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Simply Personnel: Reports and Charts

This document provides step-by-step guide for users to give an easy understanding
on using the reports and charts.

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 report you will need to select Report from the main dashboard.

This will open up another dashboard with six boxes

P.

Reports

— Employee Reports
Employee Details
Internal Phone List
Phone List By Dept/Loc
Emergency Contact List
MNotes

Reports & Charts - Please Select An Option Below

—Holidays and Absences
Holiday Card Report
Holiday List By Employee
Holiday List By Date
Absence Analysis
Employee Attendance
Absence Summary
Absence Reason

— Pay and Benefits
Pay Details Report
Joh Detalls Report
Employment Details
Benefits List
Benefits Valuation
Company Vehicle

Close

— Analysis Report
Leaver Analysis

Leaver Summary
Gender Mix Report
Ethnic Representation
Disabled Representation
Age Profile

Staff Turnaover

— Disciplinary and Grievance
Grievance Report

Disciplinary Report

Grievance Summary
Disciplinary Summary

— Management Reports
Management Report
Post Details

Post Summary Details
Headcount Report
Appraisal Report

Simply Answers
Easy to use report writer

Each box contains a number of reports that have a pre-written formula, select
the one that you require and a further window will appear.

£ Employee Details Report

Selection Criteria:

&) By

Department:

Location:

Dietails To Show:
(%) Show all details
() Show only:

|<<ALL>> v|

|<<ALL>> v|

[Include Leavers
[C] Print Selection Criteria
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Each report that you choose will be slightly different will the options that you
get but they will all have the department and location selections.

You can export this report as a csv file to be used in excel or you can click on
print and the report below will appear.

Sfmpr'y Personnel Demo
Emp!oyee Details REPD.I'T
Employee: 1 - Abbott. Albert
Persaral E'efa.‘.';

Errzlays |0

M M

Conizct Defails

e

You can then print this report off.
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