‘ Croner

HR-Tax-H&S-Rewar

Croner Simplify

Croner

Product
| 4

Croner Simplify

L e e LA LR TP
mhim

we

= m ., ‘ i
ﬂ:-ail.' e

~Employee Training Workbook ~

Version 3.0

‘ Croner

HR-Tax-H&S-Rewal



Employee View

An Employee logging on to Croner Simplify is known as a Self-Service Employee. An
employee can see and manage information about themselves. An employee’s
responsibilities within Croner Simplify are to request holiday for approval by their
Manager, change personal details when necessary for approval by HR and manage tasks
allocated to them; employees have access to Company documents and will be expected to
keep up to date with changes. An employee can be given responsibilities within the Health
and Safety.

Objectives

e Request holiday using Simplify
e Request personal detail change
e View and execute tasks where required

e Documents - View standard policies and guidelines, view personal documents
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This section will assist you in navigating around Croner Simplify.

Logging In & Out

Logging In

e When an account is created for an employee an email will be sent to them from
Simplify with a link to the website and with instructions on how to log on. A
password will need to be created following the rules given of at least 8 letters, a
capital letter and a lower case letter
Once this process has been completed an employee is ready to log on

e Go to the website www.cronersimplify.co.uk. Once the website is launched save it
to your favourites

e The following screen appears

Croner

Product
Croner Simplify Featur
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From this page you will need to enter:

The company number - XXXXX
Username - your email address

Password: the password you chose
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http://www.cronersimplify.co.uk/

Forgotten Password

If you do not know your password you can click on the ‘Forgotten passwo
take you to a screen to create a new password.

Logging Out

~
& Croner

& Wolters Kluwer business

Croner Simplify

My Svghly | My Ogasason My Decaments  teedlih b Salety | Traing et

Tasks

ﬂ'-‘\';u,'.. l Laska (0) II'N—_::L.";'

Samuel Smith

3 "[,;1,. j‘ l&u:'.‘.}\-&;\v..’i Ve 3 1'.'1“ 'H-".'.'. _L."-]i ii-'.'.‘:_'- l

e Click Logout at the top right hand corner of the screen

rd’ link which will
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Useful Navigation Tools

@ Croner el

& Woiters Kluwer business

Croner Simplify

My Sty | My Orgamssnton

(St g ety | Doy | ot |

gth of Service: 2 Years 2 Months 19 Days

When navigating Click on Help to The blue

through several access easy to use Quicklinks take
screens, retrace your guides you to the task in
steps by using the trail hand

‘\é@ The ‘Help me as | go along’ function provides handy tool tips.
|-
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Overview of Tabs

My Simplify - Contains all the areas you will need to use within Simplify.
My Organisation- View a graphical display of your organisation.

My Documents - An area where Company documents and Health and Safety guidelines can
be viewed. Personal Documents can also be viewed here.

Health and Safety - A tab will appear if permission to access this area has been given by
the Administrator. Policy, Procedure and Risk Assessment documentation as well as the
Audit and Accident Reporting Tools are stored here.

Training - Video, E-Learning and Podcast training courses are available here.

Help - Provides guidance and assistance on using Simplify.
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Croner Simplify

My Sarghfy | MyCrgareston | My Dooemers  Tasith & Safery | Trameg | Iip
Overview
Fuevn M St o Oversme
,,,,,, - T T T ey e e ey
Samuel Smith Length of Service: 2 Years 2 Months 19 Days

Conpdtem

Overview

The Overview tab is a summary of the current day showing tasks, attendance and up and
coming changes. From here you can quickly request a holiday.

E Attendance

Holiday Sick Leave

13.00 of 33.00 days used 2.00 day= taken in last 12 months

nequenaHo.ida

Click on the Request a Holiday Button and complete the Start Date and End Date Boxes.
When complete click on the ‘Save’ button.

This will send an email and an ‘Employee Request’ to an employee’s Manager for the
holiday to be accepted or rejected.

It will also mark the dates as ‘Unconfirmed Holiday’ on the employee’s Simplify Calendar.

