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Simply Personnel

Getting Started with Personnel Manager

About This Document

This document provides an overview on how to get started with Personnel Manager. 

If at any time you need help or just need some questions answered please use our on-line helpdesk at www.simplypersonnel.co.uk you will find comprehensive articles and an option to open a support ticket.

Thank you

The Simply Personnel Team

Introduction

This document should be used after Personnel Manager has been installed. If you have not yet installed Personnel Manager then please refer to the installation guide you received with Personnel Manager or contact the helpdesk.

Use the web page below to get access to documents/articles referenced in this document:

The Getting Started Resource Page on the Web
Use the web page below to get access to documents/articles referenced in this document:

http://www.simplypersonnel.co.uk/gettingstartedresources.htm
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> Setting up Mail Merge Document (Microsoft Word 2000)
> Using the Traffic Light Warning System (Task List)

> Using Simply Answers

> Personnel Manager User Guide (Full

> Yellowpad Business Processes





The Steps

These steps are designed to get you started using Personnel Manager quickly:

	Tick when complete
	Task
	How?
	Estimated Time

	(
	Set-up drop-downs (Mandatory)
	Using the business rules via System setup menu
	15 minutes

	(
	Create employees (Mandatory)
	Using the New starter tab on the dashboard 
	2 minutes per employee

	(
	Add additional details for employees (Optional)
	Using the Employee search tab on the dashboard
	Based on how much information you enter


You can now continue with the additional setup if required:

	Tick when complete
	Task
	How?
	Estimated Time

	(
	Set-up standard document templates (Optional)
	Using the business rules via System setup menu
	5 minutes per document

	(
	Set-up security and access profiles
	Using the Security tab via System setup menu
	30 minutes

	(
	Learn how to use the main areas of the system
	Manuals, Knowledge base
	2 hours

	(
	Learn how to get more help
	Helpdesk
	10 minutes


Adding Your Data using the Drop-Down Menus

Personnel Manager uses drop-downs almost on every screen, this makes sure you enter the correct information and also saves time.

All drop-downs are accessed via the System setup tab on the main dashboard and the select business rules.
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Mandatory
Departments
Locations
Company Hierarchy
Posts
Holiday Year Profiles
Holiday Years
Bank Holiday
Absence Categories
Absence Reasons
Absence Schemes
Absence Entitlements.
Access Profiles
User Maintenance
Task List Access
Document Grouos

~Optional
Salary Bands
Salary Grades
Salary Galculation Maintenance
Time & Attendance Shift Plans
Time & Attendance Work Periods
Personnel Tasks
Automatic Task Dates
Employment Types
Payroll Companies
Notice Period
Gourses
Gurrencies
Addresses
Benefits.
Discilinary





The following tables must be set up first:

	(
(
	Holiday Year Profiles (System Setup>Business Rules>Holiday Year Profiles) 
You need an entry in this list for each type of holiday profile you use. For most companies there will only be ONE entry in this list based on the holiday profile operated. For example if your holiday year is based on a calendar year (January through to December) you would only have one entry in this list, called for example “Holiday Year” or “Calendar Year” – the description is not important other than it should be meaningful. If your holiday year is based on financial year then the entry in this list may be “Financial Year”. If your holiday is mixed, i.e. some employees have holidays based on calendar year and some on financial year then you would have two entries in this list. 
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Simply Personnel already has a profile called Holiday Year created for you.

Holiday Years (System Setup> Business Rules> Holiday Years)
For each holiday year profile you have, you need to create holiday years. So for the holiday year profile “Holiday Year” you would have a number of entries for the different holiday years:
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Profle Name

Holday Year
Holdy Year
Holdy Year
Holday Year

Year

2008
2007
2006
2005

Start Date

01/01/2008
0170172007
01/01/2008
0170172008

EndDate

1202008
T1n2/2007
3112/2008
TIN2/2008

Add

Close.





If you had a mixed profile where some employees are based on calendar year and others on financial year you would have additional entries:
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	(
	Departments – System Setup > Business Rules > Departments. Add in your departments, even if you have only one, ADD IT IN. 



	(
	Locations – System Setup > Business Rules > Locations. Add in your locations, even if you have only one, ADD IT IN.



	(
	Posts – System Setup > Business Rules > Posts. Enter the posts (which is the title of the job, i.e. Receptionist, Sales Consultant). Enter 999 into the positions if you are not going to specify the maximum number of people allowed in this role – otherwise you will be restricted from assigning employees to this post. 
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You can also specify the Training Need Analysis profile (TNA) that should automatically be created when an employee is assigned to this post – training needs are only available if you have the training manager module licensed.

