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Simply Personnel: Global Updates

This document provides step-by-step guide for users to give an easy understanding
on using the global updates on your system.

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

Thank you

The Simply Personnel Team.

© The Simply HR Software Company Page 2 of 19


http://www.simplypersonnel.co.uk/

P Easy To Use
simplypersonnel Personnel, Training & Recruitment Software

Global Updates

By using the global updates options within Simply Personnel you are able to
update a number of areas of Simply Personnel which will then Change all or a
selection of employees records in one go.

Global Pay Change —

To access this option use the following steps, select updates at the top of the
screen and go to the salary updates.

—/I Home System Setup Persannel Training Recruitment Reports Updates Documents Help

R CREED Y R0 40

Create Holiday Close Holiday Haoliday Salary Salary || Training Training Needs Training | Absences General Benefits MNotes Motice Processes Reports Task
Years Year Allocation || Update Grades | Courses / Profiles Tasks Updates Periods To List

Haolidays Salary Training Updates

You will then have the option to either update the employees specific salary or
the employees salary grades.

To update the specific salary click the Salary option and you will be shown
this screen,

¥ Global Pay Update - Salary - Page 1 of 4

Simply Persannel Update \wizard

In arder ta run the update, wou must first build up a list of
employees o update
Ta do this use the next two pages of the wizard.

On the first page, search for the employees to be updated and use
the Add or Add All buttan ta add them ta the list of employees.

Use the second page to review the list of employees to be
updated. Use the Remave or Remowe All buttons ta remowve
employess from the list.

The pages following the list will explain how to complete the
current wizard.

Nest » 1[ Cancel I[ Help

This screen is know as the wizard and gives you the option of choosing which
employees to globally update.

You should click the next button at the bottom of the screen to proceed to the
selection process; once you do you will see the following,
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AEGE)

simplypersonnel '
o

+)

D

Main |Date “wiork, | Dept/Loc || Couwrse | Training Meeds

Search Criteria:

Employee |D: l:l

Surname:

[include Leavers

Search Results:

1D Surname Other Mames D epartment Lacation L

2 Charles John Development

3 Agard Christine Jayne Sales Leeds

4 Bairstow Janine Michelle Marketing Leeds

E Ellizon Alizon Kate Development Leeds

7 Garner Dravid William Development Leeds

8 Halliday Timothy Fobert Development Leeds

10 |bbetzon Sarah Jemima Sales Edinburgh

20 John James Frederick Pagrall Leeds

21 Johnzon Frances Kay Finance Leeds

1 Klima Karen Janet Sales Manchester

12 Laking Mark Steven Sales London

14 Palmer Mick James Sales Edinburgh

158 Foberts Andrea Stacey Sales Manchester =

1 Sindhar b aniit K.aur Adminizgtration Leeds

16 Smith Jane Gemma Sales London

17 Spalding Andrew Christop...  Sales Leeds W
3 I

[ Frint ] [ Export ] [ Clear Al ]
[ < Back ” Mext > ] [ Cancel ] [ Help ]

This is the same screen as you will find in the Amend employee section on
the dashboard, simply select a category to search for employees by or hold
your Ctrl button down on your keyboard and click on the employees you wish
to update.

Once you have all the employees that you wish to select highlighted click the
Add button which is found in the top right hand side of the screen to take
theses employees through to the next stage, alternatively click the Add All
button to select all your employees for the next stage, once you have done
this click the Next button and you will see the following,
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ﬁ Global Pay Update - Salary - Page 3 of 4 ['. ||I:| |r5_<|
(5] Surname Other Names Department Location
2 Abbey Charles John
3 Agard Chiristine Japne
4 Bairstow Janine Michelle
B Ellizaon Alizon K.ate
7 Garmer D avid william
8 Halliday Timothy Robert
10 Ibbetzon Sarah Jemirna
20 John James Frederick
21 Johnzon Frances Kayp
1 Klima Karen Janet
12 Laking Mark Steven
14 Palrmer Mick James
158 Foberts Andrea Stacey
1 Sindhar b aniit K.aur
16 Smith Jane Gemma
17 Spalding Andrew Christo...
18 Taylor Gabriella Martina
13 W atzon Patricia Helen
22 ersan Jennifer Diana
[ Femove ] [ Femove Al ] [ Frint ] [ Export ]
[ < Back ” Mext » ] [ Cancel ] [ Help ]

