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Simply Personnel

Self Service
A Guide for Administrators
Simply Personnel Self-Service Module 
This document provides step-by-step guide for administrators to give an easy understanding on use of the Self Service Module. 

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.

Logging into the System

The Self Service Module is accessed via a link which will then take you the login page, where you will be asked to enter your login details.
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Enter the Administrators username and password. You can change your current password to something more memorable. To do this you must enter the current username and password and then tick the ‘Change Password’ option.
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Once the box is ticked you will see two boxes, one for the new password and the second box to confirm the new password. Then Click ‘Login’ and this will save your new password and take you to the admin home page.

Once Logged in…
You will be greeted with the main administrator’s dashboard, as shown below.
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This screen allows you to access and amend aspects of the Self Service setup.
System Setup
To access the system setup select the tab on the top row, this will show you several option on the light blue row below. This manual will cover the set up for Personnel & General.

Login/ Profiles
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Users:
By clicking on this button you will be able to see a list of employees currently on the Self Service system.
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From this screen you can edit a users background details by clicking on the relevant pencil icon.
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You are able to change the profile for this employee which will in turn change what they are able to do once they access the system (see User Profiles).

You are also able to choose which employee the login relates to from the employee list dropdown and change the username for this employee.

If you wish to disable the users login and details you can click the account disabled box.

If you wish to CC another person in for the holiday request, you are able to enter an email address; this will then send an email to the CC’d person so they are also able to approve the requests.

Once you have changed the settings click the save button to confirm them.

On the main Users page you are also able to delete a user by clicking the Red Cross or change the users password by clicking the key icon.

If you wish to add a new user to the Self Service module you are able to do this by clicking the new user button at the bottom right hand of the screen. You should then follow the same guidelines as if you were editing an existing employee’s profile.

The user settings (the spanner and cog symbol) open up more setting options:
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The first 3 sections relate to other parts of the system time & attendance, timesheets and Scheduler setting. 
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The last option Security lets you determine how the user will view their profile and how they will view other employee profiles. This will relate to the security profile that you set up. Decide on you options and click on update.

User Profiles:
When you click the User Profiles button you will see the following screen.
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This screen allows you to amend the profiles which employees are allocated to.
Each company employee is allocated to a specific profile, each profile has its own parameters which allow or restrict what the employee is able to do.

To edit the parameters of the profiles click in the pencil icon, once you have done this you will see the relevant profiles parameters.
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By ticking and un-ticking the boxes you can change what an employee is able to do once they access the Self Service module.
The allow holiday updates option allows users to amend there own holidays, if this is ticked it will override the request option so no request is needed when booking a holiday.

Manage Authorisation Profiles:

This is where you will define the profiles that control the way the authorisations happens for different user groups.
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Select the profile by clicking on the green icon to the right, you will then see a list of all of the screen that the profile can access. 
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Select the action that needs the authorisation setting, this will open up another window.
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You can then select the authoriser form the drop down menu, there 4 options that you can choose from to be the authoriser.
Admin:- if you choose the Admin profile request will go to a user who has the Admin security profile.

HR:- if you choose the HR profile the request will go to the users who have the HR security profile, ALL of the users within the HR security profile group will need to authorise the request.
Manager:- if you choose the Manager  profile the will request will go to the employee’s line manager (i.e the person that you have put in the main system that this employee reports to).

Specific:- if you choose Specific this will go directly to the person you have chosen from the list of authorisers. 

You can also use all of the above in different combinations i.e the request can go to the manager and then to HR. if you select multiple authorisers the request will need to be authorised by all of the profiles before it updates the main system.

Another option that you can use rather than multiple authorisations is to use the cc notification, this means that the email address that is in the cc notification box will be emailed once the request have been submitted, authorised, rejected or cancelled. Choose from the drop down list which email template it will send.

You can also select different template emails that are to be sent (see email templates) 

At the very bottom of the authorisation page you can also select an email address that will be notified once the request has been approved and the system updated.

Manage Security Profiles:

This will give you a list of you security profile. Select the profile you with to amend.
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You can choose weather the profile user can see their own absence, their team absence or all absences.
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You can then control the security for the screens.
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Click on the green icon to amend the details.

Holidays and Absences:
Firstly to make sure that the holiday or absence is recorded accurately you need to make sure that certain information is completed within your Personnel Manager. 

Requirements:- go to the system setup in the Personnel Manager and then to Business Rules in the optional menu there is the option to create a work period, (Notes on how to do this are located in the manual (Company Details, Business Rules & System Parameters). Create the work period or use the default one and for to the employee maintenance.
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Select the Shifts tab and at the top of the page is a box marked work period (seen below).
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Save the changes. This will tell the system the working pattern of this individual.
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Delete Cancelled and Rejected Requests, enable you to delete all of the cancelled and rejected requested that have been requested in the system.

Holiday Years:
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Once you access the holiday year’s section you will see all the available years, you can also edit or delete these options. If you wish to add a new holiday year, click the “Add New Holiday Year” button. 

