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  Course

Simply HR
   Duration

1 Day or Compressed 2 hours online
  Objective
To create a full understanding of what planning and information will be required for input during the training session.
Please note that the training venue will need to have the following training equipment for exclusive use by simply personnel trainer for the duration of the course:

· A suitable training environment with sufficient space for the number of delegates.

· 1 PC per delegate  
Before the training Day

To make the most of your training session it is recommended that you complete the following steps.

1) Ensure you have signed up for your SimplyHR account (www.simplyhr.com) and have submitted your data to support (support@simplyhr.com) for data load – you must do this at least 4 days prior to your training is to take place

2) You have logged into the system and looked through the different options

Preparation for Setup

In order to make best use of the trainer time whilst they are training we advise that the following drop down menu options information is available on the day so that we can help you with the setup on the system:-
· A list of all your employees will be pre-loaded into the system however additional information will be necessary

· Holiday entitlements for each employee

· Absence Categories

· Absence Reasons

· Job Roles

· Your companies departments and locations

· Your standard document, i.e. contracts of employments that you wish to include as templates

· Your processes including but not limited to 

· New starter

· Leaver

· Change of details

· Any automatic alerts or tasks you wish the system to tell you about

· Users who will be using the system

· Employees

· Managers

· Administrators

· Authorisation groups (self service)

· Who will receive notifications of changes to information 

· Holidays – manager?

· Address changes

· Bank details

Training Course Outline

	

	Course Code :
	SPHR
	Course Title:
	 Simply HR

	Schedule (1 day)

	10.00am
Start morning session
 11.15am
Coffee Break (20 mins)

  12.30pm
Lunch (1 hour)

  1.30pm   Start afternoon session
2.45pm
Coffee Break (20 mins)

  4.00pm
Finish  

	Objectives:
	To give delegates a full understanding of how to use the features of Simply HR, and to advise them on how to get the best results for their organisation.

	Day 1 Topics:
	· Introduction to Simply HR

· Logging in and out of Simply HR

· Planning you database

             Company Holiday Years

             Customising System Set up

· Creating Additional Users

· Adding New Employees

· Searching For Employees

· Viewing and Updating Employee Records

· Employee Holidays (set up)

· Employee Absence (set up)

· Employee Appraisal (set up)

· Creating And Inserting Documents

· Reports

· Processes

· Self Service

· Time and Attendance

	Pre-requisites:
	· Attendees must be PC literate and have experience of Word & Excel.

· It is also desirable that attendees possess a good understanding of Personnel practices and procedures. 
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