When the holiday has been accepted or rejected an email will be sent to the employee
concerned and the holiday confirmed on the calendar.
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If the employee is given the relevant permission, they will be able to request absences in

the “Other” category. Examples of this type of absence are Study leave, TOIL (time off in
Lieu) and Jury service.

Holiday Sick Leave
2.00 of 10.08 days us=d 0.00 day taken in I35t 12 months

s

This will send an email and an ‘Employee Request’ to an employee’s Manager for the
absence to be accepted or rejected.

It will also mark the dates as ‘Unconfirmed Absence’ on the employee’s Simplify Calendar.
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Tasks

Tasks are either system generated and created during system setup (e.g. probationary
period reminder), or client generated which are event driven (such as when a training
qualification is due to expire).

A table containing the list of tasks exists under the Tasks tab and enables the user to

filter, complete and reassign tasks.

Tasks (0)
| e | e | e

Samuel Smith

Filters
Type =] Category | All =] Due Date | Al [=]
Creator ] El [\
Status [# Open [ Clgsed [¢ Pending
Select all | Clear all
List Tasks [Showing 1-3 results of 3
Due A  Type Title Category Select
20 May 2014 Driving License @ Driving License is due to expire Ngw Employment —
20 May 2014 Driving License @ Diriving License is due to expire Ngw Employment —
Appraizal @ Training First Aid Course iz due to|expire New Employment —
Type - Creator - Category -
Subject of h Due Date -
User who Employment o
task Identifies
created or Health
the Task when tasks
and Safety e alie

Employees will only see tasks assigned

to themselves.

Event generated tasks will appear in the table on the date stipulated by the user at the

time of creation.

System generated tasks will appear in the table at a timescale defined by the system in
accordance with the task type; this timescale cannot be overridden.

Tasks will automatically appear in the list on their active date.
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Tasks that are not yet due can only be viewed by putting a tick in ‘Pending’.

Simplify allows reminders to be set which will send email prompts to the Assignee and, if
required, the Creator. These reminders will start on the stipulated date and re-occur at
the frequency set when created e.g. Once a day, Once a week, Once a month.

Click on a task to open and view the detail.

Dnving License is due 10 explre

Creator

Assigned To
Samuel Srth

Reminder Start Date

Mr Adam Adomen

Date Created
02 Age 2014

on
20 Mar 2014

Reminder Frequency

Completion Comment

The screen shot below explains the detail of a task.

Original Assignee
Samuel Smith

By
Mr Adam Agmin

Creator - person
who created the
task

Date Created —
date the task
was created

Original Assignee —
the person to whom
the task was originally
assigned

Driving License is due to expire

Creator
Mr Adam Admin

Assigned To

Sa ﬁel Smith

Assigned to - to
whom the task is
currently
assigned

Date Created

02 Apr 2014
on
20 Mar 2914

On - date the task
was last
assigned/reassigned

Original Assignee
Samuel Smith

By

Mr Manﬁnin

By - the\\erson who

assigned/reassigned the task.
This will be the Administrator
user or the employee’s line

Manager
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Reminder

Reminder Start Date Reminder Frequency
Delete Reminder
02/06/2014 [Z | Once A week (=]
Remin =

The frequency of ﬁ

Allows Reminder the reminder
e-mail to be sent Allows the ,\
to the Creator of Administrator Save and
the Reminder The date of the user or line activate the
initial email Manager to .
. Reminder.
Reminder for delete the
this task Reminder

Where no reminder date for a task has been set, the task will appear in the Task List on its
active date [which will depend on the type of task]. Any reminder date set will
automatically override the active date.

It is possible to reassign a Task.

List Tasks

Lnse o Type Tithe

® Teamng Foe Sanvey 1 aum 10 agore New Moy Warage

Cruator Lt Croatend ST T
o Act 102 A

Worromdmr Syt Durte Temmvder | raguenry

.'[ (redatr Rurminder

£ Bamd me

srpbetism (immerve e
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By clicking on the ‘Reassign Task’ button a new window will open.

4 1
Reassign Task x

From this window a user is able to reassign the task and enter a relevant comment. By
clicking ‘Reassign’ the task is saved against the new assignee and any reminders will now
go to the new assignee.

