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Managers can see information about themselves and their teams. Their role within Croner
Simplify is to complete certain tasks for their teams such as approve holidays, log absences
and TOIL and accept/reject change requests and manage tasks; and managers may also be
given permissions to be able to complete processes.

Therefore, a manager’s range of permissions and allowances are somewhat less than an
admin profile, but more than those of an employee profile.

Objectives

e Execute Employee procedures - view individuals leave entitlement, view team holiday
calendar, request holiday, request personal detail change, view tasks and documents
for reporting employees.

o Execute Manager procedures - Authorise leave requests, record absences, initiate and
manage Appraisal process for reporting employees

e Authorise employee detail changes, searching for employees for reporting employees.

e Documents - View standard policies and guidelines, view personal documents,
customise mail merge documents

e View and Edit the Company Organisation Chart

e Create tasks for reporting employees

e Access Health and Safety tools if relevant permission granted
e Use Croner-l if relevant permission granted

e Run standard reports on reporting employees.
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Navigation

This section will assist you in navigating around Croner Simplify.

Logging In & Out

1. Logging In
e Go to the following website www.cronersimplify.co.uk
e The following screen appears

Croner Simplify

LR e N

¢ Fill in the relevant details and click Login

2. Logging Out

Hello Mark Marager l Help I (mmge"anwm‘l@
@ Croner

a Wolters Kiuwer business

Croner Simplify W Hew me a1 ga slong %

DaytoDay = MySimplify | MyEmployces | My Osganisation | Processes = Reports | Documents | Health & Safety | Cronerd | Training

Dashboard

Homs « Day % Day » Dastedand
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Click

Click Logout at the top right hand corner of the screen
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Useful Navigation Tools

- Hello Mark Manager | Help | (Change Password | Logout
& Croner

a Welters Kluwer business

Croner Simplify

W Helpme as|goakng &

Day to Da My Simplif My Employees My Organization Frocesses Reports Documents Health & Safet Croner-i  Trainin;
y y | LAY, y Employ 1y g P a g

Dashboard

Day to Day » Dashboard

[ E'rpl:q-'aja E

W /Quicklinks

Keeping staff and the bottom line healthy... read more

=l fRota

Todays Summary Absences

Absant ] Time and Attendance
m ¥ Mark someone else as absent
Hallday o
1 9 Srzzant 5
Total ]

When navigating
through several
screens, retrace your
steps by using the trail

Click on Help to
access easy to use
guides

Use Search to locate
employees or
documents

The Quicklinks
section identifies
shortcuts and other
available services

7

‘\d@ The ‘Help me as | go along’ function provides handy tool tips.

| S
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Overview of Tabs

- Hello Mark Manager Help | e Passward
&, Croner

a Wolters Kluwer business

Croner Simplify

Day to Day My Sirmplify My Employees My Qrganisation Processes Raports Document Mealth & Safety Crones- Traiming

Day to Day — Overview of day to day tasks e.g. employee requests. Contains a live ticker feed
from Croner-i of useful business news. A Quicklinks box enables the user to access key areas
of the system without searching for them. My Employees shows a summary of your team’s
attendance for the day and you can quickly mark someone as absent from here.

My Simplify — Provides access to the manager’s personal record.

My Employees — View the screens of your employees, enabling you to access employee
information.

My Organisation— View a graphical display of your organisation.
Processes — A set of linked steps to help you manage certain statuary work flows.

Reports — A reporting tool to help analyse staff attendance, pay and general employment
issues. (This tab will only be displayed if you have been given Manager access rights).

Documents — A storage place for uploading important documents, notifying staff about them
and monitoring who has read them. (This tab will only be displayed if you have been given the
appropriate access rights).

Training — Videos and presentational material on Health and Safety and Tax issues.
Help — Provides guidance and assistance on using Simplify.

Health and Safety — A tab will appear if permission to access this area has been given to the
Manager by the Administrator User. Policy, procedure and risk assessment documentation
as well as the audit and accident reporting tools.

Croner-i— A tab will appear if permission to access this area has been given to the Manager
by the Administrator User. Links to Croner | business information and Croner subscription
only services.
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Day to Day

This area provides quick access to various parts of the system

Latest News

This shows up-to-date information and articles on key HR and health and safety matters.

My Employees

This provides a summary of employee attendance statistics. Absences may be logged from
here. Holiday and absence are covered later in the manual.

To-Do List

This highlights priority tasks and actions to be completed. These are generated from
specific areas such as the employee record or processes. The list can be ordered by due
date in ascending or descending order as preferred. Clicking on any task will open at the
correct page in the task tab enabling users to work on and complete them.

To-Do List

Search To Do List |Ea.=':' documents | Type | All

Showing 1-5 results of 5

Type Subject Due Assigned by Related to employee
Task #® CRB is due to expire 28 Jul 2012 Adam Admin Harold Cwen
Task # Driving License is due to expire 25 Jul 2013 Adam Admin Harold Owen
Task @ Healthcare benefit is due to expire | needs review 25 Jul 2013 Adam Admin Kiran Farmar
Task ® eye test reminder 24 Jul 2013 Adam Admin Kiran Parmar

Task #® Training 22 is due to expire

Processes in Progress

24 Jul 2013

Adam Admin

Harold Owen

View and navigate to the latest three processes started for employees e.g. Appraisal.

! Processes In Progress
Poacean Namw | rpteyee
o) provemyaen Ato Aawerce [Thsiace |
ApavEnE Sege et L m
o e o [ s ]

» Gw FuProcesans
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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). The creation of tasks will be covered in the relevant

sections of this manual.

A table containing the list of tasks exists under the Tasks tab and enables the user to
filter, complete and reassign tasks.

