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Simply Personnel

Personnel Manager
A Guide for Holidays

Simply Personnel: Holidays
This document provides step-by-step guide for users to give an easy understanding on setting up your system to record holidays and putting this into use on your employee records. 

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.

Setting up your Holidays:
To ensure that holidays will be recorded correctly on your employee records you must first go through the system set up.
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Click on the Company Rules tab then select this option:
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This will open up the following screen:

                         [image: image3.png]System Parameters Maintenance
Work Detals | Training | Recuiment | Company | Ema
et | Pl | e | Teklit

Holidsy Enilement Calulston:

Found Entlement

® Tothe nearest
O Upto the nest
O Down to the previous

Defauit Vaes:

Holday Entiement

Length of Senice:

Add Eslra Entifement as: | Addiianal Entilement
Holidsy Accruak

] Update Holiday Accrusls sfter Logaing In

Defaut Monthly Accrua





Select the holiday entitlement calculation and set your default holiday entitlement days. 

If you use a holiday accrual system you can also set the default settings for their monthly accrual.

What this will do is when a user logs in, Simply Personnel will check to see which employees need their entitlements updating and add the accrual figure to the existing entitlement on the current holiday year.

Note: this is the number of days that will be given to an employee at the start of their employment but it can be amended on individual records.

Once you default settings are complete go back to the system setup dashboard and select business rules.
Under the mandatory section there are three heading.
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First select Holiday Year Profiles,
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If all of your employees run from the same holiday year the option that is already in the maintenance box is all you will need, however if some employee run from a different holiday year you will need to click on the add button and select the dates to and from.

Holiday Years:
In order to book a holiday you must tell the system that there is a holiday year available to use.
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This will tell the system the start date and end date for year. To add the following years i.e. 2010, 2011 you have to click on the Add… button and this window will appear.
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You will notice that the dates are automatically entered so all you need to do click Save. You will to repeat this process for each holiday year you enter.

Note: If you have different Holiday Year Profiles you will need to add the Holiday Years for each one of the profiles.

Bank Holidays:
You can add bank holidays to an employee holiday profile so when a bank holiday is due it will automatically register that the employee is not working.

You would need to select a particular profile to use i.e. England and Wales, Scotland or Northern Ireland.
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You will need to update each profile you use with the current years bank holidays, to do this click on the update button on your selected profile and the following screen will appear.
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Type in the name of the particular holiday and select the start and end date. If a bank holiday is deducted from your holiday entitlement the duration will need to be a 1 if these days are not included into your holiday entitlement the duration will be 0.

Holidays on an Employee Record:
To record a holiday request on an employee’s record you need to select the holiday page on employee maintenance screen. 
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First you need to make sure that the correct holiday year are selected, this will be highlighted in the top half of the page.
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This will tell what the employee entitlement currently is and will also show a history of their holiday years. If you need to add the correct holiday year for an employee click on the Add….. button and this screen will appear.
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Here you need to select the required holiday year and the required bank holiday profile, you can change the employee duration for that year by over typing in the box and if your employee has accrued any additional entitlement click on the Add…. Button and complete the information in the box (shown below).
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Holiday entitlements can now be accrued every month. The accrual settings can be changed using the Accrual button on the employee Holidays screen.
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Tick the box to indicate that this employee’s entitlement accrues every month. Set the accrual amount, the day of the month to update the entitlement and the date of the next update. The date the entitlement was last accrued is for reference only.

Once you have the correct holiday year set up and selected you can then book the requested holiday for the employee, at the bottom half of the screen there is a record of all the holiday that have been taken and are waiting to be taken  (this will include the bank holidays).
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Select add and the following box will appear:
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Here you need to enter the start and end date of the requested holiday and then click save, this will then show on the previous screen.

There is the option on the right hand side of the employee maintenance called Holiday Card click this option and the following screen will appear.
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You are able to select the year and this will show you all of the holiday that have been taken during it (including bank holidays), there is also the option to print this out so your employee can have a copy.

Global Holidays:
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The options  on the left hand side of the menu mean that you can do things in bulk, firstly you can close the current holiday for all you employee at the same time and it will automatically add the next holiday year to the employee records.

To do this select close holiday year and the following screen will appear
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Select the year that you want to close, you can also select the number of unused holidays that an employee can carry over, when you have the correct options select close year and then close.

To allocate a holiday to several or all your employee select allocate holidays, this could be useful if you have a shut down period over the Christmas.
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The global holiday allocation wizard will appear, click next and it will take you to a list of you employees, select them all by clicking add all of you can select by department and all of the other ways that you can search for an employee by. Once you have the required selection click add then click next. A list will then appear of all of the employees that you have selected, you can remove employee from this list by highlighting the name and click remove.
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When happy with your selection click next and it will take you to the following screen.
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Allocate you start and end date then click finish. This holiday will then appear on the records of your selected employees.

Attendance Planner:

You can select the holiday planner from the main dashboard by clicking on this button.
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This will open up the following window, it shows a calendar with all of the holidays that have been booked on to the system these will be show by the employee’s name and highlighted in yellow, the colour can be selected for each individual employee with in their employee record.
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At the top of this window you can select different departments and location to show only those employees in that area, you can amend the date range by changing the start and end date and you can also show all absences and training courses by tick the boxes in the option box.
By clicking on the date in the calendar it will open up a window of all the employees that have got an event booked that day then by selecting an employee it will take you to their employee maintenance record.
On the left hand side of the window there are options to print preview and print the calendar.
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