You may also wish to amend this information on the Simply Personnel system where this information can also be found.

Holiday Year Profiles:

On this page you will be able to add different holiday year profiles and amend the current options. This section is used if different employees use different holiday years, such as financial year and calendar year.
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To amend an option click the pencil icon, to delete an option click the Red Cross or to add a new profile click the “Add New Holliday Year Profile” button.

Absence Reason:

This will generate a list of all the absence reason that you may need, it has pulled the information from the Personnel Manager.
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If you wish to add any further reasons click on Add new absence at the bottom of the screen, alternatively you can update you personnel manager.

Documents Management.
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Document Groups:
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Create names of groups so you can place document into them, to add a new group click on the button this will open up a further window. Enter the name and description and then click on Add.

Policy Documents:

You can put together certain documents for example a staff hand book.  When you create the profile you can select which user profile can read the documents.
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Once you have created the group, click on the green icon, this will take you to the following screen where you can add document to the group.
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To add a document click on Add Policy Group Document., give it a name and description select the group where it will be stored then search for the document from you desktop. This will then create a copy of that document so it can be view by all the relevant profile holders.
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Phone List:
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Click on phone list columns do define what information will show in the phone book.
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Simply tick the option you would like to be shown and click on save.

Security Settings:
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The security settings give you a quick efficient way to transfer authorisation requests from one approver to another, select Transfer Authorisation Requests and the following window will appear.
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Click on select to choose the “from authoriser “and select to choose the “to authoriser “then click on confirm the save the changes.
General Settings
To amend the general settings select system setup and then general from the bar below.

[image: image32.png]Home Outstanding Requests Timesheets & Expenses Time & Attendance [SZILLETIINY Reports Appraisals

Personnel Timesheets & Expenses Time & Attendance Training General




Configuration
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Company preferences, are the general setting for the time sheets and expenses (please see the separate manual for the information).

Configuration and Settings:

Within the configurations section you are able to set the parameters of what employees on different profiles are able to do.

To access this section click on the Configurations tab on the main dashboard and you will be directed to the following screen,

[image: image34.png]Parameter Name

For ADIML
For ADHM
For ADIML
For ADHM
For ADIML
For ADHM
For ADIML
For ADHM
For ADIML
For ADHM
For ADIML
For ADHM
For ADIML
For ADHM

For ADI,

Show Absences? (True OR Faise)
Show AllHoldays? (True OR Fase)

Show Appraisas? (True OR Faise)

‘Show Detaied Persanal nformation? (True OR Fale)
Show Documents? (Tue OR Fase)

show Emergency Contact? (True OR Faise)

Show Hedical Detas? (True OR Faise)

show Iy Department? (True OR Faise)

Show Performance Hanagement? (True OR Faise)
show PersonalDetas? (True OR Faie)

Show Phone List? True OR Faise)

Show Qualfcations? (True OR Faise)

Show Team Hoidays? (Trus OR Faise)

show Training Needs? (True OR Faise)

Show Trainng Profies? (True OR False)

Parameter Value

Tre
True
Tre
True
Tre
True
Tre
True
Tre
True
Tre
True
Tre
True

True

T R i R R R R





(This screenshot only shows some of the options)

If you wish to change any section of the configuration, click the relevant pencil icon and then select from the drop down text to either true or false and save the changes, this will then amend the user’s specific profiles.

Email Management:
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Email Templates:

When a request is made within the self service module an email will be sent to the appropriate person who will state the details of the request. You are able to edit the email templates which are used within the system click on the “email templates” button and you will see a screen which looks like the following.
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Select the category from the drop down list at the top of the screen to show the relevant email templates.

To edit the emails click on the pencil icon on the relevant template and you will see the following screen.
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You will then be able to edit the data within these emails. If you wish to add mail merge fields into the new template then you will have to type these in manually, if you are not sure what these are then feel free to contact customer support. Once you have made your changes click save.

SMTP Server Maintenance:
By clicking the SMTP Server Maintenance button you will be taken to the following screen.
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For the email system to work correctly you must fill in the SMTP Server name with your Server Name and choose the SMTP Port, the Username and Password can be left blank unless your server requires a username and password. You should speak to your IT team if you have any questions on this section.

Alert Management:
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Like using emails you can use the alert management tool to send alerts/messages for a period of time to different user profiles. To set an alert click on add new alert.
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Select the severity by clicking on the traffic light system, write your message, and select the date period you would like the message to show from and then select the profile you wish to show the message to you can also choose to show this message on the virtual terminal.
General Tables Management:

Table options are shown in this section, you can view some of the options available on an employee record relating to their personnel information.
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You may recognise these options from the Simply Personnel module as they overlap. 

If you click on any of the options you will be able to amend the possible data or add others.
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To amend the options click on the pencil icon, to delete the options click on the Red Cross and to add a new option click the “Add New Title” button.

If you have any other questions regarding the Self Service please contact the support desk.
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