Usauauicimbadl Tash n) " et adaty 1. -
Filters
Type ALl Categuty | ALL v
Cregffor  ALL Assigoed | Manager, Mark o~
v om.-/l |Closed | | Pending Reloted Jo | ALL v
List Tasks stowing 1-2 sfsuns of 3
Dus A fypu litle Assygnot To
" 1 e @ Drving Liconse Mt Manages
Docamuets
0 Jay 2912 Work ® Downg License New Mark Manages
Docoments
Type -
Subject of = Assigned -
) Creator Category - ssigned
task
User who Employment User the
created or Health ==
the Task and Safety assigned to

Ralated To

Ome Jowtey

Mark Manager

Catopoey

Emperrmant

Lrployrnent

Related to —
Employee
related to
the task

Select

\
Due Date -

Identifies
when tasks
are due

Managers may filter on the Assigned drop down item to view tasks assigned to their

reporting employees.

Employees will only see tasks assigned to themselves.

Client 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.
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List Tasks
Due v
24 Jul 2013
24 Jul 2013

25 Jul 2013

25 Jul 2013

26 Jul 2013

01 Nowv 2013

12 Jul 2014

Type
Appraisal
Appraisal

Other Right
To Work

Benefits
Leaver
Other Right
To Work

Appraisal

Showing 1-7 results of 7

Title
@ Training M1 is due to expire New
@ Training 22 iz due to expire

@ Driving License iz due to expire

@ Healthcare benefit is due to expire / needs review

@ Review entitlements before employees final day
New

@ Passport is due to expire

@ Training FA3 is due to expire New

Tasks will automatically appear in the list on their active date although for Client
generated tasks users can create a reminder which over rules this date.

Tasks that are not yet due can only be viewed if you select Pending

Click on a task to open and view the detail.

01 Nov 2013

12 Jul2014

Other Right
To Work

Appraizal

Training FAJ is due to expire

@ Passzport is due to expire

@ Training FA3 is due to expire Hewp

Creator Date Created
Mr Adam Admin 30 Jul 2013
Assigned To On

Abi Absence 30 Jul 2013

Reminder Start Date

Reminder

02/06/2014 =

Assigned To Related To Category Go to Select
Abi Absence Jane Sampson Employment =H |:|
Abi Absence Harold Owen Lef Employment |:|
David Trainer Harold Owen Left Employment =H |:|

Abi Absence Kiran Parmar Employment =5 |

Adam Admin Left Harold Owen Left Employment =H |:|
Sue Mooney Harold Owen Left Employment =5 |

Abi Absence Abi Absence Employment =5 D

Sue Mooney Harold Owen Left Employment = =
= Abi Absence Employment =B |:|

Original Assignee
Abi Absence

By
Mr Adam Admin

Once A Week

Remind me

Completion Comment

Bulk Complete

Reminder f'-requency

-

Reassign Task Mark as Complete
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Creator - person
who created the
task

Date Created —
date the task
was created

Traning FAJ s due 10 expire

Creator Date Created
Mt Adam Admin 30 Jul 201)
Assigned To

Ab

Absence

\

Original Assignee —
the person to whom
the task was originally

assigned
|

!

Original Assignee

Abl Absence

By

Vr Adam Admin

\

\

Assigned to - to

whom the task is On - date the task
currently was last

assigned assigned/reassigned

\

By — the person who
assigned/reassigned the task.
This will be the Administrator

user or the employee’s line
Manager

Simplify allows the user to set reminders which will send e-mail prompts to the Assignee

and, if required, the Creator. These reminders
occur at the set frequency.

01 hov 2073 Otnet Rght

To Wer

& Pasapor & dos 1o eapie

J

Apts an

® Traewg FAT B Sun 10 expee New

Traoreng TAJ iw due 20 expire

Crmator Date Craated
Nr Adem Apame 38 Juiz1d
Assgned To On

A Adsenice 20 2912

Sue Moomey

Al Annanc

will start on the stipulated date and re-

T

Mmooy et

Origined Axxignes

AN Absance

By

Vi Adars Agm

n

Reminder Start Date Heminder Freguency

020a5014 Oncs A Weal

7, Remena me

Completion Commeent
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Reminder

Reminder Start Date Reminder Frequency

Delete Reminder

DZ/06/2014 = 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 date of the user or line
the Reminder 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.

01 hov 2013 Otnet Rght

To Wert

& Fasaport & dos 1o exgiee Sue Noomey

Apgraaal ® Traeeg FAT & Gun 10 expeee New Al Azwanics

Traoreng TAJ in due 0 expire
Cruator Date Created

Nr Adem A8Te 38 Jui 2013

Marokd Owes Employmest =P

Al Abaerce Empoy et -

Origine Axxignes

Abi Absance
Assgned To On By
A Adsence 2 Jui 2012 Vr Agars Agrmn
Remunder
Remingder Start Date feminder Freguency
: Delets Rermnder
020a5014 Oncs A Weal -

¥ Remend me

Completion Comment

b o
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By clicking on the ‘Reassign Task’ button a new window will open.

E

Reassign Task x
Thes will Change Ne Darson Wha (S 235.gned 19 Complate s Lask Yo will anly be adke 10 o332 & LaSA 1t

3 SEIf SRAATE |58

Aswsign To Comments

ST Semm ftow Frnt Aoy

| . - v

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.

Note details of the Task now
identify the latest Assignee in
addition to the original Assignee.

Training FAJ is due to expjre

Creator Date Created Original Assignee
Mr Adam Admin 30 Jul2013 Abi Absence
Assigned To On By
Samuel Smith 30 Jul 2013 Mr Adam Admin
Reminder
Reminder Start Date Reminder Frequency
02/06/2014 [E | OnceAWweek [=]

Remind me

Completion Comment

Write @ message:

Delete Reminder

Reassign Task Mark as Complete
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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 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 available.

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

—

Confirmation x

A confirmation window is displayed.

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
—

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 showing 1-6 results of 6

Due ¥  Type Title Assigned To Related To Category Go to Select
24 Jul2013 Appraizal @ Training 111 iz due to expire New Abi Absence Jane Sampson Employment =H |:|
24 Jul 2013 Appraizal @ Training 22 iz due to expire Abi Absence Harold Owen Left Employment =5
25 Jul 2013 Other Right @ Driving License iz due to expire David Trainer Harold Owen Left Employment =H
To Work
25 Jul 2013 Benefitz. @ Healthcare benefit is due to expire / needs review Abi Absence Kiran Parmar Employment =5
26 Jul 2013 Leaver @ Review entitlements before employees final day Adam Admin Left Harold Owen Left Employment =H |:|
01 Nov 2013 Other Right @ Paszsport is due to expire Sue Mooney Harold Owen Left Employment =3 |:|
To Work

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
oo

Aange 1o Cramments
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By clicking Bulk Complete the following window will open.

