday Card Report

Pay and Benefits

Pay Details Report

Internal Phone List Holiday List By Employee

Job Details Report

Phone List by Dept/Loc Holiday List By Date

Employment Details

Emergency Contact List Absence Analysis

Benefits List

Disciplinary and Grievance

Leaver Analysis Grievance Report

Management Reports =

Management Report

Analysis Reports E|

Leaver Summary Disciplinary Report

Post Details

Gender Mix Report Grievance Summary

Post Summary Details

Ethnic Representation Disciplinary Summary

Headcount Report

@ Simply Answers
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Certain reports will allow the user to amend the results to display. Select ‘Show only’ to choose

required results.

Selection Criteria:

Depaitment:

Location: | <ALy - |

Start Date: .
End Date: l

Details Ta Shove

@ Show all details
) Shaow anly:

Select All
Clzar &/l

[<Lcl<fefcl<]< <]
[<Lcl<feJel<]< <]

Select Print or Export as desired. Export will render the report to Excel.

Simply Personnel Demo
Management Report
Department: <<ALL>>

Location: <<ALL>>

Start Date: 10/0872015

|End Date: 09/09/2015

ll{23 working days)

J‘snmm
| st OQestmemt
I%%!.’;%’;—E%‘:%%’s— = et B
lldlm:l
Leavers
EmplojeeName ______ LesvingDoads isstDey Depwtment _ Loostbn  feeson
Totd lesvers: O
Internal Movements
|Empiopee: (1) Ot of Change: Sevis
Previous Post: Agisrene Now Post: e
Frevious Depertment: Meregerent New Depertment: Matagemen
Previous Loceto woncon New Location wnoon
Training Courses
(smdoste Durston CPO Houn
Totals: om om
s y of Employ ployed in Period by Employment Type
[Empioyment Trpe _ Mmser
S
Ful Tme 41
Tote: <
Gender Mix
'wuum 0 ‘Numbder of Femaies 3
Iu.. Ra e S
|Ethnic Representation
[shmocstegory wemsw of Empiojess ko Totst
s s N
< Euroceen 1 a3
Disabled Representation
|‘mmﬂ.¢ ° Yhof Tot! -
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Reports - Toolbar

Accessing Reports from the toolbar mirrors the same as accessing from the dashboard

= HOME  SYSTEMSETUP  PERSONNEL  TRANING  RECRUITMENT | REPORTS | UPDATES  DOCUMENT
3 h Ul D8 Y

fad] S OV 4 9 I o

Simply 68 Holidays and Payand Analysis  Disciplinary Management Organisation Skl Employee  Trining  Recpuitment

Answers Chatse Analysis Training* Administration™ v

Absences+ Benefts* Reports~ and Grievances®  Reports®
Employee Details Report Personne

Tntemal Phone List
Phane List by Dept/Loc
Emesgency Contact List
Notes Report

== HOME  SYSTEMSETUP  PERSONNEL  TRAINING  RECRUITMENT | REPORTS = UPDATES ~ DOCUMENTS  HELP

2 9 4 U £ BF % &
t b

fadl aul G e o [ )

Simply Employee Payand Analysis Disciplinary ~Management Organisation Skills Employee  Training Recruitment

Answers Reports~ Benefits Reports~ and Grievances+  Reportsw  Charts=  Analysis~ Training~ Administration~
Simply Answers Holiday Card Report Training

Recruitment

Holiday List by Employee
Holiday List by Date
Absence Analysiz Report
Employee Attendance Report
Absence Summary Report Dashboard
Absence Summary by Reason

Open Ended Absences Report rsonnel Reports
Absence Scheme Report

Holiday Entitiement Report
Absence Entitlement Report

nployee Reports Holidays and Absences
Working Time Report Y, . B . yr

HOME  SYSTEMSETUP  PERSONNEL  TRAINING  RECRUITMENT | REPORTS = UPDATES ~ DOCUMENTS  HELP

8 VD 4a o ¥ BF % 2
J o 9 e ¢ &
¥ Empleyee Helidays and Analysis  Disciplinary  Management Organisation Skills  Employes Training Recruitment

rs Reports~  Absences~ Reports~ and Grievances~  Reports=  Cherts~  Analysis Trining~ Administration~ -
+ Answers Pay Detsils Report Training Recruitment

Job Details Report

Employment Details Report
Benefits List
Benefits Valuation

Company Vehicle Report Dashboard

HOME  SYSTEMSETUP  PERSONNEL  TRAINING ~ RECRUITMENT = REPORTS = UPDATES  DOCUMENTS  HELP

2 & 9, |7 5 % 2
| W e O \3 B w 3
/ Emploee Holidaysand Pay and Management Organisation | Skills  Emplayee 00 Recruitment

plinai T
= Reports+ Absences+ Benefits~ and Grievances~  Reports™  Charts®  Analysis~ Training > Administration~ -
Training Reauitment

Answers Leaver Analysis Report

Leaver Analysis Summary Report

Gender Mix Report

Ethnic Representation Report

Disabled Representation Report
AgeProfile Repart

Staff Tumover Report
Length Of Service Report

Dashboard

e Select the Category of reports from the toolbar
e Select required report

e Export to MS Excel

e Orselect Print
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Simply Answers

A user is able to build their very own reports extracting the data from the fields they define.

This query building tool can be opened from the main Dashboard, toolbar and the Reports

dashboard.

Personnel Reports

Employee Reports =

Employee Details

Holidays and Absences

Holiday Card Report

-

f

Pay and Benefits

Pay Details Report

Internal Phone List

Holiday List By Employee

Job Details Report

Phone List by Dept/Loc

Holiday List By Date

Employment Details

Emergency Contact List

Absence Analysis

Benefits List

Leaver Analysis

Disciplinary and Grievance

Grievance Report

Management Reports

Management Report

s

Cn

Leaver Summary

Disciplinary Report

Post Details

Gender Mix Report

Grievance Summary

Post Summary Details

Ethnic Representation

Disciplinary Summary

Headcount Report

E Simply Answers

Again the system will open a separate application.

B Simply Answers
¢ File Query Help

© P RunQuery [ NewQuery (4 LoadQueryFromDB @ Print (4 ExportTofxcel My Chart @, Load QueryFromWeb | SaveQuery o Delete Existing Query Query Options =

Employee
- Recruitment

Drag a column header here to group by that column.

- Training
Audiing

2

simplypersonnel l

Simply Answers

Quick, Easy access
to your information

= Tutorial Video
= Getting Started Guide

W

View Queries
Avallablé on Web

[ElENE

SQL to be used for this query:
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Use the query builder from the middle dialog box selecting either;

e New Query to begin building
e Close to close the dialog box
e View queries available on the web to open already compiled reports

Expand the employee section
to begin selecting the fields

Fie Qubry Help

e Details Drag a column header here to group by that column.

- Absence Entitlement Det
- Appraisal Details
Bank Details ﬂ
- Benefit Details l
Contact Details
CPD Details
-Disciplinary Details
Documents
& Emergency Contact Det
- Grievance Details
- Holidays Year Details
- Emplayee Holiday Years
- Employee Jobs
- Employee Notes

-Pay Detzils
- Employee Qualifications
- Viehicle Details
-User Defined Detsils
User Defined List Details
-User Defined List Details
User Defined List Details
Surname
----- Firstname
Middle Name(s)
- Title
Date of Birth
Status
-~ Gender
National Insurance Num
-~ Number of Dependants
----- Registered Disabled
Nationality
-~ Ethnic Origin
Religious Background
Hame Type
- Date of Emplayment
Left Emplayment
- Last Day of Emplayment
-~ Reason For Leaving
Leaving Notes o

4 n 3

5QL to be usedfor this query:

e Toinclude a field within ther report simply double click
o The system will place a green tick beside the field to highlight it is included within the report
o From the top toolbar run the query
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The system will compile the data in the centre of the screen.

