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Simply Personnel: Organisation Chart

This document provides step-by-step guide for users to give an easy understanding
to the organisation chatrt.

If at any time you need help or just need some questions answered please use our
on-line helpdesk at www.simplypersonnel.co.uk where you will find comprehensive
articles and an option to open a support ticket.

Thank you

The Simply Personnel Team.
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To access the organisation chart select the tab from the main dash board.

P, Dashboard -

Pergonnel Manager Close

System Setup @ Task Summary
8 URGENT TASKS

Employee Search @ 2 FUTURE TASKS
Click here to review and action

@ Need Help?

Your Suppert Expires on the 31/12/2999
(click here to renew)
Email:support@simplypersonnel.co.uk
Call:0870 145 8270

Add Employee

Attendance Planner

Organisation Charts

Reports Workflow Processes

Simply Answers

This will open up the following window:

R? Export Organisation Chart - X

This option allows wou to export your emploves details
ready for importing into an organization charting praduct
which accepts comma-delimited records, such as

Microzoft Wisio,

Alternatively, you can run the Simply Perzonnel
organization chart program without the need for a third
party application.

Selection Criteria:

(%) Use the Simply Personnel chart
() Export to a file

Department;

Location:

You will have two options, Export to file this will allow you to export your employee details into
an existing organisation charting product which will accept comma-delimited records i.e
Microsoft Visio, or Use the Simply Personnel chart which will be show in the rest if this guide.

Select (Use the Simply Personnel chart) and then click on the ‘Export’ button at the top of the
window.

This will open up a separate programme were you can produce you organisation chart in real
time.
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per%gnnelf‘ Simply Org Charts

simply personnel
organisational ;
charting l

Ll Ed

Load from Load from
database file

Close

If this is the first time you are using this tool click on the ‘load from database’ button and this
will load an organisation chart based on who reports to whom in your personnel manager.

Maniit Sindhar
Managing Director

~ Exfension 1
Wokile: 07564 136238

Christine Agard Eric Coplev. Frances Johnson Charles Abbey
Sales Divectar CS Divector Sales Manager  Development Divector
- Extension: 3|8~ Edension 3 - Extension 21 [~ Extension 2z
Mabile: 07322 927471 Mahile: 07483 239492 Mabile: 07953 384929 Mabile: 07964 183920
Karen Klima Jennifer Yerson Timothy Hallidk Janine Bairstow
Sales Manager Adsinisirator Developer Marketing Director

" Bxtension: = Exensi
3]

Extension o, E) ension: 1
Wiohile: T3657 284619 iiobile; 02532 535219

el 1
iiabile: 08374 564929 iabile; 07874 36472

Mark Laking Sarah Ibbetson
Sales Manager Sales Manager

David Garner
Devefoper

" Edension 12 Extensior: 10 - — [ Extensior: [
Mobile: D7V987 374728 Mabile: 48572 383728 Mabile: 08736 384821

Hick Palmer Patricia Watson
Sales Cansultant HR Manager

Extension:
hiokile:

dension, Extension

s 14 e 18
Miabile: 03847 365620 Wiohile: 09736 273721

Andrea Roberts 4. James John
Sales Conswtant Fayrall Manager

If you have set up all of your employee jobs and who they report to then your organisation
chart will reflect this.
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You can decide what you see in the boxes by selecting the view menu from the top of the
screen.

Simply Personnel Organisation Chart Tool

F|I Tols
D E % 9 @ Hew starters since the last 30 days _l| People with a birthday within the next 5 days
= People with an appraisal in the next 14 days

Mewe  Open  Save Copy to Post Changes  Exportto Page Print

Cliphoard toDB HTML S e W

People leaving within the next 60 days
File Taols Print Legend

Wiew | Tools

d

Photo

Job Title E§

Marne

[<I<f<]

Emploves Mumber

Extension Mumber

(<]

Mobile Mumber

Home Phone Murmber

Advanced. .

Click on the option that you wish to show for each employee on the organisation chart.

At the bottom of this menu there is an advanced option, select this and another window will
appear.

Advanced Options

Highlight
Highlight new starters since the last daws

Highlight future starters

Highlight peaple leaving within the next days

; Highlight pecple with a birthday within the next days
Highlight people with an appraisal in the next daws

[ Cancel ] [ Apply ]

You can decide whether these option are shown by ticking the boxes and you can amend the
number of days that this will show by adjusting the number, when you are happy with you
selection click on ‘Apply’.
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The top right of the screen will give a key to the colours that are used. This will put a ring
round all employees that fall into these categories.

Hew starters gince the last 30 days People with a birthday within the next 5 days
Future starters People with an appraisal in the next 14 days
People leaving within the next 60 days

h Legend

Albert Abbott
Manaaing Director

Julie Ainsworth
Sales

NExtension: ion: Extension:
Mtcibaile:

Amending you organisation chart;

If you need to change the lay out of your organisation or you need to have some employees
report to a different member of staff you can do this by simply clicking on the box of the
employee you want to move and drag them on to the person that they will be reporting to.

Any changes you make to this organisation chart have not yet changed your personnel
manager data base.

If you want to transfer these changes through to the database simply click ‘Post Changes to
DB’ as below,
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File  Wiew  Tools

NEH B & \# Bl & .
! -
ewy  Open  Save Copy th Post Changes wport to Page Prirt Print

HTHL Setup  Preview m

to DB
File Tools Print

Christine Agard Eric Copley
Sales Director C& Director

Extension: 3 " Extenzion =)
Mlakile: 07322 927471 Mokile: 07483 233432

You have several options via the tool bar at the top of the screen, you can print off you
organisation chart and amend the page layout,

P&

Setup Prewview LS

Primt

You can save your amended charts and open them back up for reference or you can create a
new chart,

e |

[y Open Save

File

You can also copy you chart to clipboard or export it to HTML. If you would like to reflect the
changes that you have made in your organisation chart to show in your personnel manager
then select Post Changes to DB this will amend the records of the employees that you have
moved.
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B g M

Copy to Post Changes Export to
Clipboard to DB HTRIL

Tools
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