P

Confirmation b4

You are about to mark the selected tasks as complete.

Are you sure?

Cor L et

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

An employee who has left the Only Administrator users will
company will be identified by see the Related To column
the word ‘Left’

List Tasks Showing 1-6 results of &

Due ¥  Type Title Category Salact
24 Jul2013 Appraisal @ Training 111 is due to expire Hew Abi Absence AMpEon Employment
24 Jul2013 Appraisal @ Training 22 iz due to expire Abi Absence Left Employment
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Employee Requests

e The Employee Request tab enables you to accept or reject employee requests such
as holiday, non-sickness type absences (if employee is enabled to do this) or
changes in personal details

e To action an employee request, Place a tick in the Select box for the required

request and click Accept or Reject. In this case we shall accept a change of
address request

H'.""":’Ii“’i“'?'?"w Employwe Requests (2) My Mequests (0)

Status  Pendeg T Te M b+ Serect D regquests Diat pou want 13 3ccept of reject
Employen Nome Titte Provious Haw Aubarias | “Sebect
Samaol Sman Lmgicyye Sameol Saith Resson e =
Provices lew o
Telegnone o 12 0116 8765545020 12345678
Samael Smuth £mgopee Samuel Sman Rexaon Mt r
Usnage
Previeus Now
Hakaa From 15082013
Yoo 160972093
Comvarety
i
e Add a comment in the Comments box
e Click Accept Request
Accept Employee Request
A Meane ate wmployes will e smaling s comenent
Page |17
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My Requests

This area displays holiday and absence requests made by you yourself and awaiting
approval by an administrator. Changing any other of your own details shows the request as
“Pending”. You can delete any request that has not yet been approved by clicking Reject

My Requests

Defining Work Periods

A default Work Period is pre-populated in the system and this can be used to apply to each
Employee’s record. Only the Administrator Profile can set up a new Work Period or adjust
the default Work Period.

Assigning a Work Period to an Employee

The default Work Period will automatically be applied to all new employees when they are
created on the system.

Once the correct Work Periods are assigned to employees, any holidays that are booked
will take account of the employee’s work pattern and the system will only book them off
on the relevant days. For example, if a part-time employee (who works Mon-Wed) books a
five-day week off in the calendar; their Leave Entitlement will reduce by 3 days, not 5.

Only the Administrator and Administrator Manager profiles can adjust an employee’s work
period.
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Attendance Calendar

-~ Hello Mark Manager | Help | Change Password | Logout
‘ﬂ Croner

a Wolters Kluwer business

Croner Simplify

MW Helpme as|goalng &

Day to Da My Simplif My Employees My Organisation Frocesses Reports Documents Health & Safet Croner-i Trainin,
¥ Y| by Py ¥ prloge | oy g | P | | oy =4

Attendance Calendar

= =T
Home » Day To Day » Aflendance Calendar - _
[ e 3) | . Al (0) | Attendance Calendar |

Fliter | Sy location or department [] ©niy show peopée with absances Navigate Datss -« | 12052012 =
Location | Any locasan Department Bank Hollday Profilss to Display : | England and Wales
May June
Employ=e 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 1 2 32 4 5 6

T F & 5 M TWTVF S S MTWTVF S5 5S5MTWTF S5 5 MTWTF S5 5 MTWT F

Abi Absence . .

Lisa Hunter

Mark Manager

BH BH
Sue Mooney
Harold Owen = 54
Samuel Smith . .
Jim Srmith
Jack Wills = e
Kay Today B Honday Absence B sickness B Famay Frenay
Man-warking Day Unconfirmed Hollday Unconfimed Absence S84 Unconfirmed Slckness Uncanfirmad Family Friendly

B Bank Haliday

The Attendance calendar shows all the employees’ holiday and absences within your team
(or in the organisation if set up that way by the administrator). You can book your team’s
holidays and absences from here either using the blue buttons or by clicking directly on
the chosen date in the calendar itself. The calendar can be filtered in various ways and by
clicking on a date a user can book a holiday or an absence.

Please note the key at the bottom which helps you identify items on the calendar by
colour

‘ Croner
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My Simplify contains the manager’s personal record.

Croner Simplify

Oy 10 Dy @ My Lrgiayeny My Orpaiaton Poocesies  Beportly  Docarmets  Maslth A Sefsty  Comwe 4 Trmrury

Overview

— W Sy -+ Oumre

SO -1 | i | i | ot | e g | e sy | o |

Mark Manager Length of Service: 17 Years 10 Months 12 Days
Maneger

Overview

The Overview tab is a summary of the current day showing tasks, attendance and upcoming
changes. From here the manager can quickly request their own holiday.

Overview

e W Tee . Overves

-~ el I I I T T

Mark Manager Length of Service: 17 Years 10 Months 12 Days
Manager
Thewry P et S e m
(< " T» e
ThJwe 2002 © St iewadt -
T 202 ® Trnegizeme Opem
Wi 02 @ Ovdemg \ keme O
e 20 @ Towmwg Faw Sy 5 e W g
At 2000 @ Ty Nambles - T4 A
Page |21
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Holaey Sick Leave
A1) of 25 00 dayy \oee 500 day When » last 1] wanidsy
Tume and Attendance
et Cimson
O Virtusl Clock
&9 Upcoming Changes .= o Cloc

M you forget fo check 1 Or oul. please
1TTNNcd VTRt G mraruagen

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 the person who approves the manager’s holiday, which will be either
accepted or rejected. It will also mark the dates as ‘Unconfirmed Holiday’ on the
managers Simplify Calendar.

When the holiday has been accepted or rejected an email will be sent to confirm or reject
and the holiday confirmed or deleted on the calendar.