File Quey Help
M RunQuery | [ NewQuey (4 Load QueryFromDB & Print (i ExportToExcel M Chart @ Load QueryFromWeb [ SaveQuery y& Delete Existing Query Query Options

- Employes ~
‘Abse Run Query Drag a column header here to group by that column
Absence Det id | Firstname  E W #| Suname ¥ 7| Gender X W ) |
Appraisal Detsils —_— R—
Bank Details b1 Gail Moser Female
Benefit Details B Jamie Meritt Male
Contact Details = 2 Marsha McKay Female
CPD Details
Disciplinary Details 4 Kerry Oh Female
Documents 5 Bryan McLean Male
Emergency Contact Det
e — B Jerome Yark Male
Holidays Year Details 7 Dolores Connally Female
Employee Haliday Years 8 Sherry Davis Female
Employee Jobs
Employee Notes s Juanita Reddy Female
Pay Details 10 Kim Scarborough Female
Employee Qu n Albert Briggs Male
Vehicle Detsils
User Defined Details 2 Joanne Themson Female
User Defined List Details 16 Wialter Barrett Male
User Defined List Details
e 7 Bobby Sullivan Male
- Surmame o 18 Allison Crabires Female
+Firstname 19 Marguerite Again Female
- Middle Name{s)
20 Jane Cable Female
21 Alexandra Shrt Female
2 Alicia Sumner Female
- Netional Insurance Num 2 Jesephine Maon Female
Number of Dependants 24 Kathy Pratt Female
- Registered Disabled = = T =
~Nationality .
 ETmEaD SQL to be used for this query:
+Religious Background SELECT Employee. Empid, Employee Fisiname as *Fistname” Employes.sumame as “Sumame" Employee sex as “Gender” FROM EMPLOYEE B
- Home Type
- Date of Employment
- Left Employment
- Lest Day of Emplayment
- Reasan For Leaving
Leaving Netes - i
< 3

The formula symbol will identify if average, maximum, sum etc. is requried

B Simply Answers
File Quey Help

O BunQuery [2 NewQuenNU4 Losd QueryFromDB @ Print (4 ExportToBxcel ML Chart @ Load QueryFromWsb | SsveQuery o Delete Evisting Query  Query Options =
5 Employee p
Absence Detsils
Absence Entitlement Dt Gender T A
Apprsisal Details ==
Bank Details Female
Benefit Details Visle
Contsct Details L Averags E—
CPD Detsils
Disciplinary Detsils Count Female
Dosuments T— [n Visle
Emergency Contact Det e
Grievance Detsils
Holidays Year Details bl Female
Employes Holiday Years Female
Employes Jobs
Employee Notes Cancel Female
Fay Details rough Female
Employee Qu i Albert Briggs Male
Vehicle Detsils
Liser Defined Detsils 2 Joanne Themson Female
User Defined List Detsils % Wslter Borrett Vsl
User Defined List Details
e e e 7 Bobby Sullivan Vsle
- Surname 18 Allison Crabiree Female
- Firstname ~f 19 Marguerite Again Female
- Middle Namels)
[ 2 Jane Cable Femals
- Date of Birth 21 Alexandra Short Female
I 2 Alicia Sumner Female
- Gender
 National surance Num 2 Josephine Woon Femals
1 Mumber of Dependants 24 Kathy Pratt Female
- Registered Disabled = = —
] g::gao“?;m QL to be used for this query:
- Religious Background SELECT Employee. Empid, Employee. Firtname as Fisiname " Employee. sumame as *Sumame” Employee sex as ‘Gender” FROM EMPLOYEE
 Home Type
 Date of Employment
 Left Employment
 Last Day of Emplayment
 Reasen Fer Leaving
Leawing Notes v
4 »
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Use the funnel to filter the criteria on that column

File Query Help

 RunQuery [ MewQuery |&\Load QueryFromDB & Print (4 ExporiToExcel Ml Chart @, Load Query From Web Save Query & Delete Existing Query  Query Options =

Er Employee
F Dragac}\qn header here to group by that column.
g Empid _ Ev-s|Firstname ¥ v-5|Sumame X7 Gender + A
B Appraisal Details T e e
- Bonk Details i Gail foser no
B Benefit Details 2 Jamie Meritt (Blanks)
- Contact Details 3 Maroha Viekoy (MonBlanks)
E-CPD Details Female
- Disciplinary Details 4 Kerry Oh Male
(- Documents 5 Bryan Mclean Male
& Contact Det
i B Jerome York Male
[#-Holidays Year Details 7 Dolores Connolly Female
- Employee Holiday Years 8 Sherry Davis Female
&-Employee Jobs
5 Employes Notes B Juanits Reddy Femsle
& Pay Defails 1 Kim Scarborough Female
- Employes n Albert Briags Male
& Vehicke Defails
B User Defined Details 12 Joamne Thomson Femsle
B User Defined List Details 1 Walter Barrett Male
B User Defined List Details
[} User Defined List Details i Bobby Sullivan Misle:
D —— 18 Allisen Crabtree Femsle
Firstname 19 Marguerite Agzin Female
~Middle Name(s)
b 20 Jane Catle Female
- Date of Birth 21 Alexandra Short Femsle
Status 2 Alicia Sumner Female
~Gender +f
National Insurance Num =) Josephine Moon Female
- Number of Dependants 2 Kathy Pratt Femsle
Registered Disabled = = o -
-~ Nationality -
Efnic Orgin SQL 1o be used for this queary:
~Religious Background SELECT Employee. Empid, Employee. Fistname as "Firsiname" Employee sumame as "Sumame” Employee sex as "Gender” FROM EMPLOYEE P
Home Type
- Date of Emplayment
Left Employment
Last Day of Employment
Reason For Leaving
-~ Leaving Noles > ]
<[ n r

Use the drawing pin to push the column to the front of the report.

File Query Help
P RunQuey [ NewQuery (4 LosdSueryFromDB & Print (4 ExportToExcel Wb Chart @ Load QueryFromWeb [ SaveQuery o Delete Existing Query Query Options=

I Employes
P Drag a column Dxepler hers to aroup by that column
- Absence Entitlement Det | | (e w-—
- Appraisal Details | it 27
0 R Gai i Woser Female
- Benefit Details Jamie 2 Werritt Male |
8- Contzct Details Marsha 3 McKay Female
- CPD Defails
[ Disciplinary Details Kerry 4 Oh Female
[ Documents Bryan 5 MeLean Male
- Emergency Contact Det
e Jerome. 5 York Wsle
- Holidays Year Detsils Dolores 7 Connolly Female
S el *I‘DLW Years Sherry 8 Davis Female
B Eermer Jusrita 3 Reddy Female
- Pay Details Kim 0 Scarborough Female
- Employee Albert 1 Briggs Male
- Vehicle Details
1 User Defined Details Josrne 2 Thomson Female
- User Defined List Details Vialter 16 Barrett Male
) User Defined List Details
8- User Defined List Details | [ 22 ” Sullivan Male
Sumame of Allison 18 Crabires Female
~Firstname Marguerite 19 Agin Female
Widdle Name(s)
= Jare 20 Coble Female
Date of Birth Aexandra 2 Short Female
Salus Alicia 2 Sumner Female
Gender o
Nationsl Isurance Num Josephine 23 Moo Female
~Number of Dependants Kathy 24 Pratt Female
Registered Disabled = = o — -
Hationality -
Erema SQL tobe usedfor this query:
~Religious Background SELECT Employee Empid, Employes Firstname 5 "Frstname" Employee sumame 2 "Sumame” Employee sex as "Gender” FROM EMPLOYEE .
Home Typs
- Date of Emplayment
Left Employment
~Last Day of Emplayment
Reason For Leswing
Leaving Notes N L
™ e 3

Drag the column headers to group by the specific header.
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SIMPLY ANSWERS -TOOLBAR

R=ai=a

: File Query Help
P RunQuery |2 MewQuery (4 LoadQuery FromDB % Print | Export To Excel $ Chart @ Load QueryFromWeb [ Save Query E Delete Existing Query  Query Options ~

\ \ Export to Excel

Print the report as it is

This option will
extract data from
the fields

highlighted
ol This option will clear

the current query

SAVING QUERIES

Users can save queries and then access them again from ‘load query from DB’ to extract the latest

data at that time.
I Simply Answers = e |/

¢ File Query Help
i @ RunQuery [ MewQuery (4 LosdQueryFromDB & Print (4 ExportToExcel M Chart @ Load QueryFromWeb [ SaveQuery »% Delete Existing Query Query Options~

5 Employes o
o Abeence Details Drag a column header here to group by that column
[ Absence Entitlement Det ||| Firstname X id 3 vH|Sumame X ¥ Gender I WA =
- Appraisal Details —— Query Name: | Gender Repor| | [ save ]
e Jamie 2 Merritt Male _—
5 Benefit Deails Marsha 3 Mekay Female 1
& Contact Details Kerry n Oh Female
- CPD Details
D Details Bryan 5 MeLean Male
- Documents Jerome 3 York Male
@ Contact Det -
Save Column Filiers
e Dolores 7 Connally Female & lumn Fil
[ Helidays Year Details Sherry 8 Davis Female Schedule | Dashboard |
G- Employee Holiday Years
L e e Juani g Feddy Female Schedule Query
B o Kim 0 Scarborough Female
i Pay Details Albert i Briags Male frs
CrEnry Joanne 2 Themsen Female
i) Vehicle Details [IMon [1Tue [JWed [JThu [IFi [JSat []Sun
B User Defined Details Walter 16 Barrett Male
- User Defined List Details Bobby 7 Sulliean Male [] First Day of Month [] Last Day of Month
- User Defined List Details
Specific Dav ofthe Month: | [
B User Defined List Details Allison 8 Crablree Female pecific Day ofthe Month: [ [~]]
~Surname o Marguerite 19 Again Female
e Email
irstname Jane 20 Coble Female
- Middle Name(s) From: | |
= Alexandra 21 Short Female
- Date of Birth Alicia 2 Sumner Female To: [ |
i N = = S ‘
- National Insurance Num Kathy 24 Prat Female Message:
~Number of Dependants Megan 2 Mills Female
egi Disabled ; = — = -]
-~ Nationality ; I —
Eaien SQL 1o be usedfor this query:
Religious Background SELECT Employee.Empid, Employee. Fisiname as “Firstname" Employee. sumame as *Sumam A
Home Type
Date of Employment
Left Employment

e Select Save Query
e Name the report
e Select ‘Load query from DB’ when requiring to run the report again

