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Simply Personnel: Security

This document provides step-by-step guide for users to give an easy understanding
on setting up your security access.

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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Setting up your Security:

Easy To Use

Personnel, Training & Recruitment Software

You may need to set up different user access for members of staff that will be
using Simply Personnel.

Select System Setup then business rules and then access profile on the
mandatory section on the left.

Business Rules - Define Your Business Rules Close
—Mandatory Optional

Departments Salary Bands

Locations ‘ (Saary Grades

Company Hierarchy ¥

Posts

Holiday Year Profiles Hame Description

Holiday Years ADMIN ADMIM PROFILE

Bank Holida ALL BLL ACCESS

Absence Ca{regories oM o

Absence Reasons FULL ACCESS Fo

Absence Schemes HR FULL ACCESS

Absence Entitlements MID ACCESS MA

Access Profiles MID LEVEL MID LEVEL

User Maintenance

Task List Access

Document Grouns | | Discinlinary

Click ‘Add’ to create a new access profile. The following screen will appear.

Access Profile Maintenance | Categories
Profile:

Description:

General Settings:

Licensed Products:

[ Restict All Simply Personnel Screens

[ Restict All Simply Training Screens
[1Restict &l Simply Recuitment Screens
Riestrict Audit Repoting (SGL Server anly]

Dizables all of the options in the Personnel madule.

ﬁ

=@ Personnel ~ @ Restricted
2@ Employess Fiead Orly
+ @[ Reports :
@ Holiday Card A @ Unresticted
@[ Giebal Pay Change 1 @ Different Permissions
@ Task List Access Maintenance
B Tas.k List The access profile
@ Holidayvear Planner maintenance allows you
Q" - | Employee Attendance Fecord to define which areas of
(‘-_j Open Ended Absences Conflict :‘:cz‘sst?;n a user has
(‘-7_‘ Personnel Mail Merge d
@[ Process Designer Use the general settings
=- @[ Training b restrict access to
+- @1 Courses [v] particular options.

Use the Licensed
Products section to
restiict access o each
product.

Use the Categories page
to restrict access to
certain document groups
and notes categaries.

] I Cancel ] [ Help
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Enter a profile name and description i.e. the person or position that will be
using this profile.

The select which options you require the profile to have, click on the coloured
circle at on the left hand side of the heading.

There are more options on the next tab marked Categories.

Access Profile Maintenance g|
Access Profile Maintenance | Categories
Restricted Documents:
: Usze the documents
{_|Absence i’ testriction to restrict
[CAppraisal access to certain
[]Contract document groups.
[ Disciplinary
[C1Emails
[ Grievance b
[ Select &l Groups
Restricted Motes: Usze the nates restriction
. facility to restrict access
| E.nd of Probatlon ta certain categories of
[C]Fire Officer nates.
[C]First Aider
[Palice Check
A green absence light
indicates that the
abzence reason is
[ 5elect All Motes unrestricted. A red light
means the users will not
. . be able to see any
Restricted Absences: abserices with this
@[ General ~ categary and reasan. &
@ | Compassionate Leave yellows light means they
= ; can see that there was
@[ Hospital an absence but not what
@ ! Late the reason is.
@ Materity .
@ | Patemiy IF you restrict any
= Unpl A Haiid absences you must
@ _| Unplanned Rohiday restrict Simply Answers
@[ Planned b as well
[ QK ] [ Cancel ] [ Help

Here you can block different document and notes categories.

Access profiles can also be used to restrict absence reasons from users. This
can be used to stop junior members of staff viewing confidential absences
altogether or allow them see that the employee is absent but not the reason
why.

Update the required access profile and click on the Categories tab. At the
bottom of this screen is a tree structure of the absence reasons grouped by
category.
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Festicted dbsences:

& Planned

& Dentist

Dactars Appointrient

Sick

@

Arcident

Fand Bug
Headache

@
@
& Fl
@
@

Click on the colour indicator on a category to restrict all the reasons within it or
a particular reason to restrict just that one.

@ - the reason is restricted, preventing the users from viewing any absence
records with this category and reason.

- the reason for this category cannot be seen by the user but they can see
that the employee is absent.

@ - the category and reason are unrestricted allowing complete access to the

absence record..

@ - reasons for this category have different restrictions.

The following keys are used.

You can also restrict access to documents and notes.