A manager can also book their own absences from the Other category if granted
permission

Holidays and Absence
Selectyear Jan14-Decl4 Werquest Hokibe @nmmmm
Holiday Summary Absence Summary
STATS STATS
ahaay year 0t Jan P N Tennees 090 day
£ 0 00 days /" '-\\ ¥ aminy 200 day
Ban Holiday Entitlemest | 00 days {. x| - Othes 100 day
Additicasl Entiement () 00 days 9 ,'l
Lewve taben # 00 @ays -
Lamen Busesd 400 Gaye Tohon Bochad
= Rerenng
Lamew rommami 200 s

e TS AT W AT e -l |& J

MIWTIFSISMIW!IFSASNMITWTIFSSMHMIWTIFSSMHNMIWT!FSSMIWT!IFSS
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My Employees

The My Employees tab provides an overview of the employees contained within the
system and allows Administrators and Managers to access an employee’s records.

Croner Sil‘nplify Help me as | go

Day to Day | My Simplify | My Employees | My Organisation | Processes  Reports  Documents | Training |

Employees Overview
Home » My Employess » Overview

@ Filter © action Select all | Clear all

| Employ=e Mame begins with... Show more filters. Showing 1-8 results of 8 | Select action EI
F;‘pl ¥ - Employee Name Department Location
1 Samusl Smith Sales Head Office
10 Harold Christopher Owen Sales Head Office
1 Jack Wills Sales Head Office
123 Gemma Louise Copp Administration Head Office
12 Sue Mooney Sales Head Office
2 Lisa Hunter Sales Head Office
] Jim Smith Sales and Marketing Muffield Road
9 Abi Absence Sales Head Office

Artinn Relart all | Clasr all

Page |23
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Employee Overview

e To select a single employee search by using the Filter.

@ Croner

2 Wolters Kluwer business

Hello Mark Manager | Help | Onange Pasiwerd | Logous

CI’Oﬂer S'mphfy B Hepmeasigoakng »
Day 1o Day My Simplify My Organisatson Processes Reports Documents Health & Safety Crones- Trsnmng

Employees Overview

More My Emplogees » Overview
ohdloﬂ Teinct afl nar

Emgeuyse Name bogas with Show mose tilters Showing 1-7 rasuls ol 7 Sevect achon v
Empioyve 10 A D o Deportment Location
1 Saley Hoad Office O
10 tiarcid Cisnjogher Owen Lales Head Ofoe O
" Jack Wil Sales Head Oftce ]
» Sue Mooty E3les Heas Oftice ]

Lina Hintes Sales Hoad Office O

o Alist of all of the employees that match the search will be displayed
e Click on the employee’s name
e The record opens

The employee’s record will be displayed.
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Selecting Multiple Users to Update their Records

Several employees’ records can be updated in one easy action e.g. Booking holiday for

numerous staff.

e Click on My Employees tab
e Select various employees from the list

@ Croner

2 Wolters Kluwer business

Croner Simplify

Hello Mark Manager | Help | Change Password

logout

B Helpmeasigualong &

My Simplify @ My Organisation

Day to Day

Employees Overview

Overview

Mame « My Empioyees

0r~l

Employee Name begins with Show mote Hftees

Empéoyee iIDA  Employee Name Departiment
Samues Seith Saies

1] Hwrold Cluistngtei Owes Sales

" Jach Wiy Selos

e Click on the Action Menu
e Choose Add a holiday from the list

@ Croner

o Waolters Kluwaer business

Croner Simplify

Processes

Documents

Showng V-7 mesults of 7

Hullis Murs Manuger

Health & Safety | Croner/  Training
OAeb:m Sabect alt | Chess wll
Salect scticn v

Location

Mead Office
Hauda Difice
Head Office

- [—

e | G mlang w

fny o Day | My Siplity | My Employees | My Organisation

Employees Overview

Frocesses Dociments

Training |

S e
nore Hitwrs S 1l il ol B
I';:“l“""“’ S Hmpiayes Haoe Fhw gt vt
waepTT Laine
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Add a start and end date of the holiday to be booked and any notes required in the
relevant areas.

AD Haliday

e C(lick Save and the holiday will be booked for the selected employees
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Overview

Overview

by B i Ramues Srvetn

s o1 R

viaw

Samuel Smith Length of Service: 2 Years 4 Months 19 Days

Consultant

Showing tha next t due | Wiew Details

Due v Titiu Ststus

13 Dec 2913 ® Touining At st o os 10 @xfirs Ogren

Holiday Sk Lopvw Hota
7 00 of 35 0T days wsnd 3 00 days tabun = bust 12 msnthe
) :
Book u Holiday Rocord sn Alsance

¢ The overview allows you to access some of the most commonly used aspects of
managing your employee records including booking a holiday and logging an
absence.

e Manage any up and coming changes to the employee’s record, such as a change of
address in a months time.

e You can view any outstanding tasks regarding the employee (which takes you in to
the next tab). You can see any upcoming changes scheduled for the employee.
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Book a Holiday

You can book a holiday for an employee by accepting a holiday request sent from the
employee in the Employee Request tab of the Day to Day page or by clicking directly into
the Company calendar on the Calendar tab.

You can book a holiday by clicking on the blue ‘Book a Holiday’ on the Overview tab of an
individual employee’s record

[ S0 Lo

180N B0 At v 1D doy Nt il 1 il

e Click on the blue Book a Holiday button
e Add a ‘Start Date’ and an ‘End Date’
e Select one of the radio buttons to indicate ‘All Day’, half a day AM or half a day PM

e The duration will automatically be calculated taking into account the work pattern
of the employee which is set by the Administrator

e Add any relevant notes such as ‘Request made by email’ and Save

Add Holiday x

St (ume ot Oate

e The holiday will appear in blue in the Employee’s calendar under the Attendance
and on the Team Calendar on the Calendar Tab
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Recording and requesting an Absence

Absences may be recorded using the blue link ‘Mark Someone as Absent’ on the Day to
Day Tab or in Overview of an Employee record or by clicking directly into the Company
calendar on the Calendar tab. Absences can be amended and tracked from within this
area. The absence summary states the level of absence within three categories which are:

e Sickness
e Family friendly

e Other

Add Absence

Atinnnon Calagary

how
(DT — v |
Aart Datn

® moay C o © om

Zonfem Netum to Work Date
Modival Cenifioate Required
Selt Cartffopte Required

Holes

[ Inaiude i Abaance Achame

o Daty

® moy © am

O mmme
O WIIIe

(=]

Duration

D

™ [ 1000 W00 I8 WOrK Folate 2]

ek to Work Intarvev fequined 6 (EEIIRTION

Medwal Cartfioata Explry @ L

Salf Cenifoate Expiry ) ‘x'ﬂ:mv{ ik

Select the appropriate category.

