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Simply Personnel Self-Service Module  
 
This document provides step-by-step guide for Managers to give an easy 
understanding on use of the Self Service Module.  
 
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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Logging into the System 
 
The Self Service Module is accessed via a link which will then take you the 
login page, where you will be asked to enter your login details. 
 

 
 
Enter the Employee username and password. You can change your current 
password to something more memorable. To do this you must enter the 
current username and password and then tick the ‘Change Password’ option. 
 

 
 

 
Once the box is ticked you will be given two boxes, one for the new password 
and the second box to confirm the new password. Then Click ‘Login’ and this 
will save your new password and take you to the employee home page. 
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Once Logged in… 
 
You will be greeted with the main manager’s dashboard, as shown below. 

 
 

 
 

As an manager you can see you some of your personnel details, your holiday 
and absence details a holiday planner for you department and a telephone list 
for the company, you can access your teams personal details, training records 
and absences and approve requests sent to you by your team. 
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The Dashboard 
 
You can easily navigate through the system by selecting the option titles. This 
will then take you to the relative screen. 
 
To easily book a holiday, click on request a holiday on the main dashboard, 
this will take you to the following screen. 
 

 
 

 
This will show your holiday entitlement for the current holiday year. 
 
To request a holiday got to section 2 at the bottom of the page, all you need to 
do is enter the requested date from the calendar then click on save.  
 
This will automatically go to the person who authorises you holiday requested, 
it will show on their personal login screen and will also send an email directly 
to them. 
 
You can also book a holiday via My Details> Attendance> Holiday Details, this 
will take you the screen below. 
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It is very similar to the screen via the main dashboard but it will also list all of 
the days that you have booked taken and are waiting for approval. And the 
bottom of this page you can select book holiday. 
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My Details 
 
This screen will show you personal details your administrator may allow you 
to change these if so complete the new detail on the correct fields and click 
save, this will then go to the authoriser to be confirmed. It may be read only in 
this case you will not be able to amend any details. 
 

 
 
 
Select the tab you wish to view from the top bar, this then opens up other 
options below that you may be given access to view or amend. 
 
To amend you address details select address details from the options bar. 
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Click on the green pencil to amend existing details or ad new contact via the 
button at the bottom. This will open up a further window. 
 

 
 
As before once you have completed the correct information click on update, 
this will then send an alert and email to you authoriser. 
 
You may have access to other screen such as emergency contacts, bank 
details, absences and training screens dependant on the access set by you 
administrator.  Some of these screens are shown below. 
 
Emergency Contact Details: 
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Absence Details: 
 
Absence Details: 
 

 
 
If you have been absent you may be required to self certify it if this is the case 
you will be sent an email and there will also be an alert on the main page 
when you log in. 
 

                           
Click on the red circle and this will take you to the absence details page and 
the absence that will require your input will be red. 
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Click on the green pencil to open up the absence, the window below will 
appear. 
 

 
 
Complete the information in the bottom 2 fields and then click on save. 
 
This will automatically update the main personnel system and will also inform 
your superior that they need to complete a back to work interview with you.    
 
 
Bank Details: 
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Policy Documents: 
 

 
 
The administrator can load up documents i.e you staff/ managers hand book, 
certain policy and procedures, by selecting the policy documents tab you will 
be able to view these. 
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My Team. 
 
As a manager you can view certain details about you team. The second tab 
also marked my team will give you a list of your team you can access their 
personnel record by selecting the icon to the far right of the entry. 
 

 
 
 
 
 
 
Once in one of your teams record you will be given several options to view 
and amend. 
 
The below screen will show you their team member holiday entitlement, you 
could also book a holiday for this person. 
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The below screen shows absence details, to add an absence against an 
employee records click on Add Absence fill in the reason and dates the click 
on save. 
 
Once you have click on the save button you will not be able to amend the date 
of the absence, so if the employee does not come back in on the date that 
was stated the date can be amended by the main Personnel Manager System 
(please contact you HR team). 
 

 
 
This will kickoff the self certification process, an email and an alert will be sent 
to the employee asking them to complete some information. Once they have 
done this you will then receive an email/alert informing you that you have got 
to complete a back to work interview for this employee. The alert will look as 
follows. 
 

                              
 
Click on the employee’s name, this will then take you to their employee file 
and on to the absences page. 
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Highlighted in red is the absence that needs your attention, click on the green 
pencil and the following window will appear. 
 

  
 
Complete your back to work interview and enter the details then click on save. 
 
This will update both this system and the main personnel system. 
 
 
Dashboard: 
 
As a manager you can also look at your teams Dashboard. 
 



 

   
© The Simply HR Software Company Page 15 of 18  

 
 
This will show any holidays, absences and training course. 
 
Holiday Planner: 
 
The holiday planner will open up a calendar with your whole team again this 
will show absences and training courses  
 

 
 
There are also some training screens, training history, training needs and 
training requests. These will give you an overall picture of your teams status. 
 
Training History: 
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Training Needs: 
 

 
 
Book Training: 
 
You can also book a member of you team on to a scheduled training course 
(from the Training Manager). 
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There will be a list of all the training courses scheduled each month. Select 
the course and the employee then click on book training. 
 
 
 
 
 
 
 
 
 
 
Authorisation: 
 
As a manager you may be required to authorise certain requests i.e holidays 
from you team or other teams in colleagues absences. 
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You will have an alert on your main dashboard stated requests are awaiting 
approval. 
 

                             
 
To view these approval requests select outstanding request at the top of the 
screen. 
 

 
 
Select an option. 
 

 
 
Then select the green tick fro approval or red cross from rejection. 
 
 
 
 
 
 
If you have any other questions regarding the Self Service please contact the 
support desk. 
 


