                  Simply HR

Manager User Guide

The manager user guide will show you how to log in and out of the system, change you password, change some of your personnel details and request your holidays. It will show you how to authorise your team’s holiday requests and record absences against you team.
Log in to your system via your web browser at www.simplyhr.net using the user name and password in the Simply HR e-mail sent to your e-mail address.
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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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Re-type you new password, confirm it and the click on Save at the bottom of the screen.
Changing Personal Details:

If you have been granted access to, you may be able to change some of your personnel details.
Select My Personal Details from the main dashboard, this will open up the employees details and address screen, 
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Make the change that you require and then click on save, this will then go to the approver to confirm the change.

Requesting a Holiday:
You are able to look at your holiday entitlement and see what days have been booked and what you have got left for the rest of the holiday year.

Click on My Holidays
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This will show you your entitlement for the year. To book or request a holiday scroll to the bottom of the page and click Add new holiday, you need only to change the start date to the first day of your holiday  (the first day that you won’t be at work) and the end date, which is the day you will be back in the office.
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The system will automatically count the number of hours/days to be deducted from your entitlement.

The request has now been emailed to you line manager for approval, your dashboard will show (under alerts at the top of the page), that you have outstanding requests. This will clear when your manager has approved your request.

To delete holidays, follow the same procedure as to request a holiday but at the holiday summary page click on the Red X next to the holiday you wish to cancel, again this request has been sent to you manager to approve and a padlock icon will show next to your deletion until this is approved.

Your Team.
As a manager you may be responsible for logging absences and approving holidays for you team.
Once a member of your teams has requested a holiday an email will come to yourself and you will also get an alert on the main dashboard.
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To view the outstanding requests, click on My Division’s Authorisation Requests, this will open up a new page.
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It will show the employee who has requested the holiday and the dates, to approve this click on the green tick a further window will appear, enter in comments and click Approve.
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This will approve on the employees dashboard, send an email to the employee.

Absence.

To record and absence against a member of your team, select My Team, this will then give you a list of all of your team members. Select the Attendance tab and then in the option below select Absence Details.
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Select the employee required by the icon at the far left of the screen. This will then open up their record.
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Click on Add new Absence
and another window will open up.
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Select the category; select the reason for absence from the drop down menu if the option is not there enter Sick. Enter the dates and select weather a Medical of Self certification form is required.