On this screen you will see the list of employees you have chosen, you have
the option to remove employees at this stage by highlighting the relevant
employees and clicking the remove button, once you have the correct
employees on your list click the next button, this will take you to the following
screen,

£3 Global Pay Update - Salary - Page 4 of 4 [Z”E|rg|

Preview

Pay Change:

Effective Date:

Old Pay: <¢ALLy >

(%) Absolute Change Tor £0.00
() Amount Change By £0.00

It

() Percentage Change OF:

Employees to be updated: 19

< Back “ Finish ][ Cancel ] [ Help
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At this point you are able to select the pay changes that are to be made to the
employee’s record, you should make the alterations to the pay and then click
the finish button, this will then create a new pay record on the employee’s
record, alternatively you can show a preview of how the change will effect the
individuals pay by clicking the preview button.

Salary Grade -
This enables you to upgrade the Salary Grade amounts, access the updates

option and select Global Pay Change then Salary Grade (see global pay
change section) you will then see this screen,

s S @
Selection Criteria:
Salary Grade:
s ‘ -
By £20,000.00
o
Period; Annually

() Apply This Pay To &1 Employees On Thiz Grade
(%) Change Grade Pay

FPay Change:
Effective Date: 08./05,/2003 E]
() Abzolute Change To: £0.00
() Asmount Change By: £0.00
() Percentage Change Of: |0

Once you have accessed this screen, choose the specific salary grade you
wish to change and amend the amount using the correct option, you should
then click update to amend the employees records or click Report Only to run
a report of the Changes that would be made.

Holidays, Close Holiday Year —
This feature enables you to close the current holiday year and open a new

one on the employees records, to do this click updates and Close Holiday
Year, as below,

—/ Haome System Setup Personnel Training Recruitment Reparts Updates Documents Help
g T | — - --l
& FE X RBEY & d @dIRELER

Create Holiday Close Holiday Holiday Salary  Salary || Training Training Meeds Training || Absences General Benefits Motes Motice Processes Reports Task
Years Year Allocation || Update Grades | Courses / Profiles Tasks Updates Periods To List

Holidays Salary Training Updates

You will then see the following,
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K3 Close Holiday Year [Z||E| E|

Selection Criteria: Repart Orily
Holiday Profil: | [FETEEYREE,

Huoliday ¥ear: | 2009 - |
Start Date: 01,/01./2009

End Date: 31242009

Carry Forward:

(%) &l Duration () Masimum of D

m Open a new holiday pear without
clozing the curent one.

Select the holiday year you wish to close using the dropdowns and the
amount of Holiday carry forward an employees is allowed, you also have the
option of opening a new holiday year without closing the current one, to do
this put a tick in the box at the bottom of the screen.

Once you have all you settings correctly entered, click the Close Year button
to carry out the action.

Holidays, Allocate Holidays —

This option allows you to allocate holidays to a number of employees in you
organisation in one action, access the Allocate Holidays option as follows,

7

- Haome System Setup Personnel Training Recruitment Reparts Updates Documents Help

& FEREEE &Y BG4 rE

Create Holiday Close Holiday Holiday Salary Salary || Training Training Meeds Training || Absences General Benefits Motes Motice Processes Reports Task
Years Year Allocation || Update Grades | Courses / Profiles Tasks Updates Periods To List

Holidays Salary Training Updates

Once you have done this follow the wizard (see global pay change) until you
have reached this screen,
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E3 Global Holiday Allocation Wizard - Page 4 of 4

Holiday Details:

Start Date: nz/05 2003 B
End Date: 15052008 |

[ Bank Holiday

Motes:

Emplovees to be updated: 19

The Preview button will allow pou ta see the changes that will be made before performing the
update. Select the Finish button ta perform the update, or the Back button to add or remove
employess.