Tasks can only be assigned to current employees who are set up on self-service. Any task
assigned to an employee who subsequently leaves the organisation before the task is
complete is re-assigned to the default Administrator user. If the leaver is a Manager,
Simplify will re-assign the task to the new Manager or the Default Administrator user if no
replacement Manager is selected.

A user is also able to mark a task as complete from this window by clicking the ‘Mark as
Complete’ button.

—

A confirmation window is displayed.
Confirmation x

You are about to mark the selected task as complete.

Are you sure?

By selecting OK the task is marked as complete
and will clear the task from the Task List. ﬁ

—
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To reassign multiple tasks or mark multiple tasks complete, check the box adjacent to the
task and select Bulk Reassign or Bulk Complete as appropriate.

List Tasks Showmg 110 reoutts of 24

Dvie - yjoo ithe Asklgnad To Nulated 1o CMufpoey Suluat
Miacess @ A MAODMARY PIBLEEE TIAN Dasr 40 Ind Naw Twamt Lind 1 asile B iy e
24 Junt 201 Process © A Sucbay PIotees Nas Deer staried e Teaint Linn bmne e ] v
] | B Lant [ ' ' e Patal o v
(&)
0 an "r @ A FROOMANTY HIOTEes AN Beer sAwing Wew Tenm TLarwiet i Emiprtn e
0 “ne .- in 9 Ty ] " 1]
[
21 4 ' © A MNIPEY PIarees ek Buee slatnd e Toumt Kty e v
r [} @ A MAWary Protess e haen staind Mew Tenm? [ I ]
[ Prevasse ® A MUy Buen startud Mew Tuamt R L ]
" © A MBOpMary Proiess Nak Deee slasted Mew Teamt £ gt e
I A 2N Maress @ A MUSWMARIY PIotees TN Duas siartnd Wew Twnm B npiey e

o i

By clicking Bulk Reassign the following window will open. Select the new assignee for the
multiple tasks being reassigned and comments if required. Click Reassign.

Reassign Tasks x
e Change e Daaen wi A353NeQ 1D ¢ WIS a1k oUW 0y De MM N re e N liata
3 5040 541200 Lidel
Camments

By clicking Bulk Complete the following window will open.

P

Confirmation x

You are about to mark the selected tasks as complete.

Are you sure?

Click OK. This will mark all items checked in the Task List as complete and remove them
from the list.
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Employee Requests

e For an Employee this section of the manual is for information only

e When a Self-service Employee makes a request it appears in The Employee Request
tab of either their Simplify Manager or Administrator. The Manager or Administrator
is able to accept or reject the requests such as holiday or changes in personal

n'.“' 1 :::’ |‘ Tusks[4) Employwe Requests (2) | BEEIVEFESE
Status Penseg T Twe M . Serec D regquests Dat you ward 13 3cceot o rejet
A
" z
Employee Name Tithe Provious Neaw Authoried Sedect
Sameel Wman Lmgicye Sameol Samith Resson Uact v
Warager
Provices lew
Telechone Q 120 0116 8765555020 12045678
Samol Smin £mitopse Samwel Sman Rexaon Mare r
Usnage
Previcus Now
R From 15062013
Yo 160972093
Commants

@i

e Add a comment in the Comments box

o Click Accept Request

Accept Employee Request

Commants

A Please note smployes will be smaded this comment
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My Details

This area displays your employee record and your personal details stored on Croner
Simplify.

There are fields for

e Personal Details

e Employment Details

e Next of Kin

¢ Contact Details

e Bank Details

e Right to Work Details
You can make changes to your personal details such as changing your address if you move.
Click next to the field you wish to amend and click on the Paper and pencil edit icon.

Make the changes and when you see the green arrow go to the top of the page and click
the blue ‘Save All Changes’ button.

Next of Kin
Jane
Mather
Contact numbers Address
Main 10 Park Road
Alerton

020 8334 2123 ?

London, W15 6LG
Other

Flease select. .

