                  Simply HR  
System Setup User Guide

This document will show you how all aspects of the system setup, this can be access by a user with and administrative user profile.

System Setup.

Once logged on to Simply HR, click on the system setup icon from the main dashboard, alternatively you can also access this from the menu at the top of the screen.
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This will present another dashboard with several icons.

Company Preferences:
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Edit you company preferences, name and address, company type and date and time setting.
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Once completed click on Update to save the changes.

Manage Email Templates:
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Define the text within the email templates that are sent to users. Select from the drop down list the category and a list of the email templates will show underneath.
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To select the email template so you can edit the information click on the green pencil icon at the right of the entry. Click on save to keep the changes.
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Set Alerts:
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Set the alerts to be shown to other users of the system. To add a new alert click on Add new Alert, to edit an existing alert click on the green pencil and to delete and alert click on the red cross. 
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When adding a new alert you can select the severity by using the traffic light colours, write you message in the text box.
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Select the date the message will show from and til and the user that will be able to see the alert.
Manage User Details:
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Manage and add user details to individual users. Selecting this will give you a list of all your employees that will be using the system.
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You can add a new user by clicking on the Add User button at the bottom of the screen, to edit detail click on the green pencil.

[image: image12.png]Hunt Ltd

SIMPLYHR B3 Jontunt (Logou)

Online HR software

nnelTime And etup_ Help

User Profile

Login Details

User Name: [ion.hunt@simply.co.uk

Password: [

Continm Password: [ .

Create Timesheets Account

Create Time & Attendance Account

Email: [ion-hunt@simply.co.uk |
First Name: [don .
Middle Name: [ ]
LastName : .
Status:
Created Date : 30 March 2000 10:06:57

Preferences
Time Format:
Date Format: day/month/year v,

Time And Attendance Settings

‘This persons attendance must be.

approved - Select—

Advanced Settings

Active From: 30/03/2008
Active To:
Profile to use for own details: Company Admin Profile |

Profile to use for other employee’s

<

Company Admin Profile ¥/

details:

Hierarchy Levels this Userhas &[] Company:Hunt Ltd

Access To:

Employee Search Rule: @ Allow selection of all Employees in your Hierarchy on
Employee Search
O Allow selection of those Employees in your Hierarchy that
reports toyou

© Allow those Employees in your Hierarchy that reports to
youand sub-ordinates

Save Reset Password Cancal

Copyright 2009 SimplyHR  Privacy Policy.  Terms and Condions Support: support@simpivhr. com




On the screen you can reset and change password, put in email address and give user names. In the Advances setting you can select and active date to and from and also decide which security profile they will have to look at their own records and determine if they will see any other employee records. Click on Save to keep the changes made.
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Next to each entry (user) there is the icons show above. The green tick will let you edit the records, the yellow padlock will make it inactive, the red cross will delete the record and the envelope will send an email to the user with their login details.
Manage Authorisation Profiles:
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This is where you will define the profiles that control the way the authorisations happen for different user groups.
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Select the profile by clicking on the green icon to the right, you will then see a list of all of the screen that the profile can access. 
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You can add new authorisation screens click on Set Authorisation for other Screen.
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When in the details of a screen you can edit the authorisation to that particular task.
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You can then select the authoriser form the drop down menu, if you select Specific you can then select the email address which the authorisation request will be sent to. If you select more that one authoriser It will go in the order you set it up.

You can also select different template emails that are to be sent (see email templates).

Manage Security Profiles:
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Croner controls your access to the functions within the system based on your security profile. The initial set-up contains 3 pre-defined profiles:

Employee Profile       All employees are allocated to this profile. It allows you to edit your personal details, request holidays and other absences, manage your tasks and much more.

Managers Profile       Line Managers are allocated this profile. This profile allows you to perform functions such as approve/reject requests made by your staff, manage tasks and much more. 

Administrator Profile  Company Administrators or HR department are allocated this profile. This profile has the ability to set-up company data, create user profiles, add new employees etc.
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You can choose weather the profile user can see their own absence, their team absence or all absences.

[image: image21.png]Getting Started with Security Profile Details?
Define the Security Profile that control the profile security for that profile.

Security Profile Details

Profile Type: Emp

Initial Menu Page To Show: Ty e ———— 3

Request Authorisation Profile:” Employee Auth Profile v
Holiday Planner: See Own Absences v

Save Manage Screens Manage Dashboard Icons | Cancal





You can then control the security for the screens.

[image: image22.png]Manage Screens  Ad e Sceen

Screen Name.

