Simply Personnel — Deleting an employee record

This document is guide for administrators of Simply Personnel, deleting an existing employee from
your system.

1. Ensure you have PERSONNEL menu selected
2. Use the ‘Employee Search’ button and locate the employee you are to be deleting.

A D EC-~T@ -

HOME SYSTEM SETUP TRAIMIMG RECRUITPAEMNT
ﬁ Y
(8] i Eﬂ v

Personnel Me Employee ge Holiday Year Heliday ~ttendance
Dashboard Employde  Search nloyee EmployeeIC Planner Card

Dashboard mployee Attenda

1. With the employee record open you will now see the ‘Delete Employee’ button is now
activated.

2. When prompted, confirm the deletion.
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Personal Details: Personal Details:
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Employee 1D: 208] NI Number: Absences

Sumame: Marital Status:

Forename: Dependants:
Tom Brown

Cther Names: Mationality:




