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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. 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.simplypersonnel.co.uk/
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Setting up your Security: 
 
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.  
 
                         

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

                                               
                          



 

   
© The Simply HR Software Company Page 4 of 8  

 
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. 
 

                           
 
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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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 
Maintenance from the mandatory section. 
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                                          User Maintenance 
 
 
 
 
 
 
Click on add, and this window will appear. 
 

                             
 
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. 
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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. 
 
 

                                      
 
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. 
 

 
 
 
 
 
 
 
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. 
 
                             

 