(Customisea : Employee Informaton--»Adress Detals—»Address Detais
(Customisea : Employee Informaton-—»Banking Detais

(Customisea : Employee Information--»Emergency Contacts-->Emergency Contact:
(Customisea : Employee Information-—»Emergency Contacts-—>Emergency Contact:
(Customisea : Employee Informaton--»Employes Detals-—>Employes Detals
(Customised : Employee Informaton-—Holday Detais—>Holday Detais
(Customisea : Employee Information-—-»Salary—>Salary

(Customisea : Employee Informaton-—»Summary Detais—Summary Detais
Home--»Dashboard

Home—>Employee Search

Home-—>Tasks

T And Attendance —>Home

ITime And Attendance My Adusiment Reauests

Time And Atiendance —>TaA Record

Time And Atiendance —>Virtual Clock

Allow Add

NA

A

FENEN

NA

A

A

NA

A

NA

Allow Update

NA
A

NA

Allow Delete

NA

A

A
NA

A

A
NA
A

NA

5] Downioes

@X>
@XM
@X>
@XM
@X>
@x
@X>
@XM
@x
@x
@x
@x
@x
@x

ax





Click on the green icon to amend the details.

You can also decide of the dashboard icons. Select this option from the main profile screen. And then decide on your settings.
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Manage Dynamic Sections:
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This will define the different sections that the employee will see when using the system.
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Automatic Task Rules:
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Set up certain rules in the system based on certain dates i.e Start dates , date of  Birth and leaving date.
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When adding a new task rule you will need to complete certain details.
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You can decide if the task will show before the date requested by any number of days, after the date has passed on specifically on that date.

Then decide who will be notified about the task, the text box at the bottom is where you create the message.

Delete Employee:
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Use this option to permanently delete and employee fro the system. You will require the employee ID number forename and Surname.
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Transfer Authorisation Request:
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Here you can transfer authorisation request from one user to another.
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Click on select and chose the user from then click on select below to choose the user the request will go to.

Data Import Template:
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Down load the template to put in you existing data and send it to our support team we can then load the information up to you system, this will save time when setting up your employee information.

Holiday Maintenance:
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Manage the holiday details, this option open up a sub menu with the following details.
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Holiday Year Profiles: Simply HR has the ability to allow different people within the company to take their holiday allocation over a different 12 month period.

For example, the company’s US employees may have their holiday year from June to June but their UK employees may have their holiday year from January to December.

To achieve this we have created the concept of a holiday profile. In the example above you will have two holiday profiles, one for the US and one for the UK. Holiday years which specify the 12 month period will be allocated to each profile. Employees will be allocated to one of the holiday profiles.

Most companies will only have one profile.

Holiday Year: A holiday year is a twelve month period for which the company tracks annual leave.  At least one open year must exist.  

Bank Holiday Profile: Bank holidays vary in different locations.  Bank holiday profiles make it possible to define different sets of bank holiday for different locations.  For example Scotland has St. Andrew’s Day, but England and Wales do not.

Bank Holiday: Bank holidays are public holidays.  

Holiday Categories: Simply HR has the ability to group holiday leave into different categories.

Currency Maintenance:
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Define the Currency ,the currency codes below represent the conversion from GBP. 

The market rate is shown, this has been retrieved in real-time and will always be kept up to date, on the other hand you can enter the company rate, doing so will result in the market rate being ignored and the company rate being used for currency conversion.

Profile Maintenance:
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This option opens up sub categories.
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Position: You can define all the posts within your company here.  You can also upload and attach a document such as a job description. 
Change Reason: this will define a drop down option that you select when you change an employees salary or position.

Length of Service Profile & Entitlement: Set up pre-defined rules so if an employee has a length of service for a certain amount of time the system will automatically increase their holiday entitlement.

Absence Maintenance:
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This opens up a sub menu.
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Absence Reason:

Absence reasons are descriptions of absences. They are defined within absence categories.

Pre-defined values:

 

	Absence Category
	Absence Reasons

	Sick
	Flu, migraine, backache, food poisoning.

	Compassionate
	bereavement

	Family
	parental leave, maternity leave

	Unpaid
	unpaid


Manage Absence Schemes:

Define the rules so the system will notify you when there is an issue with absences.
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The system has got the Bradford Factor already in the system but can customise you own absence scheme. To edit the details click on the green pencil. 
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Decide the calculated value and the date settings, and then decide on the triggers.

 To make an absence scheme active click on the green tick.
Hierarchy:
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Hierarchy is a tree structure that represents your company.  When you open your account your company name will automatically be created at the top of the tree.  To add sub-levels click on your company name and add.
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Hierarchy Description: define the levels of your hierarchy i.e office location, department, teams.

Addresses: define the addresses of the hierarchy (locations, offices)

Hierarchy: add folder to the hierarchy tree to crate the structure of your company.

Training Maintenance:
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Create training courses that can then be logged against your employees.

Combo Code:
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Combo codes are sets of data used in drop-downs in the system.  They can be maintained from the ‘Combo Codes’ icon in the system setup dashboard.

 The list includes absence categories, benefits and currency codes.

Documents:
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This opens up a sub menu.
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Document Groups:
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Create names of groups so you can place document into them, to add a new group click on the button this will open up a further window. Enter the name and description and then click on Add.

Policy Documents:

You can put together certain documents for example a staff hand book.  When you create the profile you can select which user profile can read the documents.
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Once you have created the group, click on the green icon, this will take you to the following screen where you can add document to the group.
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To add a document click on Add Policy Group Document., give it a name and description select the group where it will be stored then search for the document from you desktop. This will then create a copy of that document so it can be view by all the relevant profile holders.