A full Administrator is able to add additional absence reasons in if required.
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Add Absence x

Absence Category Absence Reason

| Sickness IZH | Backache E”

Include in Absence Scheme @

Start Date End Date Duration

| C I - e

@ L\S.Ilda'_.r @AM © PM @ Allday @ @ PN This absence is work

Number of
days absent

Date absence Identifies if Date absence

commenced absence is ended Identifies if
full or part absence is
day waork related

The end date of an absence must be populated at the time of recording. If the
“\es’ end date is not known the date can be amended from the Attendance Calendar
at a later time.

A Manager user is able to create tasks from this area for themselves or the employee.

Confirm Return to Work Date @ Back to Work Interview Required @

Medical Certificate Required @ Medical Certificate Expiry @

Self Certificate Required @ Self Certificate Expiry @

Notes

Cancel
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On completion, click Save. The information will be transferred to the attendance calendar
and shown in red for Sickness, green for Family Friendly and for Other absence.
Unconfirmed absences will be reflected in pale versions of these colours.
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To edit a task within the Absence area:

Go to Attendance Calendar
Hover mouse over orange area to view absence detail
Click on the edit icon [pencil and paper]

s 1 ALty
s mdadisl Hacache
o
Coey s g ¢ 710 0¥ moiraete Cases
Te Aifen
- — Ta® Wilny © Mo Vs rw
A!‘uv'h‘,"M\-
Laismcte teas trovetsd o
s mome
re e wan e w O NI D MR
F A A M T W T & A MW S AT W

Select Update Task

Confirm Return to Work Date @
Medical Certificate Required @
Self Certificate Required @

b5 Where the end date is amended user will see the following message .

e
V\& ‘This absence currently includes one or more associated tasks. As you have
amended the absence start or end date please ensure that these tasks are

reviewed to confirm they still meet your requirements.’

In addition, Administrator or Manager users are able to record an absence from the
Summary area of the Dashboard on the Day to Day tab.
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Tasks

Tasks
Hiw = Samus! Saum
“'.‘ ’ § Tasks (1) "- ' -i“ dance I p "~“‘I':" plsils & Trakin |l ll i « Sule “ l"'in ; i'
Samuel Smith
Filters
Type N v Cotegory A2 ~ Due Date NI v
Croutoe Al v
Status MOpen [“[Clased [ Pending
Seiact all | Clear all
List Tasks  Showing 1-3resuttz of 3
Due - Type Tle Calegory Sefect
18 Jan 2012 Vo ® Drwing Licenas Forgoterymment ]
Qocumants
18 Jan 2012 Work ® Oriving Lizenoe New Exployment [l
Documants
10 Jan 2042 Woek ® Signed comract New Employment ]
Documents

e On the tasks tab you can access and action any tasks outstanding for the employee
you have selected. This includes reassigning tasks and setting reminder
frequencies. You can also reassign tasks and complete more than one task for the
employee in this area.
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Details

Details
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Samuel Smith
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e This tab contains the following details for the employee; Personal, Contact,
Employment, Next of Kin, Right to Work and Bank.

e Access to financial details is a permission which can be granted to a manager

Right to Work Details

e Employees ‘Right to Work’ details are stored within this area.

Right to Work Details -
Passport
Numtet Cxpicy Date
0234546789 1200017
View Document (0) m

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
who the task is to be assigned to.
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Attendance

Attendance displays information relating to an employee’s holiday and absence statistics.
The Attendance Calendar may be viewed.

SctyearJan4-Dect4

Holiday Summary Absence Summary

STATS STATS

Hoiday year o1 Jan ERAsece LN choy
Entstiamant 20.00 days Family Q00
Bank Hallday Entsiement .00 daye Otner 0.00 day
Additional Entifsment 0.00 daye

[P— 5.00 days

Leavn bookad 2.00 days TahenBocked

Laavn remalning 20.00 days Remanes

Efow bofh holdays and absences [ =

MTWTF S SEMTWTF S SEMTWTPF 2 SMTWTF S SEMTWTF S 3MTWTF § 3

o I 2(13 |14 1518 2189|2021 |22 23| 24 |25| 36| 27 28| 28| =03

Auly

B 2 415|186 2 2 25 26 2B|2

Hovambear

bace [z [4[5]E ..‘..u...-..‘....._

Kay Today B Hoiday Abzence B =iciness B Family Friendly
Non-werking Dy Uncaontirmed Hollday Unconfirmes Absence Unconfimmed Sickness Uncanfirmed Family Friendly
| Bnic Holiday
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Benefits

- Hello Mark Manager | Help | Change Password | Losgoart
‘Q Croner

a Wolters Kluwer business

Croner Simplify W Helpmeas | goalong @

Day to Da My Simplif My Employees My Organization Processes Reports Documents Health & Safet Croner-i Trainin,
¥ o | b plivy o [ oy g P oy =3

Benefits
Home |J:\.' ET:lC—'}'EEE Samusd Smith
g e shes Details (tHtemdanc Benefits

Samuel Smith

Standard Benefits =l
] Healthcore (=) Manage Document (0
Scheme Number 233455 Healthcare Provider BUPA
Coat £4558.00 Effective from 04012012
Ho. Dependsnts Coversd 3 Lewved of cowar Wihole Famiby