< Back ” Finish ]’ Cancel ][ Help

Once you have reached this screen enter that start and end date for the
holidays that are to be allocated and add any notes that are required, once
this has been done click the finish button to allocate the holidays.

Holidays, Create Holiday Years-

This option will allow you to create the same holiday year to the employee
record.

To access this option click the following,

—/ Home System Setup Persannel Training Recruitment Repaorts Updates Documents Help

& KX I BEE Y BRel4LnE

Create Holiday Close Holiday Holiday Salary Salary || Training Training Meeds Training || Absences General Benefits Motes Motice Processes Reports Task
Years Year Allocation || Update Grades || Courses / Profiles Tasks Updates Periods To List

Haolidays Salary Training Updates

Once you have done this you will see the wizard screen, follow the steps as
show in Global Pay Change until you see this screen,
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¥, Create Holiday Years - Page 4 of 4 - x

Preview

Huoliday vear D etails:

Haliday Prafile: Holiday Year
Holiday *rear: 2009 w
Bank Holiday Profile: L¥3
Start Date: 01401 /2009
End D ate: 11242009

(*) Uze Momal Entitlernent
(3 Set Entitlernent To
[] Entitlement in Hours

[ Update existing holiday years with the new entitlemant

Employess to be updated: 1

The Preview buttan will allow vou ta zee the changes that will be made before perfarming the
update. Select the Finizh buttan to perfarm the update, or the Back button to add or remove
emplopess,

[ < Back “ Finizh l[ Cancel l [ Help ]

Select the holiday profile and the year, and you can also set the entitlement.
Then click on finish.

Training, Training Needs/Profiles —

This section allows you to add Training Needs or TNA Profiles to employees
records, you will only be able to do this if you have purchased the Training

Module and have set the Training Module Up.

To access this option click the following,

—/ Home System Setup Personnel Training Recruitment Reports Updates Documents Help
] == — = -.I
2 N e Y Y ek 4LRE
Create Holiday Close Holiday Holiday Salary Salary || Training Training Needs Training || Absences General Benefits Motes MNotice Processes Reports Task
Years Year Allocation || Update Grades || Courses / Profiles Tasks Updates Periods To List
Holidays Salary Training Updates

Once you have done this you will see the wizard screen, follow the steps as
show in Global Pay Change until you see this screen,
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(®) Standard:
) Ad Hoe:

Courze Type:

Course Code:
Diescription:
Target Date:
Status:

Mates:

() Training Prafile

THA, Prafile:

(%) Training Meed

Training Meed:

Course D etailz:

Training Profile:

Employees to be updated: 19

Prewiew

|Basic Computer Skills v|

Mane
Standard Course

Mon-standard Course

[ < Back H Finizh l[ Cancel ] [ Help ]

Once you have this screen select the training need or TNA profile you wish to
add using the dropdowns and then click finish.

Training, Training Tasks —

This option allows you to add both Delegate and Course level tasks to
Courses that you have previously set up. Access this option by clicking the

following,

"—/ Home System Setup Persannel Training Recruitment Reports Updates Documents Help

Create Holiday Close Holiday Haoliday Salary Salary
Years Year Allocation || Update Grades

Haolidays Salary

Training Training Needs Training | Ab

g & &g

2Ll GE

ces General Benefits Motes Motice Processes Reports Task
Courses / Profiles Tasks Updates Periods To List

Training Updates

Once you have clicked this you will see the following,
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ETraining Tasks Update Wizard - Page 1 of 1

Course Details:
Course Code: | |[Selec:t Courze
Drescription: | |

Course Task Add Mew Task

Delegate Task Update Existing T azk
Selected Task:
Taszk Details:
Task Date: l:l
Task:

Closed
D ate Clozed: l:l
Motes:

< Back [ Finizh ] [ Cancel ] [ Help ]

Choose the course you wish to add the task to and then select the type of
task you wish to add to the course, once you have done this click the finish
button to add the task.

