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Simply Personnel: Setting up Hierarchy

This document provides step-by-step guide for users to give an easy understanding
to set up you company hierarchy.

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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Getting Started:

To ensure that the hierarchy is set up and works properly you need to make
an adjustment to your system set up.

Firstly go to you system set up on your main dashboard, then select system

parameters.

System Parameters

o ETUER YO Sy SR Paraime =]

Then select the tab labelled company and tick the box that states use
hierarchy.

|F'er$nnnel || Haolidays || Abzences || Tazk List || wiork, Details || Training || Hecruitment| Caompany | Ernail |

Hierarchy: Currenicy:
Uz Hierarchy Jse Cunrency Symbol — Default Currency:
Level |3 [se] is used for Departrment :
b aintenance:
Level iz used for Location Cloze Maintenance Windows when Saved

Level 1 Descriptian: |Egmpan_p t ame Close Task List when it opens another window

Level 2 Description: |L|3c:a[i0n []Close Search screens after opening records

Lewvel 4 Description: |$ub dep

|
|
Lewel 3 Dezcription: |Department |
|
|

Lewel 5 Description: |

[ (] 4 H Cancel H Help ]

Enter the different level descriptions, this will be used when you are setting
up your hierarchy.
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Setting Up you Hierarchy:

To set up your hierarchy go to the system setup>business rules>
mandatory>company hierarchy.

Mandatory

Departments
Locations
Company Hierarchy

The following window will open:

&3 Hierarc hy Maintenance

E:lu_' Add... © Expand Al
J-:_E" Update... @ Import Locs,
x: Delete @ Impott Depts, ﬁ Close

E‘L" Simply Personnel Demo

Your first folder will be you company then you can either import you existing
location or add the next level of folder, if you select the ADD button this

window will appear.
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Hierarchy Maintenance E'
Main |
Details:
Mame: | | |
Description: | |
Lewel: | Location |
address: | v
In Use
[ Ik ] [ Cancel ] [ Help ]

This will be your second level of hierarchy in the above case it is location,
enter the name and description.

Once the second level has been completed you window will look like this:

E3 Hie rarchy Maintenance

@ Add... “L. Expand 4l

E_b'

Update... Import Locs.

_—
=
=5
X Delete [ Impork Depts, ‘1 Close

'r_:’_,‘t Simply Personnel Demo
[ Birmingham

i'_‘j Glasgow
[ Leeds
i'_‘) London

Then proceed to add your third level of hierarchy by selecting you location in
(this case Birmingham) then add your existing department or select ADD
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ﬁ Hierarchy Maintenance

S Aadd. .. r Expand Al
E Update. .. @ Import Locs,
X Delete @ Impork Depts,

[fj Simply Persannel Denc
lr_f'j‘ Birmingham

[fj Glasgow

{7 Leeds

{1 Londan

Hierarchy Maintenance 5|
Main |
Details:
s ] |
Description: | |
Lewvel: | Department |
fddress: | v|
In Use
| ok || cancel || Hep |

Enter your department and once complete your hierarchy will look like this:

ﬁ Hierarchy Maintenance

< add. .. 1 Expand All
[= Update, .. @ Impork Locs,
= Delete @ Impork Depks,

[fj Simply Personnel Dermo
= L’} Birmingham

[ Accounts

1 Administration

1 Consultants

|| Human Resources

[T

| Management

1 Production

] Sales
{fj Telesales
[fj Glasgow
[ Leeds
1 London
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Continue this process for the other location and then if applicable add you

other levels.

Setting Up Your Employees to Hierarchy:

When you now set up you employees job post instead of selecting the
location and department from the dropdown menus you will have an option
that states Hierarchy:

Enter Details _|

Frarm:

To:

Fiost:
Reports To:

Hierarchy:

Additional Jobe:;

12/02/2003 E] Thiz employes haz
I:IE] [ additional jobs.

v)

| t anaging Director

|Smith,JDhn H Set ][ Elear]

|L|:|n|:||:|r'| -» Management

H Set ][Elear]

The above window was taken from the job history screen but this will also be
shown the same when you enter a new starter.

Click on the Set button and this window will appear:

Select Hierarchy

Hierarchy |

R
TR

| Simply Personnel Demo

~| Birmingham

| Glasgow

— | Leeds

| London

[ Accounts
[ Adriniskration
[ Consultants
1 Human Resources
L= IT
=
|
i |
=

Managerent
Production
Sales
Telesales

Crekails:

Location: | London

Departrment: | Managerent

Teams: |

I

[ Ok Cancel ]

Select where your employee is situated then click on ok to set them in the

hierarchy.
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Changing your user maintenance:

All members of staff that have access to the Simply Personnel system will
need to activate the hierarchy on there user profile. To change this, go to
Security on the system setup, and then select User Maintenance.

Access Profiles
User Maintenance

Then select the user and then select the second tab labelled Hierarchy:

User Maintenance r5_<|

Uszer Maihtenancel Hierarchy |

7|
|1 Leeds
7|

D etails:

Location: | |

Department: | |

Teams: | |

I OF. ] [ Cancel ] [ Help ]

Tick the required box of your hierarchy, you will then be able to see the
employees within that section.
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