Effective until DE/01 2014
[0 Deathin Service (=] Manage Docurment (0
[0 Company Loan (=] Manage Docurment (0
[0 Childcare =] Manage Document (00
[0 Pension ) Manage Document (0
[0 Cormpany Vehide (=) Manage Docurnent (0}
Other Benefits @ =

You can view the Standard company benefits and the entitlement of the employee. This is
“Read only”

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

Appraisals 8 Training

Rawe TN

- - ~

B T BT S I | Arpemteats & temimn | LSS e —

Samuel Smith

Appraisasis
Lt Appraiess Duie e Somnt Apprnined Duin
Appiainare Hatne
YO B Soeparea Oy
e e Murnimge © e (1)
13 Fak 2002
Gt Apprratand Frocess
Guais Eus Datw Orwabimid Cuibearve Hoatew Sl o =] Adtivne
acnieve Sraroerd Camparan vl Gone -
L

EIS - [N st Nirpesota v

Tralning
.1_':“";"'0 Course Omacrnipnon Dme Compimmo Cutcome Fapary Ome Actions
| pam pane 15e Ap 2014 pase O 30N -
| pam [ e 4an 3014 - " ouInY -
| A [ iou an 3014 e tnour It =
nest uii 19 Beu 2013 paas 23 w0 2013 s >
Firw S tety Compmiant o renRE e )5 Jan B01a - =

Cuntifnication
[ETTIRT—— Hungoat YAt [TTyT— Wiy Clmbe Autians
A Lwvml Mathe - 03w 30 - -

Wb lavesssesniddd

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

Appraisals - click on the Start Appraisal Process button to commence the Appraisal
process.

Appraisals
Lass Apprmsst Dete Oseroms ezt Azprateal Duse
fange
Appenzery Botes

To Be Prapmred By

Goals Oue Daw Oesred OuiICams Mty Cumpnned B3 Actioms

Creats Appraisal x

Aowimins A e L (acceee

— Input detail of appraisal and click Save.
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o T -

Complete the four

Process Summary

steps; the

i o = information will be
Dt Slarsed saarted Oy Saved to the
employee record.
Process Detalls

1 Ermail A a1l

2 Desc Alg 21 2012

3 Desc fag 21 2011

4 Desc ™ 13

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.

—

Crvate Tiaining -

— cwme v

Qualifications - functionality as above.
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Health and Safety

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

Health & Safety

Home » My Employees » Samusd Smith

[E— (1) | D o b ]! i i g | Health & Safety - l

Samuel Smith

PPE @ [=
Item 1 |5) Manage Document (I
Equipment Date lseauad Dats Explres |:| Nees 10 b2 handed back
shoes 160202012 15/2/2013 [[] Has been handzd back

Date HEnded Back
Please Salsct..
Hotee
=]
| Add New PPE ltem
Responsibilities 2 =

Add Mew Responsibility
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To add a PPE item click ‘Add new PPE item’ and input detail.

~
Add New PPE Item o

Fgupenant Date txsund Dade Experas

4! Noeds 10 be handed back Has been handed back Date Haocied Back

|

Click on Add Task (if relevant) to create and add reminder.

Click Save.

Health and Safety responsibilities can be assigned to managerial levels 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].
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Documents

Here you can view any documents that have been issued to your employee. You can also
check their access to company guidelines and policy documents that you or the
Administrator user may have instructed them to view.

e In the Documents tab click on the Upload Document button

Employee Information

Samusi Sodh

My Emplayess

Samuel Smith

Mail Merged Documents
Name &;‘;‘s} o
wie 10 i'werdgat 10 Dec
FLdb)

Date g
. Suh
Last Craane Catagory Pt Actons
- Catagory
Edtes
0 Dec Max Dacigtnary & Checpbnary
2013 Manage: Drafressan procetise

155093

maued (10 Dot
2013

If you have been given the necessary permissions you can also use the Create
Document and the Upload Document button to create documents for your employees.

Employee Information

Samuel Smith

Mail Merged Documents

[hasm

aing Cradtes

Uploaded Documents

Hame

ut

. Onim

Last Edned Crvetor

Oate Cruatod v Creetos

- SammEn W - * ~ A wr | M e e - A S . J : T =L

Category e Aohone  Twend
W Catagory
Remiraar Sectivites P - r
Opplessdd e ssvsemt
Catagery Sum Cateory Chons
. avegTe 29
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e Choose the Category and Sub Category that is appropriate to the document that
you are about to upload

Regre et

Fif g or du o b S g o L3
b e 4 B

[ —

e Click the Browse button and select the file to upload
e C(Click Open

g Q) .
Oogwsss ® . Mow hewe e
- kb Paein b Aube liatie .
< fmvotn b Soating
| JUSE 1 1

¥ Comrhui o | MG oaly
U Destas | N i g puti s
W Rt ey oo ey

DR & B Sheiin
\ drted 9 (A

- Lbrme o
¢ Barasuras St '“
[ Vo,
o M Soutr-s L[] e ISR
= Mtres L4808 =i
B e | Cogan basimy 9 J Mgt Cues L0
& Covgon L (N }- Py
By O I0 = Al ) Sy M Vi Marsasl il ) Tesa T3 00
Poerms 11 2oy ST =
[Cown o} | comm |

e Click Upload

Upload Document
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My Organisation

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

Croner Simplify
Day ta Day | My Simplify |~ My Emplo ' ogeises | Reports \ Documents  Health & Safety | Crones- [ Traitsing

My Organisation

Humw o My Organmaten

My Organisation

Crarttype ® ny Company Structure Find Someone
by MAS Responsibity

@ ~ O
@' e

MU, Mg
Manayges

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
within the Work tab of an employee record.
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Processes

It is important that correct procedures are followed and in Simplify standard processes are
available which guide users through fair and thorough investigations to ensure minimised
risk of disputes and tribunal claims. One example process is the Disciplinary Process.

