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Simply Personnel: Global Updates
This document provides step-by-step guide for users to give an easy understanding on using the global updates on your system.
If at any time you need help or just need some questions answered please use our on-line helpdesk at www.simplypersonnel.co.uk an option to open a support ticket. 

Thank you 

The Simply Personnel Team.

Global Updates

By using the global updates options within Simply Personnel you are able to update a number of areas of Simply Personnel which will then Change all or a selection of employees records in one go.

Global Pay Change – 

To access this option use the following steps, select updates at the top of the screen and go to the salary updates.
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You will then have the option to either update the employees specific salary or the employees salary grades.

To update the specific salary click the Salary option and you will be shown this screen,
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This screen is know as the wizard and gives you the option of choosing which employees to globally update.

You should click the next button at the bottom of the screen to proceed to the selection process; once you do you will see the following,
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This is the same screen as you will find in the Amend employee section on the dashboard, simply select a category to search for employees by or hold your Ctrl button down on your keyboard and click on the employees you wish to update.

Once you have all the employees that you wish to select highlighted click the Add button which is found in the top right hand side of the screen to take theses employees through to the next stage, alternatively click the Add All button to select all your employees for the next stage, once you have done this click the Next button and you will see the following,
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On this screen you will see the list of employees you have chosen, you have the option to remove employees at this stage by highlighting the relevant employees and clicking the remove button, once you have the correct employees on your list click the next button, this will take you to the following screen,
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At this point you are able to select the pay changes that are to be made to the employee’s record, you should make the alterations to the pay and then click the finish button, this will then create a new pay record on the employee’s record, alternatively you can show a preview of how the change will effect the individuals pay by clicking the preview button.

Salary Grade – 

This enables you to upgrade the Salary Grade amounts, access the updates option and select Global Pay Change then Salary Grade (see global pay change section) you will then see this screen,
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Once you have accessed this screen choose the specific salary grade you wish to change and amend the amount using the correct option, you should then click update to amend the employees records or click Report Only to run a report of the Changes that would be made.

Holidays, Close Holiday Year – 
This feature enables you to close the current holiday year and open a new one on the employees records, to do this click updates and Close Holiday Year, as below,
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You will then see the following,
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Select the holiday year you wish to close using the dropdowns and the amount of Holiday carry forward an employees is allowed, you also have the option of opening a new holiday year without closing the current one, to do this put a tick in the box at the bottom of the screen.

Once you have all you settings correctly entered, click the Close Year button to carry out the action.

Holidays, Allocate Holidays – 
This option allows you to allocate holidays to a number of employees in you organisation in one action, access the Allocate Holidays option as follows,
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Once you have done this follow the wizard (see global pay change) until you have reached this screen,
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Once you have reached this screen enter that start and end date for the holidays that are to be allocated and add any notes that are required, once this has been done click the finish button to allocate the holidays.

Holidays, Create Holiday Years-
This option will allow you to create the same holiday year to the employee record.

To access this option click the following,
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Once you have done this you will see the wizard screen, follow the steps as show in Global Pay Change until you see this screen,
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Select the holiday profile and the year, and you can also set the entitlement. Then click on finish.

Training, Training Needs/Profiles – 
This section allows you to add Training Needs or TNA Profiles to employees records, you will only be able to do this if you have purchased the Training Module and have set the Training Module Up.

To access this option click the following,
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Once you have done this you will see the wizard screen, follow the steps as show in Global Pay Change until you see this screen,
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Once you have this screen select the training need or TNA profile you wish to add using the dropdowns and then click finish.

Training, Training Tasks – 

This option allows you to add both Delegate and Course level tasks to Courses that you have previously set up. Access this option by clicking the following, 
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Once you have clicked this you will see the following,
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Choose the course you wish to add the task to and then select the type of task you wish to add to the course, once you have done this click the finish button to add the task.
Absence – 
This allows you to add absences to a number of employees in one go, to do this select the following,
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Once you have done this you will see the wizard option, follow the stages as detailed in the Global Pay Change section until you reach this page,

[image: image18.png]€3 Absence Update Wizard - Page 4 of 4

Absence Detas:

Cegoy T

Resson Compassianale Leave v

s (ow052008 [
Edose (o528 [
Dusion: |1 o

[JAbrence Schems

Emplogees to be updated: 19

The Preview buton wil alow you o ses the changes that wil be mads before perorming the.
update. Select the Fnish button o perform the update, o the Back buton to add o emove
employees.





You should then choose the type of absence you wish to add to the employees records and the date theses absences occurred, to apply theses just click the finish button.

General Updates-

This option will let you update a number of different options to the employee record. Select the option in the updates screen.
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Go through the wizard selecting you employee you wish to update then this last screen will appear.
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Select the option you require and then click on finish.

Benefits – 
This allows you to allocate different benefits to a group of employees in one go, to do this click on the following, 
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You will then see the wizard screen (see Global Pay Change), follow this process until you see this screen,
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You should then choose the types of benefit that should be allocated to the employees and its values, once you have done this click the finish button.

Notes – 
This allows you to allocate notes categories and notes to a employees records, to do this click the following,
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Once you have done this follow the wizard screen to select the correct employees (see Global Pay Change) until you see this screen.
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You should then select the type of notes category you require and all in any text you need to the notes box and then click finish.
Process – 

This allows you to add a process to a number of employees records, to do this click, 
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You should then see the wizard screen (see Global Pay Change) follow this process to select the correct employees until you reach the following screen,

[image: image26.png]€D Process Update Wizard - Page 4 of 4.

Pracess Detas:

Flease select the processes o stat

[ Change of Bark Deteis
[bisciinay
[tevence

Oteaver

[INew Starter

Emplogees to be updated: 19





Once you reach this screen simply select the process from the options and then click the finish button.

Reports to – 
This allows you to change the reporting line for employees, to do this select the following,
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You will the access the wizard (see Global Pay Change), once you have selected the employees you will see this screen,
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To select the new manager who the selected employees will now report to, click the button next to new manager and chose the new manager from your employee search screen, once you have done this click the finish button.

Task List – 

This option enables you to add a task against a number of employees, to do this select the following,
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You should the follow the wizard option (see Global Pay Change) to select the employees to allocate a task against; once you have selected the employees you will see this screen,
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You can now chose the type of task, who the tasks has been actioned by and the task time and date, you can also add any notes that are needed, once you have done this click the finish button to allocate the tasks.
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