Once the profile is set up you need to assign it to a user, select User

e“ Restricted
FRead Only
@ Urresticted
i"‘ Different Permizsions

The accesz profile
maintenance alloves you
ta define which areas of
the zypstern a uzer has
access o,

U=ze the general zettings
ta restrict access to
particular options.

Usge the Licensed
Froducts zection to
restrict access to each
product.

U=ze the Categories page
ta restrict access to
certain document groups
and notez categories.

Maintenance from the mandatory section.
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User Maintenance

Click on add, and this window will appear.

User Maintenance

m Hie[a[ch_l,l|

semarne: || |
Pagsword: | |
Mame/Emplopes; | || | [ Set ] [ Clear]
Prafile: |HF v
Security Lewvel:

[ Link Tasks to Outlook Diary

Uze Dashboard

Department/Location Access:
Departrient Location Add...

Uze the departrent/location access to allow access ta specific
department/location combinations. Use <<aLL:> to allow accessz o all
departments/locations and <<BLAMNEK: > for blank departments/locations.

Ok, ][ Cancel ][ Help ]

Decide on a user name and a password then add the employee to it, click on
set and select the employee from the list.

Then select the required profile that you have set up in the previous option,
You can then restrict access to different departments and locations, to do this

click on add in the middle of the screen.

Departrment;

Location:

<ALy v| 0K
| <hLLy> v [ cance |
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In addition to user maintenance, you can also set up a security level for each
user of the personnel manager system.

Securty Lewvel: 0 :::

To do this, set a number between 1 and 10. If for example you set a user as
level 4, this person will be able to view all those employees with a security
level of 4 and above (upto level 10).

To set the security level for an employee, go to the relevant employee record
and insert the security level for that employee on the ‘work’ tab. As the
screen below shows.

P
Training Meeds/Profiles | CPD | Processes || test | newtabname | Accidents || List2 | List 3 ___ -
Benefitz / Wehicles Appraizal Dizciplinary £ Grievance Training / Qualificationsz URGENT TASKS
Motes Docs / Contracts Right to 'work Shiftg B anking D etails Leawver
Personal Wk Jab / Salary Emergency Contacts Abzence Halidays Moss
Wiork Details: Wrk Details: Gareth
Date Cormmenced: | 024022011 E] Company E-mail: _'L
0 yearg 7 months .
[ On Fixed Temn Gecuriilcucty| ¢ I —
Fixed Tem End Date: How Recruited: Job Details
. AN Reports to:
Employment Type: | Full Time: ~ coe;r-u' men £0.00 Manijit Sindhar
o i Paost:
Internal E xtension: 06654 P
) . Faproll Infarmation: Administrato
Bi?g_nuous Service 02/02/201 E] [ Include in Payral A d S
i ttendance Summa
U years 7 months Paproll Mumber: 100 i
i 1 . =]
lﬁ?;ﬁéh of Service Employes B4 Payroll Company: | Sage 4 a0
40
‘whorking Duration (D apz/Hours): Picture: 20
Monday: 1 0730
ul Aug  Sep
Tuesday: 1 07:30 M Absent: 5.00
i -2 00 of 9.50
Wednesday: 1 0730 Holiday: 2.00 of 9.5
Thursday: 1 0730 . .
¥ Quick Links
Friday: 1 0730
Saturdayw: 0 0000
Sunday: 0 0000

Import ] ’ LClear

Once the user has been set up, then can now log on to simply personnel with
their own user name and password and only have access to what you have
set up.
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The third option in security is Task List Access, from here you can give
access to users to see other users tasks.

Select the user you require to give access to then click on the other user that
you want to show their tasks.

S — =
Business Rules - Define Your Business Rules Closa
—Mandatory Optional

Departments Salary Bands

Locations Salary Grades

Company Hierarchy Salary Calculation Maintenance

Posts e

Heliday Year Profiles t: — Ueor. CHARLES
H BElL

gzlrl,ldka:;ﬁzz;s H|T|E Access Granted To The Tasks OF:

Absence Categories EEDSS CTADMIN

Absence Reasons TEST CJCHRISTINE

Absence Schemes []GMOSS

Ahsence Entitlements [IHR

Access Profiles MITEST

User Maintenance

Task List Access Benefits

Document Grouns Discinlinary

The uzer being updated will be granted access
to all the tazks in the list for the selected users.

Save ] [ Cancel
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