To start a process

Administrator users are able to start a process in relation to an employee. Click on the
grey Processes tab.

e Adue ddene | Poticy Maver: 3 | Mot | Clengs 2aimmmnd | Laguant
0 Croner
o Wolters Xluwer basiness

Croner Simplify

Day 1o Oay | My Sivphly | My Enployees | My Crpetitian | hocesses  Ropoits | Decoowens | Hasdoh 8 Safecy | Croomd | Traimng

Dashboard

e o My b T+ Davaeard

Rl 72 (5 | bmeyeesoppnts 9 | N G|

= Latest News Lignd e Zisvea Wit Berks il e ,
T* My imployses ® Quiickiinks

8 ot
Toseys Sumety Alrsetces

i
15

Eame S Time and Atzendancs
» NIt roemeers 90 1 even

ety

Mo

Totat ar

e Click on the Start New Process button
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o The following dialog box will appear.

P

¢ Fill out the various fields:

o Tick the box this process relates to an employee if you are attaching the
process to an individual employee’s record
Type the employee name in the Employee field

o Select the appropriate process from the field called User Process Table. In
this case we will choose ‘Disciplinary Process’

o There is an option to give the process a more detailed name or accept the
default name provided

¢ A completed dialog box should appear thus

Start Process x

v Thew procees ietate fmoan sngticyws
Emplopee

h Shearce 3

Uasr Froosas Tuble

Diezkzinyy imvetugyioe -|

Process Name

Usoghouy drecinjebing

g

e Click Start
e The Process Summary box will appear, along with all the steps in the chosen process
(e.g. Disciplinary)

Process Summary

n«'-:xnm
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Process Detalls
c)
Process
DiaryEntry
A Merge
Detc
(¢ Documen
.l
- Dlarytntry
8 Process

The above is an example of a process that has not yet been started as there are no dates
in the Completed Column.

Process steps

There are a variety of process step types that may be encountered:

Checkbox
Merge
Process
Task

Email
Description
Document
Diary Entry

Confirmation of a completed stage of the process is displayed by clicking on the Expand
button against the relevant step.

Expand step 1 by clicking on the plus sign as shown in the red circle in the picture
above.
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Step 1 is an example of a Description step. In this stage of the process fill in the notes
field to indicate the start of the process.

e Add notes
e Click on Update

Step 2 is an example of a Process Step. Build processes within processes. In this example
of a Disciplinary, at this stage activate the Suspension Process and carry this out as part of
the Disciplinary process.

e Click on the button Access Process Steps
o When complete, click on the checkbox to mark the step as being completed.
e Click on Save

Every time the Save button is selected on a step in the process, progress is being recorded.
A process may be left and returned to at a later date. In the picture below the Completed
column states which steps in the process have been completed so far and who by.
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Step 3 is a diary step.

: N DiaryEntry

Lastgrt e

-----

---------

(s

When all steps in a process have been completed mark this process as complete. This

marks the end of the process and the process will be archived to the Archived Process area
- see picture below.

Process Overview

. e v

A reed Mol maine
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To re-open a process that’s been archived:

e Click on the Process Name in the archived Processes area
e Select Re-Open or Delete a Process

3 Croner

a Wolters Kluwer business

Croner Simplify Advice Line:

DaytoDay | MySimplify | My Employses | My Organesation | Processes | Reports | Documents | Health & Safety | Croner Training

Hello Adam Adenin l Policy Mumbsar. 3 ' Help I Changs Pauword | Logowt

Disciplinary Investigation -
] e Mark Comple!
Momo » Frocesses » Discpinary invessgaton - - oS [ m
Process Summary =l
Process Name Process Type Concerning Employss Notes
Decplinary Desoplinary Abl Absence
Date Started Started By
15 May 2012 Adam Adimin

Viewing Processes

An Administrator will see a section called Top Processes on the Day to Day page when
logging in.

e - - T
e tmbgac Tom o Migead vy Terene v e
. - -y wms - - —

- - . - * e — e
. ® ey v * - e e
= - . - 220l e e ae=w
= ® ruieg - 1= o T e
- - g h— - ——— -
- - - 1 - L e <
. . - - e P
- © Lmeny | pewe . -l e P
v - - - < wve o
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Click on the Manage button to go straight to an existing process.
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Reports

If you are given the relevant reporting permission, there are a number of standard reports
available in Simplify. To view the reports, click on the Reports tab in the Top Level tabs
(grey)

Dyt Buy | My lomghty 1 My frmphapeer | My Orpesetos b-m Mootk B dabety  Cromers | Tomny

Reports

Common Reports
Vealidry lint by emplayee Absexe Analyvs

el "

All Reports
Violidays & Abneecs Analyvs Reports Mamagernent Reporty

L b e by o - gt
Vomma b - - Cmw b .
e e o

Nty —

Top 2 Reports

The two most common reports are highlighted at the top of the screen. Click on the View
Report button to run one of the top 2 reports

Viewing a Report

The following example shows how to run a report to view all of your team’s holidays that
have been booked.

e Click View Report button on the first of the Top 4 reports Holiday list by
employee

The screen is split into two areas - the top section is called Selection Criteria and the
bottom section is called Report Preview. Specify the criteria needed to run the report and
click on Generate Report.
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Reports

Selection Criteria

Report Preview

™ Wcheoe mavers

In this example a report is required showing the staff holidays booked for the whole of

2012.

In the Start Date field, select the date the report data is to start at, e.g.

01/01/2012

In the Finish Date field, select the date the report data is to end at, e.g.

31/12/2012

There is an option to choose to view records by Location or Department or both. In
this example leave both set to ALL
If required sort the staff list by Surname. Choose ‘Surname’ from the drop down
box in the Surname field
When finished specifying all your criteria, click on the Generate Report button to
view the report in the Report Preview pane

| S

All the holidays that are booked for the staff group for the year 2012 are now listed
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Filtering your reports

There is an option to view the holiday for employees by relevant department. To change
the report, select an option (either tick box or drop down arrow) in the Selection Criteria
area and click on the Regenerate Report button.