EEl simply Answers =T el
S File Query Help
© J® RunQuery [Z MewQuery (4 Load QueryFromDB & Print (4 ExporiToBxcel ML Chart @, Load QueryFromWeb [ SaveQuery 3@ Delete Existing Query Query Options ~

—- Employee SRS
[ Absence Detgils
Absence Entitlement Det
Appraisal Detzils —— [T
Bank Details
Benefit Details
Contact Details
‘CPD Details

Discipli Details
Documents

Contact Det

Grigvance Details
Heolidays Year Details
Employee Haliday Years
Employee Jobs

ime Ton T TEmmnin
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QUERY OPTIONS

Users may find by default Simply Answers excludes leavers, job and salary history. To include these
within the report from the toolbar:

e Select required areas
e Run query

File Query Help

P 0 RunQuery [E NewQuey (4 Load QueryFromDB & Print |4 ExporiTofxcel M Chart @ Load QueryFromWeb [ SaveQuery 5@ Delete Existing Query

- Employee ~
G- Absence Details Drag a column header here to group by that column i Fat
: nclude Future Leavers
‘:;SE""E‘E["':;"‘"*"‘DE‘ Firstiame  EV%|Empid EvV4H|Sumame XV Gender ETH .
raisal ils =
e Jamie 2 Merrit Male
Bencfit Details Marsha 3 McKay Female 1
Contact Details ||| [kerry N oh Female
-CPD Deails
Disciplinary Details Bryan 5 Melean Male Show 'Reports To' Name
~Documents Jerome 6 York Male
Contact Det
" Dolores 7 Connolly Female
i Holidays Year Defsils Sherry 8 Davis Female
(- Employee Holiday Years Juznita 9 Reddy Female
i Employee Jobs
- Employee Noles Kim 10 Scarborough Female
Pay Details Albert 1 Brigas Male
Emplayee Josnne 2 Thomson Female
E- Viehicle Details
User Defined Details Walier 18 Barrett Male
User Defined List Details Bobby 17 Sullivan Male
-User Defined List Detils [ |
o e Allison 18 Crabires Female
~Sumame Marguerite 13 Again Female
Firstname Jane 20 Coble Femzle
~Middle Namels)
o Alexandra 21 Short Female
~Date of Birth Alicia 2 Sumner Female
Status Josephine 3 Moon Female
~Gender +f
Naticnal Insurance Num Kathy 2 Pratt Female
~Number of Dependants Megan 5 Mills Female
Registered Disabled = = = = -
~Nationality .
Ehic Orgin 5QL 1o be used for this quary:
Religious Background SELECT Employes. Empid, Employes: Firstname as “Firstname ", Employse sumame as "Sumame” Employes sex as "Gender” FROM EMPLOYEE ~
~Home Type
Date of Emplayment
- Left Emplayment
Last Day of Emplayment
~Reasen For Leaving
Leaving Notes - o
4 n *
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SCHEDULING QUERIES

Users can use the Simply Answers reporting tool to also schedule queries for a certain day of the

month, and send results to a specified email address.

B Simply Answers

Select Save query
Provide the report with

Select the day

Save

Page | 98

a hame

Check the box to ‘schedule the query’

Enter the recipient email address

fle Query Help
0 RunQuery |2 NewQuery |4 Load QueryFromDB @ Print (4 ExportToExcel Wb Chart @y Load Query FromWeb [ SaveQuery o2 Delete Existing Query Query Options=
Employee

i Drag  column header here to graup by that calumn G
Absence EntitlementDet || |Firginame ~ Z 7 #|Empid  E 7 Sumame  E T H Gender  ETH
Appraisal Details N > Vet ol Query Name: | Gender Breakdown s ]
e s amie erri ale
Benefit Details Marsha 3 VcKay Female Tz [ Cancel |
ErizalEzr s £l Kemy 4 oh Female
CPD Detsils
Disciglinary Detalls Bryan 5 Melean Male
Documents Jerome [ York Male
Emergency Contact Det -
ey e Dolores 7 Connolly Female Save Column Filters
Holidays Year Details Sherry 2 Davis Female Schedule | Dashboard |
Employee Holiday Years ;
Emzimaiedt Juania 3 Reddy Female Sehedule Query
Enmployes Notos Kim 0 Scarborough | Female
Pay Details Albert 1 Briges Male Time
Splvesl Joanne 2 Thomson Female
Vehicle Details Mon Tue Wed Thu Fri Sat Sun
lser Defined Details Vialter 1 Barrett Male
User Defined List Details Babby 17 Sullivan Male First Day of Month Lest Day of Month
User Defined List Delails
e et Dol Allison 18 Crabtree Female Specific Dav of the Month:
C—— Marguerite 19 Again Female
Firsiname Jane 20 Coble Female Email
Migdle Name(s) From: | |
— Alexandra 21 Short Female
Date of Birth Aicia 2 Sumner Female To [ |
ét‘;r p Josephine 2 Moon Femdle Subject | |
National Insurance Num Kathy 2 Pratt Female Message.
Number of Dependants Megan 3 Vills Female
Registered Disabled — — = =
Nationlity -
e SQL to be used for this query:
Religious Background SELECT Employee.Empid, Employee Firstname as "Firstname” Employes sumame as "Sumame|
Home Type
Date of Employment
Left Employment
Last Day of Employment
Reason For Leaving
Leaving Notes o

= n »
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Simply Answers- Charts

This area of Simply Answers enables the creation of charts based on the results of queries.

5 Simply Ansiers o

f Flle Query Help
PP RunQuey [¥ NewQuery 17 Load QueryFrom DB 3 Print 13 ExportTo Excel @ Load Query FromWeb [ Save Query & Delete Existing Query  Query Options~
: ]

Run the query and select Chart from the toolbar.

B Simply Answers: Charts =1 =
Parameters
= SP Demo : Distribution by *Gender

Type: [Pie Chart -

D

Values ;[ Gender -] [count -]

[ Show Chatt ]

Help about Pie Chart

Apie chart displays value dala as percentages of the
whole. Categaries are represertted by individual slices.
The size of the siice is detemined by th value Fie
charts are typically used to show percertagss

.+ 45.74%
54.26% «
Cherry

Pumpkin 23%
30%

Pecan
8%

Coconut Apple
Cream 3% 36%

[Femsl=
W=

|| Copy chartimage o lighoard | [ Dashboand Settings. | | View Data | | Close the chart window |

e Determine the value and label \
e Select show chart Return to Simply Answers

Users can also copy the chart image to the clipboard allowing them to paste into a
document.
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Types of charts available are;

Column Charts

[F simply Answers: Charts = =
Farameters
= SP Demo : Distribution by *Gender

Type: | Column Chat -

Lt =

Values : | Sumame ) [cou +]
[ Show Chart ]

Help about Column Chart

A column chart displays valuss and series groups as
sets of vertical columns that are grouped by

category Values are represented by the heicht of the
columns as measured by the y-axis Category labels are
displayed on the xaxis. Calumn chatts are typically used
ta compare values between categories

Scoras by Team per Season
Bicon it Mieon 8 Breon ©

Bar Charts

I Simply Answers: Charts

ol
Parameters o
SP Demo : Distribution by *Gender
Type: | BarChat -
L =
Values ;[ Sumame ] [Con ~]

Columns for Plotting values on Chart |
aw 1

Help about Bar Chart

Abar chart displays series as sets of horizontal bars that
are grouped by category. Values are represented by the
length of the bars as measured by the x-ads. Category
abels are displayed on the y-ads. Bar charts are typically
used to compare values between categories.