Absence -

This allows you to add absences to a number of employees in one go, to do
this select the following,

"—/ Haome System Setup Personnel Training Recruitment Reparts Updates Documents Help

g & d BadsRiaBRE

b l |} =
Create Holiday Close Holiday Holiday Salary Salary || Training Training Needs Training | Absences General Benefits MNotes Motice Processes Reports Task
Years Year Allocation || Update Grades || Courses / Profiles Tasks Updates Periods To List

Holidays Salary Training Updates

Once you have done this you will see the wizard option, follow the stages as
detailed in the Global Pay Change section until you reach this page,
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E3 Absence Update Wizard - Page 4 of 4 E||E|rg|

Freview

Abzence Details:

Categony:

Reaszon: | Compassionate Leave e

Start Date: oes/z008 [
End Date: os/05/2003  |[.)

[] &hzence Scheme

Motes:

Employees to be updated: 19

The Preview button will allow you to see the changes that will be made before performing the
update. Select the Finish button to perform the update, or the Back button to add or remove
employees.

[ < Back ” Finizh l[ Cancel ] [ Help ]

You should then choose the type of absence you wish to add to the
employees records and the date theses absences occurred, to apply theses
just click the finish button.

General Updates-

This option will let you update a number of different options to the employee
record. Select the option in the updates screen.
T

- Home System Setup Persannel Training Recruitment Repaorts Updates Documents Help

& KX I BEEE Y ARl 4RE

Create Holiday Close Holiday Holiday Salary Salary || Training Training Meeds Training || Absences General Benefits Motes Motice Processes Reports Task
Years Year Allocation || Update Grades || Courses / Profiles Tasks Updates Periods To List

Haolidays Salary Training Updates

Go through the wizard selecting you employee you wish to update then this
last screen will appear.
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General Updates - Page 4 of 4 - x

Details:

. . . Preview
[ Warmal Holiday E ntitlemeant

[ Security Level

[ Length of Service Prafile
[ Payrall Company

] Employee Matice Period
] Emplayer Notice Period
[ Default Work Period

Employees to be updated: 1

The Preview button will allow you to see the changes that will be made before performing the:
update. Select the Finish button to perform the update, or the B ack button to add or remowve
employess.

[ < Back ” Finizh ][ Cancel ] [ Help ]

Select the option you require and then click on finish.
Benefits —

This allows you to allocate different benefits to a group of employees in one
go, to do this click on the following,

—/ Home System Setup Personnel Training Recruitment Reports Updates Documents Help
= M |
S
& FE I d & &8 TRl 4 i
Create Holiday Close Holiday Holiday Salary Salary || Training Training Meeds Training || Absences General Benefits Motes Motice Processes Reports Task
Years Year Allocation || Update Grades | Courses / Profiles Tasks Updates Periods To List
Holidays Salary Training Updates

You will then see the wizard screen (see Global Pay Change), follow this
process until you see this screen,
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K3 Benefits Update Wizard - Page 4 of 4

Benefit Details:

Start D ate: E]
End Date: l:l E]
Mumber:
Annual ¥ alue:

Motes:

1 PHI Benefit

Membership Mumber: I:I
Enralment D ate: l:IE]

Group Mumber: I:I
Plar [ ]

Employees to be updated: 19

[ < Back ” Finish ][ Cancel ] [ Help ]

You should then choose the types of benefit that should be allocated to the
employees and its values, once you have done this click the finish button.