In many of the table maintenance options you have the ability to check or un-check the In Use option. The In Use check option is used to specify if the entry should be shown in the drop-downs, in this case, the post of Accountant will be shown in the drop-down when selecting a post for an employee. This way you may have hold historical data with the In Use option un-checked, for example, a post which is redundant in your organisation.



	(
	Length of Service Profiles – System Setup > Business Rules > Length of Service. 

Create a profile name, for example holiday entitlement - 

Enter the number the months upon which the increase will occur and then enter the number of holidays by which the entitlement will increase. For example after 24 months – Holidays one, After 48 months – Holidays 2. You can create multiple profiles to suite different employees and assign them to the individual using the work tab within that record.



	(
	Hierarchy –  System Setup > Business Rules > Hierarchy.
The hierarchy section is a tree structure that represents the structure of your company. You can Specify By Name, Address, departments and locations.
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To Create the tree structure highlight the original Company name click on add and enter the other names of the companies within the hierarchy and then import Locations and departments.

Once the tree structure is created using the user maintenance set up in the security section, users of the system can then be restricted by the appropriate Company, Department and locations.


	(
	FTE Value – The FTE (Full Time Equivalent) will calculate the FTE value for employees who work part time hours. This feature can be activated within the system parameters by ticking in the box next to FTE value, then against each employee in the job history record the hours per week and FTE Value can be recorded, if the standard working hours were 40 and that individual worked half of that the FTE Value would be 0.5 and then in the salary history due to the FTE value the salary can be broken down into monthly salary and also Pro – Rated Salary.




Creating Employees

If the Personnel Manager support team has done the data transfer for you then you will already have your employee details loaded. Otherwise select the New Employee icon on the main dashboard.

                                        [image: image8.png]Add Employee
Add a new employee





Fill in the boxes the only mandatory fields are the employees first name and surname and the employee start date, however the more information that you fill out here will save you time later on.
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Some tips:

1. You only need to enter the employees name and start date all other information is optional.

2. Anything you enter here you can alter later.

3. If you come across a drop-down that has nothing in it, then go to the relevant tables area and add some data in it, you will need to exit out of the new employee wizard for it take effect.

4. When prompted for the holiday year information just enter the number of days this employee has in a full holiday year and how many they have left now. 

Adding additional details for Employees

From the Dashboard, click on the Amend Employee button. Use the employee search function and select the employee you want to amend. This will open up their record.

Add in any additional information you have using the tabs.

                       [image: image10.png]Employee Search
Search and amend an existing employee




Setting-up standard document templates

Personnel Manager is fully integrated with Microsoft Office and this will allow you to hold standard documents in the database.

Access detailed instructions on how to do this from the getting started resources web page.

Setting-up Your Security and Access Profiles

Personnel Manager offers comprehensive security and controlled access to the employee information held within the Personnel Manager Database.

If there is only one person in your organisation who will operate the system, then you do not need to read any further, as you do not need to set up any additional users or any security rules.


Personnel Manager controls access using 5 methods:

· User Security Level

· Employee Security Level

· Department/Location Level

· Access Profiles
· Hierarchy


If you wish to use the Personnel Manager security, reference the “An Introduction To Security” chapter in the full manual.

Learn How to Get More Help
You can use the getting started resources page on the website:

http://www.simplypersonnel.co.uk/gettingstartedresources.htm
Or use the helpdesk available at http://www.simplypersonnel.co.uk and then by selecting the support option on the menu.

You can search the knowledge base, submit a support ticket or look at popular articles.

You can also contact the helpdesk by emailing support@simplypersonnel.co.uk or by phoning 0870 145 8270 and selecting the support option.
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Learn How to Use the Main Areas of the System
Personnel Manager is a comprehensive system that contains significant functionality; the following steps are only a suggestion on what you should do next and where help is available for those steps:

1. Learn how to use the task list, this will warn you proactively of tasks and activities and also allow you to plan important dates. Available on the getting started resources page on the web and knowledgebase.

2. Start to record absences on the system, learn about the Bradford Factor and decide if you want to use this. Available on the getting started resources page on the web and knowledgebase.

3. Start to record holidays within the system. Available in the manual and knowledgebase.

4. Store documents you may have in the documents folder. Available in the manual and knowledge base.

5. Run the reports. Available in the manual and knowledge base.

6. Learn how to use Simply Answers. Available on the getting started resources page on the web and knowledgebase.
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