Scores by Tean por Season
Wicin - Brcon 6 Biam ©

[Wremsl=

Wv==

Copy chartimage to cipboard | | Dashboard Setings | [ View Data | [ Close the chart window

Page | 100 Personnel Manager — User Manual v1.0 ‘ C,roner'"

HR-Tax-H&S-




Line Chart

5 Gmply Anpsare Chusts

Farmerey

Tae | LneOwn

Laten  Doiet = Cwy
Waen . et = |Court

Line Chart

S Dosmao - DissAribation by "Gondo®

== S

| Copy chast mage i cipboand Cnshbcard Safrga

Vs Dot Codat ol Tt et

The ‘Labels’ will be the fields the user has selected as part of the query. The Values
option allows the user to tell the chart which values to display on each section of the

chart, such as the number of days for each absence reason. Select the required value and
how the value should be calculated.
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Workflow Processes

The Business Process section is used to modify existing processes and to develop processes in line
with the Organisation’s policies. This programme can be accessed via the Personnel System Setup
tab accessed from the main dashboard, or by and clicking on the Business Processes tab from within
an employee’s record.

' OME | SYSTEMSETUP | PERSONNEL  TRAINING  RECRUITMENT UPDATES ~ DOCUMENTS  HELP €

yr © @ & 2 e & 0o E

.j\ e [ = l!')

Company Work Employee  TM€&  Training Recruitment COmpany  System  Screen QBusinesgfsec ity Documents
- - . Attendances . . Details  Parameters Designer Wges - .

System Setup

) Dashboard - x

Personnel System Setup

‘ Company Details ‘

‘;I-‘ Business Rules ‘

m Workflow Processes

‘g System Parameters

‘ Screen Designer

The Simply Personnel process designer allows the user to specify the common processes so that they
can be performed with a level of consistency and accuracy. Simply Personnel already includes
common processes which can be used or modified, these are;

New Starter
Leaver
Disciplinary
Grievance
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Processes are used within an employee’s record to keep track of different tasks and stages.

After designing a process it is automatically made available on the Process’ screen for every
employee.

Users can start new processes from this screen or see information about existing processes that may
be activated or archived.

Processes  Blank Page Blank Page

'" ‘ Processes - New Starter (1 - Albert Abbott)

Ny
V Task Description Bz AT

~ Collect mandatory Information: Collect all the mandatory information, such
" linformation as start date, notice period, entitlements

! URGENT TASKS

Albert Abbott See proof of ID Information: See, copy and file proof of ID or right to

work
Human Resources Manager

= Issue contract Information: Issue contract of employment and

Management disciplinary and grievance procedure

London
Reports To:
Catherine Bathley

Holidays

Personal Click the charts for more
information

Work
Employment Calculator
Attendance
Book Holiday
Training / Qualifications
Record Absence
Docs / Contracts

Holiday Card

When an existing process is modified within the process designer it will not change any
active or archived processes against an employee, the changed process will only take
affect the next time a process is started for an employee.

A process consists of a Lifecycle. A Lifecycle has one or more stages and each stage has one or more
tasks. Each task in a stage must be completed before moving onto the next stage. There are
different types of tasks that can be attached to a stage depending upon what needs to be
accomplished.
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BUILDING A WORK FLOW PROCESS

The Business Process section will open into a separate application.

@ simply Personnel Process Designer - Untitled
File Edit Vie

Help

G 006 @

Start Screen New Open Save  Print About

.mraslsmrmms ®

8) Process Header D N

g Stage

(& Tickbox

55 Email Task

[ Decument Task
[@ sQLTask
Diary Task

@ Decision Task
[l Task Selection
B Wait Task

[ User Form Task
@) New Lifecycle
(Bt Fail/Pass Task

Library Options

& Export Process
(@ Show Process Library
@ Import Process

Quick Process Builder

2) Check List Process

2

, Process Designer

simplypersonnel

think it!, map it!, do it!
= Tutorial Video

= Getting Started Guide
= Knewledge Base Articlas

td

New Process  Dpen Existing
Process

e Select New Process to begin a new process
e Open Existing Processes will list those previously created
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Tickbox task prompts or asks a question and allows a check list to be entered.
To set the tasks properties double click on the task.
A user task has the following properties that can be set:

e Description this will be what appears within the tasks list

Common | Rules |Hdp i

Description: -
“Task Type: USERTASK “LINKTRUE/LINKFALSE

Key (For Ordering Your Task):

Tooltip: Tickbox

Uszer Data: 1]
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RULES

Properties

Commen | Rules | Help

Stores Motes
Putomatic
Wait Time Days: ﬂ—
Max Repeats: ﬂ—

Complete In Days: 0 [F] Working Days

[ ok J[ Cancel |[ Heb

e Stores notes - allows the person confirming the task to enter notes about the task which are
then shown in the task list.

e Complete In Days - allows users to specify how many days the task should be completed

within, the task will automatically be flagged up on the task list screen with either a Green,
Amber or Red traffic light as it nears the completion date.

Show in dialog on task list

The message entered here will show on the task list screen to aid the users performing the tasks.
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EMAIL TASK

The Email task provides a convenient way of sending an email from within the tasks list. Once the
previous task is complete MS Outlook will open a window containing pre-determined wording.

e Description is free text and should provide detail on what action the task will perform.

Properties X
Commen | Rules |Emai| IHeIp
Description: Emailto IT L
“Task Type: EMAILTASK “LINKTRUE/LINKFALSE

Key (For Ordering Your Task):
Tooltip: Email

User Data L]

The Email tab is where the user creates the template using the merge fields identified for selection.

Properties @
Common I Rules | Email | Help
Email Fields:
Address:
Select one the fields from the list, the control
e you wish to update and then click on the Insert
button, or manually type the field where
Subject: required.
Message: - Employee. DrivingLicence]] |Z|
Employee. DrivingLicenceExpires]] —
Employee. DrivingLicencelssued]] [

Employee. EC1Address1]]
Employee. EC1Address2]]
Employee. EC1Address3]]
Employee. EC1Address4]]
Employee.EC1MName]]
Employee.EC1Postcode]]
Employee. EC1Relationship]]
Employee. EC1Telephone1]]

Employee.EC1Telephone2]] E|
e T b
Contral: [ Message v] [ Insert ]

[ ok |[ Canca |[ Hep |
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DOCUMENT TASK

The Document task allows a user to specify a document to be mail merged or inserted as it will take
the user to the Document tab of the employee record.

e Description — describes the detail of the action

e Help messages to show on the task list screen to aid the person performing the task.

e Stores notes, allows the person confirming the task to enter notes about the person
which are then shown in the task list.

e Complete In Days, allows a user to specify how many days the tasks should be
completed within, the task will automatically be flagged up on the task list screen
with either a Green, Amber or a Red traffic light the nearer it comes to completion
date.

I Properties @

|C0mmon I Rules | Documert |Help |

Document: |

[ ok ][ cancel |[ Heb
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WAIT TASK

A Wait task will allow the user to specify the amount of time they should wait for a specific event to
take place.

It is not necessary to use a Wait task unless it is required for the process to go down two different

routes based on the wait expiry occurring, it is suggested that the Complete in Days option is used
on a User Task to achieve a wait that will trigger the traffic light system within Simply Personnel.

DECISION TASK

The Decision task will prompt the user for one of two answers based on the question a specific path
is followed in the process.
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An example of a process

To modify some of the properties right select the icon.

PROCESS DESCRIPTION

- | Properties

| Process Schedule Details | Common | Rules |

Lo L Description: Test Process -
. [:]

“Task Type: PROCESSSTART “LINKTRUE/LINKFALSE
Key (For Ordering Your Task):
Sl Tooltip: Process start

User Data: 0
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DECISION TASK

Ta

This will then prompt the user for an answer.

o to employee documents?

I Yes I [ Mo
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Screen Designer

Simply Personnel contains a powerful feature called Screen Designer whereby a user can modify the
design of employee tabs to include more fields.

There are 2 blanks tabs (labelled blank page) this can be used to store additional details specific to
the businesses requirements.

There are also 3 list pages deactivated from view which can used to record and list
historical/multiple information

New fields can be added

Existing fields that a user does not want can be hidden

Existing fields can be renamed.

Fields can have their background and text colours changed to highlight them
This is where a user can tailor the system to the exact needs of the organisation

To use the Screen Designer select an employee’s record, all fields designed will be present on all
employee records.

To enter screen designing mode select Toggle Screen Designer to enter grid mode to begin
designing.