Notes —

This allows you to allocate notes categories and notes to a employees
records, to do this click the following,
T

- Haome System Setup Personnel Training Recruitment Reparts Updates Documents Help

& F R E &Y ARl

Create Holiday Close Holiday Holiday Salary Salary || Training Training Meeds Training || Absences General Benefits Motes Motice Processes Reports Task
Years Year Allocation || Update Grades || Courses / Profiles Tasks Updates Periods To List

Holidays Salary Training Updates

Once you have done this follow the wizard screen to select the correct
employees (see Global Pay Change) until you see this screen.
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€ Notes Update Wizard - Page 4 of 4

Mote Details:

Date: oa/5/2003 [
Categony: |End of Probation -

Motes:

Ermployees ta be updated: 19

[ < Back ”_ Firizh ][ Cancel ] [ Help ]

You should then select the type of notes category you require and all in any
text you need to the notes box and then click finish.

Process —

This allows you to add a process to a number of employees records, to do this
click,

J Haome System Setup Personnel Training Recruitment Reparts Updates Documents Help

g & d BdsRia R

&
Create Holiday Close Holiday Holiday Salary Salary || Training Training Meeds Training || Absences General Benefits Motes Motice Processes Reports Task
Years Year Allocation || Update Grades || Courses / Profiles Tasks Updates Periods To List

Holidays Salary Training Updates

You should then see the wizard screen (see Global Pay Change) follow this
process to select the correct employees until you reach the following screen,
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&3 Process Update Wizard - Page 4 of 4

Frocess Details: -
Preview

Fleaze select the processes to stark:

[[]Change of Bank Detail:
[ Disciplinary

[ Grievance

[CLeaver

[IMew Starter

Employees to be updated: 19

[ < Back ", Finish ][ Cancel ][ Help ]

Once you reach this screen simply select the process from the options and
then click the finish button.

Reports to —

This allows you to change the reporting line for employees, to do this select
the following,

J Home System Setup Persannel Training Recruitment Reports Updates Documents Help

2Ll GE

H &
Create Holiday Close Holiday Haoliday Salary Salary || Training Training Needs Training | Absences General Benefits MNotes Motice Processes Reports Task
Years Year Allocation || Update Grades || Courses / Profiles Tasks Updates Periods To List

Haolidays Salary Training Updates

You will the access the wizard (see Global Pay Change), once you have
selected the employees you will see this screen,
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n
€Rep A=
Set Mew Manager
Pre
Mew Manager, Mo Manager Selected |Q

Emplovees to be updated: 19

The Preview button will allow you to see the changes that will be made before perfarming the
update.

Select the Finish button ta perform the update, or the Back buttan ta add or remaove employees.

[ < Back ][ Finizh ][ Cancel ] [ Help ]

To select the new manager who the selected employees will now report to,
click the button next to new manager and chose the new manager from your
employee search screen, once you have done this click the finish button.

Task List —

This option enables you to add a task against a number of employees, to do
this select the following,

—/‘I Haome System Setup Personnel Training Recruitment Reparts Updates Documents Help

& F L REE &Y BAeLi4RE

Create Holiday Close Holiday Holiday Salary Salary || Training Training Needs Training | Absences General Benefits MNotes Motice Processes Reports Task
Years Year Allocation || Update Grades || Courses / Profiles Tasks Updates Periods To List

Holidays Salary Training Updates

You should the follow the wizard option (see Global Pay Change) to select the
employees to allocate a task against; once you have selected the employees
you will see this screen,
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ﬁ Task List Update Wizard - Page 4 of 4

Taszk Details:

Task: | Anange Interview £ |
Actioned By: | ADMIN |
Task Date: E]

Task Time: I:I

Motes:

Employees to be updated: 19

[ < Back ]L Firish ][ Cancel ][ Help ]

You can now chose the type of task, who the tasks has been actioned by and
the task time and date, you can also add any notes that are needed, once you
have done this click the finish button to allocate the tasks.
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