When you click Save All Changes the details of the change will be sent to your Manager or
Administrator to be approved. This is to ensure that your changes are registered and added
to any other system, such as a payroll system, that may need to be altered.

Cancel all changes Save all Changes
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Employees ‘Right to Work’ details are stored within this area.

Right to Work Details

Passport

Numbet Cxpacy Date

m.‘. e 1ol

To create a task which will highlight that the expiry date is approaching, click on the
Create Task button, input to Due Date the date on which the passport will expire. Select
Set Reminder to set up a reminder ahead of the due date for renewal and set the
frequency of the reminder. Save to activate.
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Attendance

My Attendance shows a summary of the annual holiday entitlement an employee has and
the Bank Holidays for that year. On the right it shows the number of day’s absence taken
in a year separated into different absence categories of Sickness, Family and Other.

At the bottom of the screen is the employee’s calendar for the year.
TEhow both holidays and absences = W L_]V

M T TIFESRSIM TWIET FISUSEM T W T FESES M I TIW TIFISUISIM TIW T FIs S M T W TIFISS

January

Fabruary m

Maroh

-z

) | | ) QA’:
April m‘ !“w

May

June
July
August
0 9 10 11 12 13 14 15 16 17 10 19
September

Octobar

November

December i ! g Iy ’ ' g;“
LLd ol

Koy Today B riolday Absence W 5ickness B ramily Prienaly

Non-working Day Unconfirmed Holiday Unconfirmed Absenoe W Unconfirmed Sickness Unconfirmed Family Frendly

B4 Bank Hollday

From here an employee can request holiday and “Other” type absence.

By hovering over an entry on the calendar a yellow box opens with a description of the
entry.

PP — - 1_1

MIWTFS SR TIWT A S A M I WTI A AAM I WIS AM T W FasAmTWwIr S

f
¥
L2
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To request a holiday: Click Request Holiday

Samuel Smith

Holidays and Absence

Select year 4 Jan14 - Dec 14

Holiday Summary

STATS

Holiday year
Entitlement

Bank Holiday Entitlement

Additional Entitlement
Leave taken
Leave booked

Leave remaining

The holiday booking screen appears

01 Jan
25.00 days
8.00 days
0.00 days
4.00 days
4.00 days
25.00 days

Request Holiday

Absence Summary

Zompany Attendance Calendar

STATS

Sickness 0.00 day
Family 0.00 day
Other 0.00 day

Taken/Booked
[0 Remaining

"

Add Holliday

Bt S : v B
L L .- [ ® Mow
Duemin Oy e

s

L

d

To select the dates, click on the calendar icon.

Add Holiday

Start Duin

]

‘ Jan E Jﬁtszl ’

Mo Ty We Th Fr

&
g

f T 3 .

f o r ¥y M n
7N W om
0 NN NS

¥ I MmN

End Dute

& Al day am

Save

Page |19

Croner Simplify

JANUARY 2016

‘ Croner

HR-Tax-H&S-Reward



Select a date for the start of the holiday then do the same for the finish date:

Add Holiday x

tart Date End Date

16/01/2015

|
@ Allday @) am

|15fu1rzu15 |E| ||:|

Duration | 200

Notes

You can also select the start or finish date to be a half day which affects the duration

Add Holiday x
Start Date End Date
| 150172015 .- 1BI'D1I2015

@ Allday am (&) pm (f) Allday (@ am
Durfftion |1 50 |Days

Notes

You can enter a note in the “Notes” box if desired.

Click on Save
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Once the holiday has added, the holiday show as a light blue “Requested holiday” on the
calendar

SIAIS SIAIS

Holiday year 01 Jan Sickness 1.00 day
Entitlement 25.00 days Family 0.00 dsy
Bank Holiday Entitlement 0.00 days Other 0.00 day
Additional Entitlement  0.00 days

Leave taken 0.00 days

Leave booked 0.00 days TakenBooked

Leave remaining 25.00 days e

Show both holidays and absences E] =

MTWTFSSMTWTFSSMT S SMTWTFSSMTWTFSSMTWTFSS
January 8H

February
March
3 5 50
April aH aH
4 25
My BH 8H
June
July
N - &)
ugus! an
September
October
November
e 257 28 C
il 84 BH
Key Todzy § Hol ) Family Friendly
Non-working Day Un rmed Sickness Unconfirmed Family Friendly

If the relevant permission is granted, the employee may additionally Request absences
within the category of “Other”.

