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  Course

Personnel Module
   Duration

1 day

  Objective
To create a full understanding of what planning and information will be required for input during the training session.
Please note that the training venue will need to have the following training equipment for exclusive use by simply personnel trainer for the duration of the course:

· A suitable training environment with sufficient space for the number of delegates.

· 1 PC per delegate capable of running Simply Personnel

Before the training Day

To make the most of your training session it is recommended that you complete the following steps.

1) Install Simply Personnel onto all the PC’s/Laptops that will be used during the training session. There is a download which is available at www.simplypersonnel.co.uk/tldown.html
2) If you have had a data transfer from a previous system we can train you on your live system if required.  If you do not want to be trained on your live system or if there is no data transfer from a previous system then we will train you on the demo system. If training is required on the live system then the live database needs to be linked to the training machines. If you need assistance with this please contact your Simply Personnel Project Manager. 

Preparation for Setup

In order to make best use of the trainer time whilst they are on site with you we advise that the following drop down menu options information is available on the day so that we can help you with the setup on the system:-

Departments/ Locations or Hierarchy Structure

Locations

Holiday Years and Holiday Profiles (Holiday Year start and end dates)
Salary Bands

Salary Grades

Shift Periods 
Time Periods (Annual, Monthly, Weekly – this will be held against the salary amount)
Employment Types (Full Time, Part Time)
Notice Periods (1 Month, 1 Week)
Currencies

Absence Reasons

Absence Categories

Absence Rules

Disciplinary Action

Leaving Reasons

Notes Category 

Posts (Job Titles)
Length of Service Rules (used for holiday increment by length of service)
Contact Type (when holding address details for employees, you can mark as Home, Site, 2nd Home) 
Ethnic Origin

Marital Status (Single, Married, Divorced)
Nationality

Relationships (Father, Mother, Wife, Husband – used for Next of Kin Details)
Religion

Titles (Mr, Mrs, Miss)
Documented Business Processes

Security – Profiles & Users

Document Templates & Mail Merge Fields

Training Course Outline

	

	Course Code :
	  SP
	Course Title:
	 Personnel Module

	Schedule (1 day)

	10.00am
Start morning session
 11.15am
Coffee Break (20 mins)

  12.30pm
Lunch (1 hour)

  1.30pm   Start afternoon session
2.45pm
Coffee Break (20 mins)

  4.00pm
Finish  

	Objectives:
	To give delegates a full understanding of how to use the features of Simply Personnel, and to advise them on how to get the best results for their organisation from customising Tables, utilising Screen Designer and reporting with Simply Answers.

	Day 1 Topics:
	· Introduction to Simply Personnel

· Logging in and out of Simply Personnel

· Entering Licence Details

· Changing your Password

· Planning your database




Company Holiday Years



Customising System Setup

· Creating Additional Users

· Adding New Employees

· Searching for Employees

· Viewing and Updating Employee

· Task list (Using And Personalising)

· Creating And Inserting Documents

· Email Templates

· Pre-Defined Reports and Graphs

· Simply Answers

· Employee Holidays (setup)

· Employee Absence (setup)

· Organisation Chart

· Business Process

· Security

· Global updates 

	*Additional Topics:
	· Screen Designer

	Pre-requisites:
	· Attendees must be PC literate and have experience of Word & Excel.

· It is also desirable that attendees possess a good understanding of Personnel practices and procedures. 
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