== OME  SYSTEMSETUP | PERSONNEL | TRAINING  RECRUITMENT  REPORTS  UPDATES  DOCUMENTS  HELP

& 2 ~ o 60 & 4>
B & > % A

Personnel  New - Delete  Change  Holiday Year Holiday Attendance Open Absence Msternity/  Task  ToggleScreen Frevion: Next
Dashboard  Employee - Employes EmployzeID  Planner  Card Conflicts  Patemity /SPL  List Designer

Dashboard Employee Attendance Tasks | Screen Designer  Navigation

Tools
BEaBFsA AT R FEED B

Employee Maintenan

Blark P
Processes  Blark Page  Blank Page A

Absences

A
Albert Abbott I S S S :
Human Resources Manager [ EEEEEE R Do :

M it
anagemen -

— Lot oL :
Reports To: i oL :
catherine Bathley l '

Personal Lo RS TR TR IR RS Bl Ciick the charts for more
information
Work
Employment Calculator
Attendance
Book Holiday

Training / Qualifications

Record Absence
Docs / Contracts

Holiday Card

Save Cancel

A floating toolbar will appear at the top of the screen, these are the tools a user will utilise to design
the page.
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Multi Line edit (Large
text box) Radio box

Tick box

O+ +0| 5O ++ = [F Rl o

(=l i Jul il

Date field

Edit (Text box)

Combo box (drop
down box)

Group box (border)

Label box (field

names)

On the right hand side are function to align the fields created.

Make same
Make same

width

: Toggle grid
Lol & 428 F & F 7

o £

||:|+ +O
tt

04 =0

Make same
height
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Details of tool functions

Edit control — This allows a user to type characters and numbers with the box. Most fields are edit
control e.g. surname, forename.

Multiline Edit Control- This control allows a user to type characters and numbers on more than one
line e.g. the type seen on the notes page.

Label Control- This allows a user to name a field on the screen, labels are used to describe other edit
control boxes.

Combo Box Control - This will allows a user to select from a list of pre-defined entries, for example,
the Nationality Field is a Combo Box Control.

Tick Box - This allows a user to add a box which to Tick if relevant. Radio Button - Adding several of
these controls allows a user to select a value from multiple options, e.g. the male/female buttons.

Date Control - This type of control allows a user to add date field, which will bring up a calendar to
select day, month & year.

Group Box - This is a simply a frame, which contains a label, and can be used to enhance the
aesthetic look of the screen.

Align Left - Use this button to align the left hand side of two or more controls.

Align Right - Use this button to align the right hand side of two or more controls.
Align Top - Use this button to align the top edge of two or more controls.

Align Bottom - Use this button to align the bottom edge of two or more controls.
Make Same Width - Make the width of two or more controls the same.

Make Same Height - Make the height of two or more controls the same.

Make Same Size - Make both the height and width of two or more controls the same.

Toggle Grid - This will toggle the grid on and off when the Screen Designer is active. The grid cannot
be seen when the Screen Designer is not active.
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Inserting a Control onto a Tab

To insert a new field select the tab the field will exist on
Select toggle Screen Designer

Select the control by left click and holding down

Drag the control the where it will sit on the page
Release

To move a control

e Leftclick
e Drag to new position

RESIZING A CONTROL

Select the control

To resize place over the pointers

Tools

- sbl (30 A " i o+ +0) B0 Fi o
Employee Maintenan EERER Y = R N - o S =

Processes Blank'Rage  Blank Page | URGENT TASKS

Absences

Albert Abbott o . o 11
mear il
Human Resources Manager !Labal H

Wrrnrnomer e
Management

Holidays
London

Reports To: . e o
Catherine Bathley : o o '

Click the charts for more
information

Work
: e Employment Calculator

Attendance

Personal

Book Holiday

Training / Qualifications
Record Absence

Docs / Contracts

: e e Holiday Card

If there is a requirement for more than one control to make the same:

Select all the other controls to be resized (do this by holding down the Ctrl key and left clicking on
them). The first control selected will be the one that the other controls will be resized to match. Now
left click on the Make Same Width, Make Same Height or Make Same Size buttons on the toolbar
and this will make them the same.

Page | 115 Personnel Manager — User Manual v1.0 ‘ C,roner'"

HR-Tax-H&S-Reward



DELETING A CONTROL

To delete a control, select the control so that the handles appear and press the ‘Delete’ key on the
keyboard. It is not possible to delete the existing controls that Simply Personnel have created.

EDIT CONTROL

e To edit a control left select so it is highlighted
e Right click

General | Mask | Formula

Tab Order: o} EC%
Save to Database Field: [v]
Visible

[ (am)
=

Lok ][ cancel |[_ Heb

Tab order- this determines the order in which controls are accessed when pressing the TAB key.

Database Field - This is the list of database fields available to store the entered data into.
First select a database field otherwise the data entered will not be saved. It is possible to
rename the database later, to make it easier to report on and to identify Databases
already in use

Do not link the same database field to more than one control as this could result in the
data in the first control getting replaced by the data within the second. Every control
must have its own database field.
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Visible - Clear this check box to make the field invisible.
Background Colour - Left click this button and select the colour required.

Text Colour - Left click this button and select the colour required for the text for the control.

Mask Tab (optional)

General | Mask | Fomula

Mask: ™

Literal: (]

Mask Character Description A

0 Mumeric {0-9)

9 Mumeric {0-9) or space { ) L

£ Mumeric {0-9) or space { ) or {+) or {-) 1

L Alpha (a-Z)

? Alpha (a-Z) or space ()

A Alpha numeric (0-9 and a-Z)

a Alpha numeric (0-9 and a-Z) or space { )

& All print character only v
Lok _J[ cancel |[__Heb

Edit controls can has masks applied to prevent invalid values being entered.

Mask - This drop down box is where a user will either type the mask required, or select one of the
predefined masks.

Literal - This drop down box is where the user can enter the literal characters / place holders that
the user will see when they type in the masked control. As the user enters the mask in the first box
they will see the literal characters / place holders appear in this box.

When the user adds a mask to an edit control, in order for the mask to be applied they
will be required to exit the Screen Designer and close the window, e.g. Employee
Maintenance screen, and reopen it.
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Mask Character Description

0 Numeric (0-9

9 Numeric (0-9) or space (')

# Numeric (0-9) or space(' ') or ('+') or ('-')
L Alpha (a-2)

? Alpha (a-Z) or space (')

A Alpha numeric (0-9 and a-2)

a Alpha numeric (0-9 and a-Z) or space (')
& All print character only

> Forces character to be upper case (A-Z)
< Forces characters to be lower case (a-z)
H Hex digit (0-9 and A-F)

X Hex digit (0-9 and A-F) and space (')

Label Control

Right click to view Label control screen.

|Gene.-a| Text

Text: Label
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Drop-down box

To create entries within the combo cox
Left click

Right click

Select the combo tab

| General | Combo

Enter the list items that will appear in the list box. Separate each item with @ ™~ including the last one,
e.g. tem1~itemZ~item3™

ttems:

A

Click on the Sort button to reamange the list into alphabetical order.

Lok J[ cancel J[ Hep ]

e Select ~ then type the first item followed by ~
e Repeat this ensuring a ~ is placed at the end of the last item
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RENAMING THE DATABASE FIELD

To rename the database fields access Screen Designer via one of the following methods.

Personnel System Setup

Company Details

‘-I‘ Business Rules

Eﬁ Workflow Processes

g System Parameters

[_T__l Screen Designer

=¥ HOME | SYSTEMSETUP | PERSONNEL

AY D O =

ttendance~

TRAINING ~ RECRUTMENT ~ REPORTS ~ UPDATES ~ DOCUMENTS — HELP

- |—_

2 EBLIok
Company Work Employee TMe & Trining Recruitment COmMpany  System  Screen  Business Security Documents

- - . A - - Details  Parameters Designer Processes  + -

System Setup

Screen Designer

Maintain Screen Designer

Details

The following screen will appear.

Screen:

[UserDefCharl ] User Def Char #1

[UserDefChar2] User Def Char #2 =
[UserDefChar3] User Def Char #3

[UserDefChard] User Def Char #4

[UserDefChars] User Def Char #5

[UserDefChard] User Def Char #6

[UserDefChar7] User Def Char #7

[UserDefChar] User Def Char #8

[UserDefChard] User Def Char #9
[UserDefCharld] User Def Char #10
[UserDefCharl1] User Def Char #11 1 m

e Select the relevant screen and field
e Select update (double click)
e User will then have the option to rename the field to something more relevant
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It is recommended that when a user adds a database field to a control box, the user makes a
note of which field they have linked it to so that they are able to change the field name to
something relevant to help with report creation.

USER DEFINED LISTS

Three Employee screens have been added to Employee Maintenance area, these screens allows
users to create their own list/history screen similar to job history list. These screens first need to be
enabled using the Screen Designer.

Personnel System Setup

Company Details ‘ Screen Designer
Screen: | Employee - |
o Busines I —-
Fl
List Screens ﬂi .
Workflo Type: Employee - =
ype
4
List 1: ﬁi
. i e List Serests
& systemy P ™ g
E7
List 2; ke
Screen| ®nue T R
kO
List 3: k11 |
Binuse Title: | List 3
L

e Select List Screens
e Toenable click In Use
e Enter the title of the page
e C(lick OK
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The next time an employee maintenance record is open the new screen will appear.

The Add, Update, Delete buttons work the same as the other list screens except the user will need to
first create the displayed forms using the Screen Designer.

Processes Blank Page Blank Page List 1

!?l Details:
V User Defined Char #1 User Defined Char #2 User Defined Char #3 s Absences

There are no items to show. User Defined Char #3 |

Albert Abbott

! URGENT TASKS

Human Resources Manager
Management

London

Reports To:

Catherine Bathley

Holidays

Personal Click the charts for more

Work
Employment Calculator

Attendance
Book Holiday

Training / Qualifications
Record Absence

Docs / Contracts

Holiday Card

5
="
o
1
=l
[
[=A
=]
=

e Switch on the toggle Screen Designer
e C(Click the designer button

To rename a blank page turn on toggle screen deisgner and right click to amend the
name
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Processes  Blank Page Blank Page L | URGENT TASKS

O
V | S8l Absences
: i There are no items to show. S

——
Albert Abbott

Human Resources Manager

Management
London

Reports To:
Catherine Bathley

Personal | BE Click the charts for more
o1 information

Work

Employment Calculator

Attendance

Book Holiday

Training / Qualifications

Record Absence

Docs [ Contracts

Holiday Card

A blank form will appear then design this as for a blank page.

Save

Accident Details
Accident Type lﬁ

HS BExecutive
Informed -
Date (@ 05/00/2015 (@ |

Motes -
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COLUMN HEADINGS

The column headings on the lists can be customised to show the data from the corresponding
database tables. This will allow users to decide which fields they want to see when looking at the list
screens, which is not only useful for the new dynamic list screens but also for the existing ones
where they may want to see screen designed data or hide the default fields. With Toggle Screen
Designer on left click on the list, then right click and select ‘list details’ tab:

General  List Details

USER DEFIMNED CHAR #1 USER DEFIMNED CHAR #2 USER DEFIMNED CHAR #3 USERLC

There are no items to show.

-

1 1]

User Defined Char 26
User Defined Char #7
User Defined Char #8
User Defined Char #9
User Defined Char #10
User Defined Char #11
User Defined Char #12

e »

Drag (left click and keep the finger down) the headings not required to the bottom part of the box
and vice versa for the heading required.

Users can also rearrange size and order by left clicking (keep left button on mouse down) and
dragging.

Once the columns headings have been set up, click on the OK button and exit the Screen Designer.

Please note that the date formats cannot be changed for stored dates.
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If a user wishes to add a control over an existing control, the first control must be hidden. To do this

e highlight the control by selecting
o leftclick
e right click
e remove by unchecking the visible option
General  Text

Tab Order: [

Save to Database Field: | -

2 Vistle
The control is etther a label or a system control and cannot be linked to & database field.
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Global Updates

In this section a user can utilise the updating of multiple employee records at the same time. This
section is only accessibly from the toolbar.

HOME  SYSTEMSETUP  PERSONNEL  TRAINING  RECRUITMENT  REPORTS | UPDATES | DOCUMENTS  HELP (- X4

e e = = g
T Tt e |Mh A % T LOAND SO
Creste Holiday Close Holidsy Holiday ry L Absences General Benefits Notes Motice Processes Job  Task
Vear

Salary Sa aining Training Needs Training e
Vears r Allocation Update Grades Courses  /Profiles  Tasks Updates Periods Details  List
Holidays Salary Training Updates

73
Ao

Each of the global update functions will open a wizard to allow the user to select the employee
records to update.

HOME ~ SYSTEMSETUP  PERSONMNEL  TRAINING ~ RECRUTMENT ~ REPORTS | UPDATES | DOCUMENTS  HELP [°]

T T EMAE % TLeAlSS

Clidy CloseHoliday Holiday ~ Salary Salary Training Training Needs Training  Absences General Benefits Notes Notice Processes Job  Task
Year  Allocation Update Grades Courses  /Profiles  Tasks Updates Periods Details  List
Helidays Salary Training Updates

Create Holiday Years - Page 1 of 4

Simply Personnel Update Wizard
In order o run the update. you must first build up a st of

empl e
To dothis use the neat two pages of the wizard.

On the first page. search for the employees to be updated and use
the Add or Add Allbutton to add them to the list of employees

Use the second page to review the list of employees to be
updated. Use the Remove or Remove Al buttons o remove
employees from the lst

‘The pages following the lst wil explain how to complete the
curent wizard,

o Select the global update
e Select Next from the first wizard screen
e Highlight the employee records to update
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Search Results:
Employee 1D: _ Surname A Other Names Department
Surname: _ 1 Abbott Albert Management London
O _ 2 Af:lams Ma.tthew Sales London
25 Ainsworth Julie Sales London
26 Alcock Vicky Sales London
Payroll ID: _ 3 Bathley Catherine Management London =
NI Number: _ 4 Beasley James Management London
29 Brown James Production London
e 32 Burton Domonic Production Leeds
27 Butler Adam Production London
30 Clark Simon Production London
10 Cockrill Loyd Production London
40 Colins Sam Administration Birmingham
5 Cooke Jenny Accounts Londen
15 Cooper Redger Production Leeds
Main 17 Eden John Production Leeds
11 Emmerson Kieth Sales London
1o 18 Empson Phillip Production Leeds
Work 13 Falkner Sam Production London
31 Glaower Jane Sales London
Dept/Loc 19 Graham Jane Administration Leeds
F— 1 Vi P T S ST R
yal

Highlight the Alternatively

employee’s, select Add

select add all; the
wizard will

add all the
Users can use the different tabs to employee in

filter employees by their the list
department/location etc.

Hold down the Ctrl key to select multiple employee records.

Select next to view the next page.
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The next page will display a confirmation page of the employee records being updated

1D | Surname ¢ | Other Names | Department | Location -

1 Abbott Albert Management London

2 Adams Matthew Sales Londan

25 Ainsworth Julie Sales London

26 AMeoock Vicky Sales London

E] Bathley Catherine Management London

4 Beasley James Maragement London

29 Brown James Praduction London =

32 Burton Domonic Production Leeds i

27 Butler Adam Production Londaon

30 Clari Simon Production London

10 Cocheil Loyd Production London

40 Colins Sam Administration Birmingham

] Cooke Jenny Accounts London

15 Cooper Rodaer Production Leeds

17 Eden John Production Leeds Il

n Emmerson Kieth Sales London

18 Empson Phillip Production Leeds

13 Falkrer Sam Production London

H Glover Jane Sales Londaon

15 Graham Jane Administration Leeds

12 Hill Sarm Administration Londaon

45 Htrfa Tzajhat 1

21 Idle Mike Production Glasgow

23 Jackson Simon Production Glasgow

22 Jagger Ry Production Glasgow -
/

Users can also remove
employee records at this

stage

e Select Next

The final screen will allow users to select the areas of the wizard being activated.

3 Croner-

HR-Tax-H&S-Reward
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CREATE HOLI

DAY YEARS

The final screen of the Create Holiday Years wizard will allow users to select the year being activated
and apply the bank holiday profile set within the business rules.

Holiday Year Details:
Holiday Profile:
Holiday Year:

Bank Holiday Profile:
Start Date:

End Date:

| Holiday Year - |
[2m8 -

England and Wales

ovovas |
s

® Use Normal Ertitlement

() Set Entitlemertt To

B Ertitlement in Hours

B Update existing holiday years with the new entitlement

Employees to be updated: 42

The Preview button will allow you to see the changes that will be made before performing the update. Select the Finish button to perform the update, or

the Back button to add or remove employees.

Before applying the change
a preview of the
adjustment can be viewed

displaying the records
being updated and the
areas being updated

e To finish the wizard and apply the change select Finish
e An audit report will be opened to allow a view the changes made

e
STEM SETUP PERSONNEL TRAINING RECRUITMENT REPORTS UPDATES DOCUMENTS HELP

. = = = = A I

I e "% E R E A “a

sidsy Holidsy Salary Salary Training Training Needs Training  Absences General Benefits Notes Notice Processes
r Allocation  Update Grades Courses / Profiles Tasks Updates. Periods

Salary

Updates

e - |

SIMply FEFSONNE! - (LIEAE MONAY YEars - Fage 4 OT 4]

# > L HE

Job
Details  List

Task

simply Personnel Demo

Updated Employees
fpmmee

[Not upasting the sntitement of axisting holiday years
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CLOSE HOLIDAY YEAR

To close holiday years select the Close Holiday Year function.

