Simply Personnel — Creating a new holiday year

This document is guide for administrators of Simply Personnel, creating a new holiday year and
applying this to your employees.

This guide assumes you already have an existing holiday year profile and is assigned to your
employees.
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HOLIDAY YEARS

This section the user can enter the start and end dates of the new holiday 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
o Select the relevant profile for the year
e Enter the start and end dates press OK

Holiday Year Details
Profile Holiday Year |Start Date End Date

Heliday Year 2014 01/01/2014 3171272014
Haoliday Year 2015 01/01/2015  31/12/2015

Profile: [Holiday Year

Year: |21]'I'Ei |

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




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 Hollday Maintenance x
Business Rules Bank Holiday

Holidays:

Profile Name: | England and Wales |

Holiday Name Start Date  |End Date Duration Hours

England and Wales
Departments NothemTeland | New Years Day  01/01/2015 01/01/2015 0.00 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 sertbste: | W
Holiday Years End Date: |:|' @
Bank Holiday Duration: [0 dam
Holiday Catgories hours o Jdar SetColoursTo: [ v
Weekly Holiday Accruals Colour: | — | hours
Absence Categories
Absence Reasons

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

| EE=E N

& Doyou wish to update the holidays for the employees that use this
Lk 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



APPLYING NEW HOLIDAY YEAR TO EMPLOYEES

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 SYSTEM SETUP PERSONNEL TRAINING RECRUITMENT REPORTS UPDATES DOCUMENTS HELP o ﬁ"
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Create Holiday CloseHoliday Holiday ~ Salary Salary  Training Training Needs Training  Absences General Benefits Notes Notice Processes Job  Task
Years Year Allocation  Update Grades Courses  / Profiles Tasks Updates. Periods Details  List
Holidays sotoy Taining Updates

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

Create Holiday Years - Page 10f 4

‘Smply Personnel Update Wizard

In orderto run the update, you mustfirst buid up alist of
employees to update.
To do this use the nesd two pages of the wizard

On the first page, search for the employees to be updated and use
the Add or Add All button to add them to the lit of employses.

Use the second pags to review the lit of employees to be
updated. Use the Remove or Remove Al buttons to remove
employees from the it

The pages folewing the st wil explain how to complete the

e Select the global update
e Select Next from the first wizard screen
e Highlight the employee records to update

Search Results:
employee D: || D [Sumame a Other Names 4 Department | Location -
Surname: _ 1 Abbott Albert Management London
2 Adams Matthew Sales London
Forename: _ =
25 Ainsworth Julie Sales London
2% Alcock Vicky Sales Londen
rayroiin: [ 3 Bathley Catherine Management London -
NI Number: _ 4 Beasley James Management London
) 29 mwn James Production London
(s sz 32 purton Domonic Production Leeds
27 IButIer Adam Production London
30 ICIark Simon Production London I
10 I Cockrill Loyd Production Lenden
40 I Colins Sam Administration Birmingham
5 I Cooke Jenny Accounts Lenden
Cooper Rodger Production Leeds
Main Eden John Production  Leeds
Emmersen Kieth Sales London
Das Empson Phillip Production Leeds
Work Falkner Sam Production London
Glover Jane Sales London
Dept/Lac Graham Jane Administration Leeds 1
Course v o o A

Users can use the
different tabs to filter
employees by their

department/location
etc.

Highlight the
employee’s,

select add

Alternatively select
Add all; the wizard will

add all the employee
in the list




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 London
25 Ainsworth Julie Sales London
26 AMlcock Vicky Sales London
E] Bathley Catherine Management London
4 Beasley James Management London
23 Brown James Production London —
32 Burton Domonic Production Leeds B
27 Butler Adam Production London
30 Clark Simon Production London
10 Cocheill Loyd Production London
40 Coling Sam Administration Birmingham
5 Cooke Jenmy Accounts London
15 Cooper Rodger Production Leeds
17 Eden John Production Leeds
1 Emmerson Kieth Sales London
18 Empson Phillip Production Leeds
13 Fallzner Sam Production London
Kl Glowver Jane Sales London
15 Graham Jane Administration Leeds
12 Hill Sara Administration London
45 Htrfa Tzajhat 1
21 Idle Mike Production Glasgow
22 Jackson Simon Production Glasgow
22 Jagager Roy Production Glasgow -
/
Cancel
Users can also remove
employee records at this
stage
e Select Next




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 *ear Details:

Holiday Profile: ~[Holiday Year -]

Holiday *ear: | 2016 T |
Bank Holiday Profile: | |=glEht s RLE o5

End Date: 31/112/2016 o N
: przzve [ Before applying the change

(® Use Nomal Ertitlement .
© Set Entitlement To a preview of the
@ Entilement in Hours adjustment can be viewed

B Update existing holiday years with the new entitlement d |Sp|ay| ng the records
being updated and the

Aranc haina iindAarad

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.

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
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and Wales

[Holiday Year End Dote: 31/12/2016
Using the employee’s normal entitiement

Updated Employees
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CLOSING THE PREVIUOS HOLIDAY YEAR

When you wish to close the old holiday year to prevent employee from booking holiday from that
year’s allocation and if required carry over any untaken holiday entitlement into the holiday year.

This will remove the year from availability in any dropdown list the employee may see in Self Service.

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

e Ll
L] o

Creste Holiday Close Holiday Holiday
ars Yea

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

Selecting ‘All Duration’ will carry forward all untaken holiday entitlement into the new holiday year
Selecting ‘Maximum of’ you can limit the number of days of untaken entitlement into the new
holiday year. Change the value to zero if no untaken holiday is to be carried into the new year.

Selection Criteria: Feport Only

Holiday Profile: [ Holiday Year |
Holiday *'ear; | 2074 |
Start D ate; 01407142014
;l End Date: NA22014
Ca mbaLd:

) Marimurm of |0

]

& Al Duration

1 ] Open a new holiday pear without
clozing the current one.