Click Request absence
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Holidays and Absence

Selectyear Jan14-Dec14

Holiday Summary

STATS
Holiday year 01 Jan
Entitlement 208 days

Bank Holiday Entitlement 2.00 days
Additional Entitiement 0.00 days

Request Holidi y

Request Absence Company Attendance Calendar

Leave taken 0.00 days
Leave booked 2.00 days Taken/Booked
. B Remaining
Leave remaining 2.08 days
Request Absence x

'&l"l” .I:‘J
Dt Dubee Ered Dutw
3
SMmay D O § arey O

w

Request Absence

Bt Oawe

BNy Owm

w

Absence Summary

STATS

Sickness 0.00 day
Family 0.00 day
Other 0.00 day

Now click on the absence reason and select the reason for the absence
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Next select the start and finish date of your absence in the same way as for a holiday
request. Again you may specify a half day

r

Request Absence

Absence Reason

Lizu Day EI
Start Date End Date Duration
2200172015 = 2210172015 = 1.50 Days
(@) Al dzy am () pm () All day (@) am

Cancel

Click Request
okt and Absence

Sty 4 15 005 I ) ey

e LA Adcmin o SartuTiay

Teamess

K - FRaAmIEmIY aaw n f e S . fiaw " fa
) -
P .

1
4
Fele

v
T

The absence is now displayed in light orange

/f You can also request a holiday or an absence by clicking on the desired date

&0
:‘ directly on the calendar
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Benefits

This is where the information relating to any benefits an employee has with the Company
is recorded and managed. This will vary from company to company as to whether there

any benefits and what they are. In the example below we have shown how a Healthcare
benefit would be recorded.

EEETICTINIE -

Samuel Smith

Standard Benefits

< Healthoare

Sohene St

W Depemtunts Cuvermd

This is “Read only” for an employee

The Administrator user can edit Benefits and create ‘other benefits’ which are relevant.
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Appraisals and Training

Appraisals & Training

Samuel Smith

Appraisal, training and qualification information may be recorded within this section.

Training - creating and maintaining training records is important. Tasks and Reminders
can be set to notify the assignee when a training qualification is to be renewed.

-

Cruaty Tiaking -

Qualifications - functionality as above.
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Health and Safety

Personal Protection Equipment (PPE), managerial health and safety responsibilities and
occupational health information can be logged and viewed in this area.

My Health & Safety

. - L - G <k 3z I2 . . w B 1 o )

Samuel Smith

e s

Personal Protection Equipment (PPE) can be logged here and logged when returned.

Add New PPE Item

Fpeanminne Date tnsund

¥ Newds to be handed back Mas beew Randed e Dete Hancled Bach

i

Health and Safety responsibilities can be assigned to Administrators, Managers or
employees within the Organisation e.g. Supervisor, Health and Safety Officer. This will in
turn create the H&S Organisation Chart [See Organisation and Responsibilities section
within the Health and Safety section].

Responsibilities Q=
Responsibility 1 wi .
Name Reports To Cate Assignes
Sopervisor David Traimer (4) 0042014
Deacripbon

Fire Offices for Warehouse 1
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Documents

Here you can view any documents that have been issued to you. You can also access
company guidelines and policy documents that your Manager or Administrator may have
instructed you to view. Simplify will record that you have viewed the document.

w o My Emumpres o Ml O

e -mx' | Astendane | it | o & Peaing | Mlatin & vatvty | ' -
Harold Owen
Documents
Ve Oate Crontad Creases Camogry $ob Camgocy

P B R e Con ey oo b
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Calendar

Cromer Sinpiify Wiy

i >
- L
—oe R B R R ] L PR R HupBRnsransy»
LN DR IR R R R B AL BB R B IR LB LR R R L RN O IR N IR B B
e - -
- - B — [ B -
..... - SA— B U/ Qe Sy e—— —anass o ~are
b
B P - [

Here yolj can view the Attendance Calendar which is another place you can request
holiday.
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My Organisation

My Organisation is the area where the Administrator is able to view and amend the
organisational chart.