== HOME  SYSTEMSETUP  PERSONNEL  TRAINING  RECRUITMENT  REPORTS | UPDATES | DOCUMENTS — HELP

T T & me % T A@®@AN S OH
Creste Holiday Close Holiday Holidey  Salary Selary  Training Training Needs Training  Absences General Benefits Notes Motice Processes Job  Task
ars Yea ks

9
Ye: r Allocation Update Grades Courses  / Profiles Updates Periods Details  List
Updates

five

Holidays

Close Holiday Year
Close 2 holiday year

salary Training

The below screen will appear allowing the user to select the year that will be closed and specify a
carry forward.

Selection Criteria: Repart Only

Haliday Frofile: | Haoliday Y'ear hd |

Holiday *'ear: |ﬂ4_ v|

Start Date: 01/01/2014 E
End Date: SLEC TR

Carry Forward:

® Al Duration ) Masimum of

] Open a new holiday pear without
closing the current one.
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HOLIDAY ALLOCATION

This wizard will allow a user to allocate holidays to multiple employees

HOME SYSTEM SETUP PERSONNEL TRAINING RECRUITMENT REPORTS UPDATES DOCUMENTS HELP L
*s e mm =z s T 5 [
° ° = = 2 & = A <%

Create Holiday Close Holiday /=2 Salary Salary  Training Training Needs Training  Absences General Benefits Notes Notice Processes Job  Task
Yea Allocation Update Grades  Courses / Profiles Tasks. Updates Periods. Details  List
Holidays Salary Training Updates

Holiday Allocation - Page 4 of 4

Holday Detais
Sttt Date. EZZI |
cvwe s [
Duton @z (5 |[Czza |l
B Bank Holiday
Plarner Colour | —
Gaogor. L

Notes

Employees to be updated: 42

‘The Preview button wil allow youto se the changes that wil be made before pefoming the update. Select the Finish button to perform the update, or
the Back button to add or remove employees.

e Navigate through the wizard as before
o The final page of the wizard allows a user to select the date range
e Select Finish
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SALARY UPDATE

HOME  SYSTEMSETUP ~ PERSONNEL ~ TRAINING  RECRUITMENT ~ REPORTS | UPDATES | DOCUMENTS  HELP

T T eRmTE S T AOANE SLE

Create Holiday Close Holiday Holiday ~ Salary Salary ~Training Training Needs Training Absences General Benefits Motes MNotice Processes Job  Task
Years Year  Allocation Update Grades Courses  /Profiles  Tasks Updates Periods Details  List
Holidays Salary Training Updates

Salary Update
Global Pay Update - Salary

This section will allow a user to update multiple salaries.

Salary Update - Page 4 of 4 - x

Pay Change:

Effective Date: 09/09/2015 I
Old Pay: <<ALL>> -

© Absolite Change To

) Amount Change By:

® Percentage Change Of:

Employees to be updated: 42
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SALARY GRADE

= HOME  SYSTEMSETUP  PERSONNEL  TRAINING  RECRUTMENT  REPORTS = UPDATES = DOCUMENTS  HELP

TN e ®mmE ST A®AllSFE

Creste Holiday Close Holiday Holiday ~ Salary Salary  Training Training Needs Training ~Absences General Benefits Notes Notice Processes Job  Task
Year  Allocation Update Grades Courses /Profiles  Tasks Updates Periods Details ~ List
Holidays Salary Training Undates

Salary Grades
Global Pay Update - Grades

This function will allow a user to update salary grades

Selection Criteria:

o
Salary Grade: Paint 1 -

— pd:

Pay: £22,000.00 m

) &pply This Pay To &ll Employees On This Grade
(& Change Grade Pay

Pay Change:

Effective Date: I

@ Absalute Change Ta:
) Amount Change By
) Percentage Change OF l:l
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ABSENCES

T T eRuME ST Rl S OH

Create Holiday Close Holiday Holiday ~ Salary Salary ~ Training Training Needs Training ~Absences General Benefits Notes Notice Processes Job  Task
E Vear  Allocation Update Grades Courses /Profiles  Tasks Updates Periods Details  List
Holidays Salary Training Updates

Absences

Add an absence for several

employess

This section will allow a user to apply an absence to multiple employees such as severe weather.

GENERAL UPDATES

T T eRmEmE ST LAOANE S LA

Create Holidey Close Holiday Holiday  Salary Salary  Training Training Needs Training  Absences General Benefits Notes Notice Pracesses Job  Task
Years Year Allocation  Update Grades Courses  / Profiles Tasks. Updates Periods Details  List
Holidays Salary Training Updates

General Updates
Update various employee
details

Within this section a user can update multiple areas of an employee record

) General Updates - Page 4 of 4 - x

Details

Normal Holiday Entitlement
Securty Level

Length of Service Profile
Payroll Company

Employse Notice Period
Employer Netice Period
Defauk Wark Period

{5 Absence Entitlement Profile:

I

Employess to be updated: 3

The Preview button wil allow you to see the changes that will be made before performing the update. Select the Finish button to perform the update. or
the Back button to add or remove employees.

e Check the box of the area for updating
e Select the change within the drop down list
e Select Finish
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BENEFITS

T T ERhA % T LAl SO

Create Holiday Close Holiday Holiday ~ Salary Salary  Training Training Needs Training  Absences General fen=r= Notes Notice Processes Job  Task
Years Year  Allocation Update Grades Courses  /Profiles  Tasks Updates Periods Details  List
Holidays Salary Training Updates

Here a user can apply a benefit to multiple employees

Benefit Details:

Bt [
Sovas v

T —

.
T N =-—

Notes:

0 PHI Beneft

orbottimber |
Type: M
P . |

Employees to be updated: 5

NOTES

= HOME  SYSTEMSETUP  PERSONMEL  TRAINING  RECRUTMENT  REPORTS | UPDATES | DOCUMENTS  HELP

T T E®R"hAE ST A4 0SSP

Create Holiday Close Holiday Holiday  Salary Salary Training Training Needs Training  Absences General Benefits Notes Notice Processes Job  Task
Vears Year  Allocation Update Grades Courses  /Profiles  Tasks Updates Periods Details  List
Holidays Salary Training Updates

Notes

Add a note for several

employees

This global update will allow a user to add a note against the selected employee records
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NOTICE PERIODS

HOME ~ SYSTEMSETUP  PERSONNEL  TRAINING ~ RECRUITMENT ~ REPORTS | UPDATES | DOCUMENTS  HELP

TN e ®|MUE T UG DS PO

Create Holiday Close Holiday Holiday ~ Salary Salary  Training Training Needs Training ~ Absences General Benefits Notes Notice Processes Job  Task
Vear  Allocation Update Grades Courses  /Profiles  Tasks Updates Periods Details  List
Holidays Salary Training Updates

Notice Periods

Set the notice periods for

several employees

In this section a user can amend multiple employees’ notice periods.

Motice Period Details:

Preview
Select whether you wart to set the notice periods for the employees or if you want to -
update them based on the employee's length of service. The employees must have

a length of service profile set on the Work screen to use this second option.

@ Set Notice Periods

Employee Motice Perod: |1 Manth Yl

Employer Notics Perod: | I ERCa M - |
O Update Notice Periods Based on Length of Service

Employees to be updated: 42
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PROCESSES

PERSONNEL ~ TRAINING ~ RECRUTMENT ~ REPORTS | UPDATES | DOCUMENTS  HELP

T =me 2 S T aenl s
&R 2 S T4 <

Salary Salary  Training Training Needs Training ~ Absences General Benefits Notes Notice Processes Job  Task

Details  List

] (-]
Updates Periods

Create Holiday Close Holiday Holiday
ear Allocation  Update Grades  Courses. / Profiles Tasks
Training Updates

Holidays Salary
Processes

=" HOME  SVSTEM SETUP

Years

Start a process for several

employees

Here the user can start a workflow process against multiple employee records.

Freview

Process Details

Please select the processes to start:

["1Change of Bank Details
Digciplinary
["]Grevance

Employees to be updated: 3

‘ Croner-
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JOB DETAILS

= HOME  SYSTEMSETUP  PERSONNEL  TRAINING  RECRUITMENT  REPORTS | UPDATES | DOCUMENTS  HELP

T TERNL % TL@nll S

Create Holiday CloseHoliday Holiday  Salary Salary Training Training Needs Training ~ Absences General Benefits Notes Notice Processes Job  Task
Years Vear  Allocation Update Grades Courses  /Profiles  Tasks Updates Periods Details  List
Holidays Salary Training Updates

Job Details
Update the job details for

multiple employees

Here a user can change multiple areas of an employee’s job record for multiple employees.

Job Details:
Leaving an option blank or set to zero will prevert this option being updated.

Post: ‘

Manager: ‘No Manager Selected

Hisrarchy: \

Hours per Week: El Full Time Hours: D
Update Options:

() Create a new job record
® Update the cumert job record

Employees to be updated: 4

The Preview button will allow you to see the changes that will be made before performing the update.

