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Simply Personnel

Self Service
A Guide for Employees
Simply Personnel Self-Service Module 
This document provides step-by-step guide for employees 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 Employee 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 be given 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 employee home page.

Once Logged in…
You will be greeted with the main employee’s dashboard, as shown below.

[image: image3.png]David Gamner (Employee) (Logout)  fad

simplypersonnel .

[LL0 Outstanding Requests Timesheets & Expenses Time & Attendance Rotas

Home Page My Details Phone List Course Diary Total Reward Statement Payslips Holiday Planner Policy Documents

Getting Started Getting Started

Get started with the self service module by using
Request a Holiday the options on the left.

Use this option to review your holiday entitiements and request holidat

You can review your own personal details, request

Enter My Timesheets holidays and much more.
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As an employee you can see you some of your personnel details, your holiday and absence details a holiday planner for you department and a telephone list for the company.
The Dashboard
You can easily navigate through the system by selecting the option titles, this will then take you to the relative screen.

To easily book a holiday select click on request a holiday on the main dashboard, this will take you to the following screen.
[image: image4.png]David Gamer (Employee) (LogOut)

simplypersonnel

Help | Virtual Clock

[LL0 Outstanding Requests Timesheets & Expenses Time & Attendance Rotas

Home Page My Details Phone List Course Diary Total Reward Statement Payslips Holiday Planner Policy Documents

1. Check your holiday en ment

Holiday Summary

I

Wl ek
7 Alocated:

[0 Remaining Entitements 17

I

Total Entitled: 2
Entement: 2
Carried Forwara. o
Aadgtonat o
Pending: 0

2. Request your holiday

var
srtone
miowe
Duration(Hours)

ke :

I

T T

Oaa(m oy Hoicars

Simply Personnel 2008-2009. Version 2008 Release |




This will show your holiday entitlement for the current holiday year.
To request a holiday got to section 2 at the bottom of the page, all you need to do is enter the requested date from the calendar then click on save. 

This will automatically inform the person who authorises your holiday requested, it will show on their personal login screen and will also send an email directly to them.

You can also book a holiday via My Details> Attendance> Holiday Details, this will take you the screen below.
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It is very similar to the screen via the main dashboard but it will also list all of the days that you have booked, taken and are waiting for approval. And the bottom of this page you can select book holiday.
My Details
This screen will show your personal details.  Your administrator may allow you to change these, if so complete the new detail on the correct fields and click save, this will then go to the authoriser to be confirmed. It may be read only in this case you will not be able to amend any details.
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Select the tab you wish to view from the top bar, this then opens up other options below that you may be given access to view or amend.
To amend your address details select address details from the options bar.
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Click on the green pencil to amend existing details or add new contact via the button at the bottom. This will open up a further window.
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As before once you have completed the correct information click on update, this will then send an alert and email to you authoriser.

You may have access to other screen such as emergency contacts, bank details, absences and training screens dependant on the access set by you administrator.  Some of these screens are shown below.
Emergency Contact Details:
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Absence Details:
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If you have been absent you may be required to self certify it if this is the case you will be sent an email and there will also be an alert on the main page when you log in.
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Click on the red circle and this will take you to the absence details page and the absence that will require your input will be red.
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Click on the green pencil to open up the absence, the window below will appear.
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Complete the information in the bottom 2 fields and then click on save.

This will automatically update the main personnel system and will also inform your line manager that they need to complete a back to work interview with you.   

Bank Details:
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To edit your bank details click on the green pencil, this will open up the window below, 
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Policy Documents:

The administrator can load up documents i.e you staff hand book, certain policy and procedures, by selecting the policy documents tab you will be able to view these.
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If you have any other questions regarding the Self Service please contact your administrator.
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