                    Simply HR      
        Guide for Administrators
The administrator user guide will show you how to log in and out of the system, change your password, access your main personnel data and edit records and reports.

Log in to your system via your web browser at www.simplyhr.net using the user name and password in the email sent to you.
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Do Not Select remember me on this computer, to ensure security at all times.

Once logged in you will the main dashboard.
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Changing Your Password:

First select Edit My Profile, click on the icon next to the text.
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Login Details

User Name: [iohn1234.

Password:

Confirm Password:

Employee ID:
[Jcreate Timesheets Account
[Jcreate Time & Attendance Account




Re-type you new password, confirm it and the click on Save t the bottom of the screen.

Before you start inputting you employee information go through the system set up.
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For a guide to the system setup please refer to the separate manual.
New Starter:
To add a new starter to your database, select the option from the main dashboard.
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This will open up the new starter screen for you to complete, there are mandatory field marked with a red asterisks.
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Enter the employees name, date of birth, address and date of birth. If you are using the self service function of the system then you can create their account (user name and password and security profile). Then at the bottom of the page enter the contracted holiday entitlement and select a holiday year profile.

Click on save, your employee has now been created on to the system you will have the choice to continue entering details for this employee of add others.
Amend Employee:
To access and edit your employee details select amend employee from the main dash board.
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A new screen will appear, here you can search for the employee you require to look at select from the drop down list the search criteria then type in the name you are searching for, click on GO to retrieve the details. Click on the icon to the left of the employee id number to access the details.
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The employee record is split in to several screens/tabs which will show different details about the employee from personnel details to absences to benefits and holidays.
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To select the correct screen/tab choose the option from the top row, this will open up the option on the bottom row then select the screen/tab you require.

This guide will show you some of the main screens/tabs that you may use.

Personal: this includes the following screens/tabs

Employee Details
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A screen for you general information, NI number, gender and date of birth use the drop down menus to select other information once you have finished the inputting the information click on save.

Address Details
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To view or amend the address click on the green pencil, this screen is also a history screen so you can have more than one entry and keep historic information for you employee. To add new address details click on Add.
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Click on save, you can also copy the address to your clipboard and use in other programmes.

Emergency Contacts
You can keep emergency contact details for two entries and medical details.
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Click on edit to enter the details then save to keep the changes.

Work Details
This tab will keep a record of the date commenced employment, fixed term end dates, internal telephone number and payroll information.
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Click on save to keep the changes.

Employee Picture
You an upload a picture of you employee, click on upload picture to search you computer file then save.
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Attendance: includes then following screens/tabs:

Holiday Planner
This will open up a new screen with a calendar it will show all of the holidays for the employee you can also choose to show the absences and training that has also been logged against the employee.
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Holiday Details
Holiday details will show a selected years holidays from bank holidays to days taken.
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Select the holiday year you wish to view, there is a total annual entitlement figure and then a break down below of what has been take, allocated and remaining.

Use this screen to log a holiday against an employee, click on Add new holiday.
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Select the category, the start and end dates then click on save.  If you wish to delete a holiday entry click on the red cross.

Absence Details
This screen will keep a record of all absences taken by the employee.
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To add an absence click on Add new absence.
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Select you reason and the dates absent, you can then decide if you require a medical certificate or a self certification form. If you click in the box next to the option is will appear in the task list until it has been received.
Holiday Entitlement

This screen will manage the holiday year for the employee, the information here feed to the holiday entitlements screen, state you contracted holiday year (this will be the figure that will show for each holiday year).
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To edit information for the holiday year click on the green pencil.
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Select the correct bank holiday profile (if using) and length of service profile (if using). You can also add additional days to that current year.

Shift Details
Allocate shifts and working patterns to an employee , if you are using the clock in/out function you can also start the time they will start and leave work.
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Work: Include the following screens/tabs

Job Details
Keep a record of current and historic job details.
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You can edit the current job or ass a new entry to create historic information.

[image: image25.png]Empioyee Job vetails

From: 16/02/2009

To:

II

Post: Sales v

ReportsTo:  SmithBob() Set Clear

Hierarchy:

El=)

£3 company:a
B3 company:b
1B company:c

Hours Per Week:

FTE Value: 0018
SalaryBand: [ __Select— v.

Change Reason: | _Select— v

Notes:





State the from and to dates and the post/position, who this employee reports to where they are situated in the hierarchy, hours per week and other information.
Salary Details

Keep a record of current and historic salary information.
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Click on the green pencil to edit information, the red cross to delete any information or you can add new salary information.
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Bank Details
Keep a record of your employee bank details.
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You can edit or add new details.
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Work Details
This screen is repeated from the screen In the Personnel oprion.
Leaver Details
When an employ is leaving you company set them as a leaver this will remove them from the main employee search option and will keep their details in the background of the system, you can retrieve their by selecting include leavers on the searches.
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Documents
You have two options on this screen. First you can import documents to an employee records, i.e copies of ID, salary letters, contracts.

Do this by selecting Add New Document, then you will need to search you computer for the file to link to.
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Secondly you can use mail merge documents (these are set up in the system set up), click on the option to the left of the screen and select the mail merge template.

You can view the documents for both options by click on the view icon, edit them by clicking on the green pencil or delete them by clicking on the red cross.
Notes
Enter notes about the employee.
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Disciplinary: Includes the following screens/tabs
Disciplinary Details
Enter any disciplinary information against the employee.
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Grievance Details
Enter any grievance information against the employee.
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Click on save to keep the entries.

Skills/Appraisals: Includes the following screens/tabs

Training
Enter any training details and courses that the employee has completed.
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Qualifications
Enter the employee’s qualifications, you can set expiry date that will show in your task list once the sate is due.
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Basic Appraisals 
Log information about basic appraisals, schedule the next review. Enter notes and action plans, once the appraisal has been completed tick the closed box, and then enter the details for the next appraisal.
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Performance Profiles
Enter performance profile against the employee the performance profile relates to the employee post/position.
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Create the performance profile, these are designed in the system setup.
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Click on the green pencil to see the information within the performance profile, this information may have inputted by the manager or employee, the format of the performance profile is shown below.
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Benefits: Includes the following screens/tabs
Vehicle Details
Enter details about vehicles the employee may have.
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You can also enter the employees driving licence details.
Benefits

Log any benefits that the employee has.
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Documents: Includes the following screens/tabs

Documents
This is a repeated screen that you can view in the work option.

Contracts Information
Enter passport details, and the option to enter work permit details.
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Work

This screen is repeated from the screen In the Personnel option.

Processes
Start and keep track of all processes that the employee has been through.
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Click on the green pencil to carry on with the process.
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Reports.

This system can produce report based on the information that you have in the system. Select reports from the main dash board.
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This will open up the reports menu.
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Simply Answers: this is a report writing tool where you can create your own report from the information in the system. When you open up this option double click on the option you require and keep doing so until you have got all of the heading you need, then click on run query. This will produce a spreadsheet that you can filter and sort, create charts or export to excel.

The other options from the reports screen will all produce reports for the heading you have selected. The one shown below is the absences report.
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They are all based on similar options, select the hierarchy that you wish to report on and select the start and end date that you will show the information from and to.
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Holliday Planner:
Select the holiday planner from the main dashboard to view the whole company’s holidays and absences.
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You can select the months to view, holidays, absences and select from the hierarchy.

Task List:
To access the task list go to the top menu bar an click on home, then select task list.
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This will show you task that are outstanding and will be marked with the traffic light colours so will know which task need urgent attention.

To delete closed tasks click on the red X and to view the tasks click on the green tick.
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