Select the Finish button to perform the update, or the Back button to add or remove employees.
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TASK LIST

== HOME  SYSTEMSETUP  PERSONNEL  TRAINING  RECRUTMENT  REPORTS | UPDATES | DOCUMENTS  HELP

ee  oe m® = s T o [

© o o & T» = A ¢

Create Holiday Close Holiday Holiday ~ Salary Salary Training Training Meeds Training Absences General Benefits Notes Notice Processes lob  Task
Year

Allocation  Update Grades Courses  /Profiles  Tasks Updates Periods Details  List
Holidays Salary Training Updstes

Task List

Add an entry to the tosk list

for several employees

Here a task can be entered against multiple employee records.

Task Details:
Task: Hez
Actioned By [ADMIN M

Tecome  ovs [l
Task Time: I:l

Notes:

Employees to be updated: 42

e I
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Global Mail Merge and Email

This area very much like the global update wizards can be used to merge documents or emails
against multiple employee records. The mail merge template must first exist within the business
rules.

HOME  SYSTEM SETUP
ey e —u N
Personnel  Training  MailMerge  Emails

Mail Merge  MailMerge  Queue
Personnel | Training | Recruitment  Email

Personnel Mail Merge
Document Mail Merge

Navigate through the wizard as before selecting the group of employees the document will be
merged with.

PERSONNEL ~ TRAINING ~ RECRUITMENT ~ REPORTS ~ UPDATES = DOCUMENTS | HELP Q.

- Absence

Appraisal
Contract

OFFER LETTER

Disciplinany w||r:::q
Grievance
- Leaver
El- Mew Starter [oete]
- Application for Employmert Form
- Employment Interview et
- Induction Checklist =
- Job Descrpticn Fom e e ey D ssormms
r Letter

1 fiar smooymert Wil egh o ds].

2 Yo jio Bewil e [l

3 Yo will be wakig = e blowng oo Joosborn] Reme il mo o
[name. posion mid et [tee]

4 Yar rerrestoonl el stany] o fessi ]

S Yo nameinarsot vk wWil e s day 9.

E In andtian 20 Te umel PusioSenk Foleys fou Wil o2 antied e e o
it | iy per ConEery Moy PR W unsrom [da © Hai].

7 Yor sTooymeT Wi TIS COMZEy 5 SLOST W08 Drodmoner; oF o o Tres
O Ay TR G Whch st you T fe ConpEny o Senee GO0
ETTYTEN WiN e [weei SO g NOoe 10 Te o TS ripsaen; Dt
ey e edended by afuthe Sres rofshy his Coery, & te sdie dso=ion o
i Comery.

- Rejection Letter after Interview
- Rejection Letter without Interview
Wacancy Description Form

[+ Working Time

Aot i e coeTiors of sour Dy el e spactien n e FRACFAL

Preview
Please select the document to menge the employee information inta.

< Back Nead >

e Highlight the template that will be merged.
e Click Next

‘ Croner-

HR - Tax - H&S - Re
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The user then has a number of print options and save options.

Document Information:

Standard Document: |DFFer Letter
Total employees: IEI
Printing:

() Prirt mail merged document directhy
® Review mail merged document first
() Merge To Email

Subject: |

Email Address: |Cc-m|:-an;.- Email Address e

Save Options:

® Save the merged document against each employee

() Save a record against each employee that the document was produced
(O Do not save the documents

Please review the document settings before proceeding further.

Clicking on Mext will perform the mail merge.
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EMAILS

A user can send an email to multiple employees.

-

HOME  SYSTEMSETUP  PERSONNEL ~ TRAINING  RECRUITMENT  REPORTS  UPDATES = DOCUMENTS | HELP
O S — Rl

Personnel  Training  Mail Merge  Emails

Mail Merge  Mail Merge  Queue

Personnel | Training

Recruitment | Email

Emails

Send an email to multiple
employees

Navigate through the wizard to select the employees and select the email template or the user can
create a new.

Email:
& Use Template |New Starter | | Select .. |
O Create New Email @ V/ork Emiz

a @ Tc
0 Main Contact Ema Ce

OCc
QB
Email:
Subject: |
Message: -~
k
Attachments:
[ ha |
Employees to be emailed: 5

The Preview button will allow you to see the selected employees that will and will not receive the email before sending it.
Select the Finish button to send the email, or the Back button to add or remove employees from the email.
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Help and About Simply Personnel

A user can search for online help and useful resources, also navigate to the Simply Personnel website
to view up and coming developments.

HOME  SYSTEMSETUP  PERSONNEL  TRAINING ~ RECRUTMENT  REPORTS

UPDATES DOCUMENTS HELP 0 []
o -
.
?ice @ T
Online  Useful  Simply Personnel Email Remote About Licence
Help Resources  Website

Support Assistance

Details
Support Tools

System Information

Support

Users can also contact the support team via email which will create a unique support ticket.

HOME ~ SYSTEMSETUP  PERSONNEL ~ TRAINING ~ RECRUITMENT ~ REPORTS  UPDATES

DOCUMENTS | HELP
= [l
7B @ &% 04

X4
Online Useful = Simply Personnel ~ Email Remote  About Licence
Help Resources  Website Support Assistance Details

Support Support Tools | System Information

Email Support
Send an email to support

A support representative may wish to connect with a user to verify a query, this can be done via the

remote assistance link which will navigate to www.islonline.net where the Support Engineer will
provide a unique code.

4OME  SYSTEMSETUP  PERSONNEL  TRAINING  RECRUITMENT  REPORTS

9
o -
r\l) )
K @ = O
Online ail - Remote About Licence
Help Resources site Support Assistance Details

UPDATES ~ DOCUMENTS | HELP

SupportTools | System Information
About
Display program
information, version
number and copyright

A Support Engineer may wish to identify the build a user is on — this information can be found within
the About Simply Personnel section

Licenzed Products:

Simnply Training Simply Recruitment

The Simply HR Software Compary
Email; infof@simplypersonnel.co.uk

wiany, simplypersonnel co. uk

Simply Perzonnel Wersion 12.7 D atabase Yersion 12,7, Build 9602-280515-0743
For Microsoft Windows

Access Database Location: C:\Program Files [86]4Simply Personnelh\databasze'perdemo. mdb

Simply Personnel 12.7

Copyright @ Croner Group Limited
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http://www.islonline.net/

The Licence Details section is the license for the software and a list of the modules purchased.

Wielcamel

YWielcome to Simply Perzonnel.

In order to use Simply Personnel
o muzt enter the product licence
detailz on the right.

This infarmation will have been
provided to pou by your zoftware

supplier.
Employees
Ilzed: 42
R emaining: a
Page | 144

Licence Details:

Company Mame:

Expiry D ate:

b &% Employees:

|Jzers:

Suppart Expiry:

Licence Code:

Email: infolezimplypersonnel co.uk

Simply Perzonnel Demo

Kl 12 2999
A0
1
Simply Perzonnel B Timeshests
Simply Training B E:penses
Simply Becruitment [ Time and Attendance
B 5elf Service B Fostering
On Support
ANA242999
=FSE. =laiatal EO0wWS | KEEH
Simply Personnel
Q.

iy, zimplypersonnel. oo, uk
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Logging out of Simply Personnel

There are two ways of logging out from Simply
Personnel, the top right hand cross of the system which
will prompt for confirmation.

/A, Do you wish to it Simply Personnel? By selecting the X in the top right corner of the

software.

From the top left logo it is possible to customize the toolbar ribbon and items displayed on the
toolbar.

Toolbars |gommands Quick Access I Keyboard | Options |

Toolbars:
Simply Personnel Ribbon m

Rename...

Delete

8 Admin N Recent Records |_
1 Employee -1 - Albert Abbott
Dashboard ¥ 2 Employee - 15 - Rodger Cooper
[ 3 Employee - 25 - Julie Ainsworth
ﬁ Print Fah
— 4
5 Employee - 45 - Tzajhat Htrfa
6 Employee - 2 - JOE BLOGSS
x 7 Employee -1 - Jo Bleggs
8 Course - 2 - ADVANCED DRIVE
9 Course-1-H&S

A user is also able to minimise the toolbar ribbon compeltely from the top down arrows.
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SEHe~tE® F Simply Personnel - Dashboard

HOME  SYSTEM SETUP CstomizeQuidchocess Toolbay NT ~ REPORTS ~ UPDATES ~ DOCUMENTS | HELP
v Dashboard

_—

[ &) @ |l Tasklist

Useful  Simply Personnel ¥ Employee Search

Resources  Website S v Holiday Year Planner

Support .

v Course Diary

Simply Answers
Self Service

More Commands...
Show Below the Ribbon

Minimize the Ribbon Dashboard
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MY NOTES
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