                          [image: image52.png]y Add Policy Group Document

Description : 3

osumentroup:
S i —( |

Tl E— |

T





Employee Document Templates:
Create and edit documents, form and letters with mail merge tags.
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Shift Maintenance:

                                [image: image54.png]Shift Maintenance
Shift Maintenance




This opens up a sub dashboard.
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Manage Work Periods:

In this option you are require to set up any different work periods that you have in your company. i.e each different working week pattern that you staff work.
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To create a new work period, click on Add new work period, this will open up a new window.
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You can choose which days of the week are to be worked and the start and end time, you can also enter your grace in and out (this relate to the clock in and clock out). This working week pattern will integrate with the holidays for employees and only deduct applicable.

Manage Shit Plans:

Once you have got all of you work periods created you can then group them together in to a shift.
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To create a new shift plan click on Add new shift plan, this will then open up a new window.
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Then add your work periods,
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Select you work period from the dropdown list and then enter the number of weeks that is will run for with in this shift pattern (plan). Keep adding the work periods to the shift until you have finished the pattern.

Employee Shift,

To select the work period or shift plan to an employee select the employee from the list by clicking of the green pencil.
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This will open up a new window.
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Select Add shift.
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Select your shit from the drop down list and enter the start date and the date that the shift period ends.

Appraisal Maintenance:
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This opens up a sub menu.
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Manage Rating:

The Manage Ratings option allows you to configure how each section of the performance profile will be rated, e.g. Poor, Below Average, Average, Good, Excellent, etc.

To add a new rating, click on Manage Ratings and then the Add New Rating button. You will see the screen below.
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Enter the rating the employee will see on the screen (e.g. “Good”) and then a numeric score. The numeric score is used to order the ratings on the screen. For example, if you enter the ratings below they will appear on the profile as shown in the following table.

Ratings:

Poor


1

Below Average
2

Average

3

Good


4

Excellent

5

Profile Columns:

	Poor
	Below Average
	Average
	Good
	Excellent


Click on the Save button to save the rating. When finished you should have a table similar to the one below. Click on the pencil and paper icon to update the rating or click on the red cross to delete it.[image: image67.png]Ratings A iiewraiing
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Manage Priorities:

The Manage Priorities option allows you to enter timescales against the objectives defined in the performance profile, e.g. short, mid and long term objectives to be met within 3, 6, or 12 months.

To add a new priority, click on Manage Ratings and then the Add New Priority button. You will see the screen below.
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Enter the description of the priority and the number of months for it. Click on Save and repeat this for any other priorities you may wish to add. When finished you should have a table similar to the one below. Click on the pencil and paper icon to update the priority or click on the red cross to delete it.
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Manage Performance Profiles:

To create a new performance management profile click on the option then New Performance Profile button.
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The list of profiles that can be created are linked to the posts that have been set up within Simply Personnel. Select the post from the drop down list and enter the number of descriptors. This should be the same as the number of ratings that have been created earlier as the descriptors are the number of columns available on the profile.

You will only be able to assign the performance profile to an employee that has been set to the selected post on their current job record.

Once done, click on the Save button. New screen will appear with two sections for you to complete.
Section A

In Section A you create the form that the manager or employee has to complete online. The instructions to complete the form are given above the grid. Enter the description of the segment in the first column and the selectable criteria in the others. Add just a description to create a header for a new section. You can also add or remove rows as needed.
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You should end up with something like the grid below.
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Section D

The labels in Section D are used when entering an actual appraisal against the employee. There are a group of text boxes for additional comments and these labels will be used to indicate to the employee or manager what needs to be entered.
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Saving the Profile

Click on the Save button when you have finished creating the profile. The profile will be added to the list of any existing profiles.
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Click on the red tick to change the number of descriptors, the red cross to delete the profile or the green pencil to edit the template.
Manage Process:
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Create your own processes for inductions, disciplinary, leavers. By running a process you can keep track of that action you have taken with the employee.

To build a process click on Manage Processes.
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Then Add New Process, you will be presented with a new window. Give the process a name and then select the process type.
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Once the process has a name you can then start to input some information with regards to process (what you would like to be prompted).
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Click on Add New Process Dialog to enter the information.
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Type in the title of the page (what the prompt will be) and then select a page type, there are the following page types.

Information Page: state what information you require.

Data Entry Page: enter information regarding the particular process.

Documents Page: automatically retrieve a selected letter from the employee documents templates.

Multiselect Page: will give you options to choose from.

Finish Page: will end the process

Wait Page: will wait for a set amount of days before it will show the task in the task list.

Task Page: will create a task in the task list.

Close Holiday Year:
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Rather then closing the holiday year in each employee record, you can do this for all employees at the same time. Click on the option to open up a new window.
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Select the holiday profile and holiday year you wish to close. You also have the option to carry forward all untaken holidays of a maximum amount, then click on close year.

This will close the selected year for all the employee and open up the next holiday year with their entitlement.
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