My Organisation

e Click on My Organisation tab and an organisation chart will be displayed in the first
tab

ec Woatic Samul Semeh | bty | Chumgs Pnemndl | L
roner

» Woltwrs Eawer Butmass

My Svgtfy | My Crpawnstns | My Duommeny | Voons L Setety | Doy

My Organisation

e Where an organisation uses Time and Attendance to clock in and out, a red dot
against a name indicates that the employee has not clocked in

& The organisation chart is automatically created when reporting lines are set
C\ " within an employee record.
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Documents

Simplify helps manage and deploy a range of business documents, Company Guidelines &
Policies or any other document that need to be sent to employees or viewed on line by

self-service employees.

Guidelines and Policies

The Guidelines and Policies area is where the company-wide Policies and Procedures are
located, e.g. Employee Handbook, Health & Safety policies, etc.

P e

To view a Guideline or Policy document.

e Click the blue plus sign to expand the section
e Click the folder name to expand the sub-section
e C(Click the document to see the preview pane on the right-hand side of the screen

e Click View
e Click Open
Page |30
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o The document will open Read-Only in the AceOffix document management software
plug-in (this can be downloaded on first use)

'/?e The Employee Profile can only Download or View a document in Read-Only
‘.\0‘ mode

-
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Health & Safety

This tab contains useful information and advice on matters relating to health and safety.

Some of the information is for subscribed users only however the Accident Reporting tool
is available for everyone.

Accident Reporting Tool

The Accident Reporting tool can assist in the reporting of accidents, dangerous
occurrences, diseases and near misses in the workplace. By guiding users through a series
of questions, it will help identify what is reportable under the Reporting of Injuries,
Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).

e Click on H&S Overview tab
e Click on the Accident Reporting Tool button

Pt St S | iy | Oy Pussnnd | Ligs
@ Croner

& Weltany Kawer Suunen

Croner Simplify

My Sanghly | My Crpmeation | My Dnumemy | Meoltn & Sasty | Tiamng

My Health & Safety

— Ty o T e

Mealth & Safaty Processen = Avéit Tool -
[, ° Une e bt & at poe Campy & promees
— P
Ay e et
Mo ey -
Accident Reporting Tool =

Tlarnt 4 wonte FeabTI Bl PR ® TVIRE vy
W bt

=D

e A separate window opens up
e Click on Create a new report button

= -

X Welcome to
Cromes"s Accident and Dincase Reporting ool

e The report must be completed step by step
Page |32
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e Complete the appropriate options and click Next to proceed to the next screen
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ocabent: Test 173 Part B

-

Intden: Test 133 Pant

Pidont: Yot 173 Pun
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After completing click on Save/Finish

Click on the Print icon to print the report off in pdf format and send it to the
appropriate authorities

Alternatively click on the Email icon to email the report
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e An example of what a report will look like is shown below

A Sy @ V-

Part A

3 T sy 7 e Saaen s et v am e ugateny W
HSE

~=-= Report of an injury or dangerous occurrence
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7 To modify your report click on the ‘User Reference’ number.
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Croner-i

Croner | is an online information tool for businesses. An employee can access this if they
have been given this permission.

There is data on employment, health and safety, environment and tax and legal matters.
Business Essentials is updated weekly and contains Quick Facts, In-depth and Step-by-step
guides. It has been written specifically with non-HR professionals in mind and is fully

searchable.
e C(Click on the Croner-I tab
Click Business Essentials
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Croner Simplify
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e A separate window appears

Click on Tools in the left hand side
bar

e Click on Employment Calculator

o Croner

» Waollers Kiuwer business

Croner Simplity: Information
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e Select the appropriate calculator to work out maternity pay, redundancy pay, sick
pay and National Minimum wage

3 . Croner

Unar guie Welcome to the Employment Calculator
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Within this tab there are Training lessons for you to use for your information.
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