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  Course

Self Service Module
   Duration

1 day

  Objective
To create a full understanding of what planning and information will be required for input during the training session.
Please note that the training venue will need to have the following training equipment for exclusive use by simply personnel trainer for the duration of the course:

· A suitable training environment with sufficient space for the number of delegates.

· 1 PC per delegate capable of running Simply Personnel

Before the training Day

To make the most of your training session it is recommended that you complete the following steps.

1) Install Simply Personnel onto all the PC’s/Laptops that will be used during the training session. There is a download which is available at www.simplypersonnel.co.uk/tldown.html
2) If you have had a data transfer from a previous system we can train you on your live system if required.  If you do not want to be trained on your live system or if there is no data transfer from a previous system then we will train you on the demo system. If training is required on the live system then the live database needs to be linked to the training machines. If you need assistance with this please contact your Simply Personnel Project Manager. 

Preparation for Setup

In order to make best use of the trainer time whilst they are on site with you we advise that the following drop down menu options information is available on the day so that we can help you with the setup on the system:-

Training Course Outline

	

	Course Code :
	  SS
	Course Title :
	 Self Service Module

	Schedule (1 day)


	10.00am
Start morning session
 11.15am
Coffee Break (20 mins)

  12.30pm
Lunch (1 hour)

  1.30pm   Start afternoon session
2.45pm
Coffee Break (20 mins)

  4.00pm
Finish    

	Objectives:
	To give delegates a full understanding of how to use the features of the Self Service Module, and to advise them on how to get the best results for their organisation.

	Day 1 Topics:
	· Introduction to Self Service

· Logging in and out of the Self Service

· Changing Passwords

· Creating Additional Users

· Administration setup

· Administration System Maintenance

· Administration Authorisation Rules

· Administration Email Maintenance

· Administration Appraisal setup

· Manager Authorisations

· Manager Team/Department management

· Manager/Employee Appraisals

· Manager/Employee records

· Manager/Employee holiday booking



	*Additional Topics:
	· Simply Personnel and Self Service Configuration

	Pre-requisites:
	· Attendees must be PC literate and have experience of Word & Excel.

· It is also desirable that attendees possess a good understanding of Personnel practices and procedures. 
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