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Simply Personnel

Task List
A Guide to Understanding and 

Using the Task List
Simply Personnel: Task List
This document provides step-by-step guide for users to give an easy understanding on using the task list 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 where you will find comprehensive articles and an option to open a support ticket. 

Thank you 

The Simply Personnel Team.

Task List
On the main dash board of Simply Personnel we can see the traffic light system at the top and shown below are the three stages that the system can go through when a task is added. 
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The traffic light system works by going from green to amber to red as the task becomes upcoming or urgent.
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The symbol underneath the green light represents a task that has not yet been put into action as it states the task maybe for a new starter or a review etc, and the green tick shows a task that has been completed.

When filtering tasks you can you the tick box so that it will allow you to see the tasks that have been completed. 
Your daily task list will appear as the following window.
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Tasks can be added manually on a day to day basis or they can be added automatically as shown in the section below.
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Select the employee that the task relates to, choose the task and set the dates.

Personal tasks are set up in the System Setup> Business Rules> Optional area under task list and then Personal tasks.
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Click on the add button and then fill in the heading for the task you require, this will generate a drop down list to select from when you are creating a task.

You can also export any tasks to save them as a CSV file using the export option.
Automatic Task Dates

Simply Personnel can be configured so that when adding new employees tasks can be automatically added to the Task List based upon the employee’s start date or date of birth. This can be useful, for example, for scheduling three month probationary reviews.

Automatic tasks can also be used to add tasks based around an employee’s leaving date when they are marked as leavers.
If an employee’s date of birth, start date or leaving date is altered then any automatic tasks that have been created based on these fields will also be updated to reflect the change.

To create or update an automatic task date select the task list option under system setup and choose Automatic Task Dates. 
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Click on the Add button to create a new automatic task or Update to edit an existing one.
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Description - Enter a description for the task.

Based On – Select whether to base the calculated task date on the Employee Start Date,

Employee Date of Birth or Employee Date Left.
Once you have put in the details for the automatic task click on ok, this window will appear and select the option you require.
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This will then remind you automatically when the task needs completing
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