In this example change the Location field to Head Office and the Department field to show
only those employees in the Sales Department.

e Click on the down arrow of the Location field and choose Head Office
e Click on the down arrow of the Department field and choose Sales
e Click on the Regenerate Report button

The results are filtered in the Report Preview area of the screen

MOPSIT NO® (b w4 W B tossmert
-y e D

All Reports

The All Reports section shows all the standard reports in Simplify

All Rspos

—tmnie & Ademea e P - Ttaw b e

B Sy b Seed

The standard reports are explained in sections: Holidays & Absence, Analysis Reports,
Disciplinary & Grievances, Management Reports, Pay & Benefits, Time & Attendance. To
run one of these reports, click on the name of the report and fill out the relevant criteria
and click Re-generate Report
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Printing and Exporting
To print your report and/or export it to Microsoft Excel for further analysis:
Printing

e To view the report before printing, click on the Adobe Reader button to view your
report as a .pdf file

Sedncron Crawe

Bepent QEu Atn BT iy wERae. Locwson  swat 0w Depwremart  Tawe
e nee ey SO0 Gnstme 0 Decesse S0 LS L

%) Aesaree

"
i
Ehovavond

.......
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Reporting

To export a report to Microsoft Excel click on the Excel button icon

Selection Criverie

e e
- la “ta - m

1
Trmn tAs >

Wopart wp ey i b g Ly at (s Depavmst s
SursDete: OF Jowary 200 Enzdate 1 Decemme 2017 caze Leaver

70 Mowecxe, K
M Aetrre, N
TN Mlwerse Az
N7 Mosece
M Mesmren Mo
757 Mmwexn e
N7 ateree e
B72 Viewk, Dicbms
0757 e Cosa

4008 Hhrter Lise

N Marwe Lsa

2770 yws Cgte

A dialog box will appear. Click on the Open button to view the report in Microsoft

Excel

T o ﬁ

Lo you ward 1o opan or save s 18e/

3 hyw bopewmiean
=
L =

T Wt St oe Saret 9T SN Mo (S ERE
o mvniraaTons bty caax

\ — ——

O [ sew. | e ]

Wa e e neaca 3 e oAb parw e oas powety
g TR S RO TR 2 I A A s ANl e
" s tactie W w s P ab

Drag to adjust the column widths in Excel to see all data correctly. In the picture
below the ## symbols appear when the column width needs adjusting.
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Croner Simplify

e TR e o

{ ﬁ‘ -y g _,‘—.,-, amnd L 8 —

Sk tion Criterie

e — e b M po B4 g e S g twe wd Sy — e

— - e - = m——

- e Y

e .- -

C—— -~ -

oty :;. e b
Bt Prwvies T

Hodlday List by Employee

Location: Nead O%ce

Dwpartment. Sawvs

Sort-01/01/2014 Lad-31/22/2014
Inckade toaver; No

: botmm. || Sman
I0TAMie AT 200 -l -

limb
SRsl.onta 138 :

PAr T ——

s G
~ . ohree .
T vt Aooer [teviemm rgle Ve e bt
e - -

- e ~n o ar - A e ~ »H
.

:

Ll C

W B

5 : E

1 T Amexs A0 -

TATEY Abiene AU -~

¥ AT Ainexs Al ~

4 TN Assercs Ab -~

AN Abpe AN ~

TLATNT Anexs Ab -

12 AT Asumne AL -

e -~ Kal'y Vdehey

M ETTY Puat, Sashan - Avad Leow

VAT bt L ~ g 1s Racws b
18 AT Jowan. Oy - ]

AT TG Joutes. Pat -

AN Kamn M -~

19 ATER Mbmager Mk -

B AT Mg s ~

21 A2 oy See - Arwd Laew

2T ODebeny. Zam -

FLATRY O v ~ iy

H W2 Puvw. -

2 ATIs Fad fas ~ Wedtey

AN P Mern - St o Sl ot ey

77 AT Twmman, Jase - Geng s Amema

BT Gk e ~ Al Lawe

AT, Sl Saorw - Adwt

X TH Sown S -~ o dewet

SUATE Savth Sevaw -

3 AT Traew. Dt -

11 6T6E Wil Jace -~ Camn) T wlh vy
-

=

=

é".‘. -
| e

e To run further reports click on the Back to Reports button

Page |59

Croner Simplify
January 17

‘ Croner

HR-Tax-H&S-Reward



Documents

Simplify helps manage and deploy a range of business documents; Croner document
templates, Company Guidelines & Policies or any other document that need to be sent out
to employees or viewed on line by self-service employees.

As a Manager user your access to documents will depend on the level of permission you
have been given. If you have not been given permission to edit and create documents you
will see the view below.

Croner Simplify

DaytoDwy | My Sespidy | My Erployess | My Orpesiaten | Processes | Rageets Peglth & Salety | Oonowid | Tearwy

Guidelines & Policies

e Daets o Gummeas | fotoes

+s
+
+
* e ey
+
+

view it.

',';f?
j

(W] s vwwms © vwmon © G

If you have been given permission to edit and create documents then the sections below
will apply.

If you do not have permission to edit and create documents please go to Page 68.
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View Templates

The first tab is Template Library. This is where Croner template documents, e.g. letters,
guidance notes, etc are stored. These documents can be used to ensure legal compliance
and speed up the management of employee records. The templates are arranged into
groups

e C(Click on the Documents tab

1118}
|

(i
t

’
|
I
|
l

e Click on the blue plus sign to expand a group
e Click on a yellow folder or its name to expand the folder
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The right hand pane shows the name of the document currently selected.

e Click on the View button to open the document in the AceOffix document
management plugin. Now you can look at the document (the Download option will
open the document in MS Word)

Fitts

e The document that opens is a Croner template with ‘Client Notes’ appearing in red
and merge fields appearing throughout the document. When using this template
the correct employee information will appear in place of the merge fields, e.g.
[[Title]] [[Forename]] [[Surname]] will be replaced with Mr. Sam Smith, etc.
This document template will be in read-only mode because the View button was
selected.

Client Notes
«  Ploase delete this line together with the footer before sending this
lottar
o PLEASE ENSURE YOU RETAIN AND FILE A COPY OF THE FINAL VERSION
OF ITNIS LETTER IN THE EMPLOYEE'S PERSONNEL FILE

[[Title]) [[Firstname]] [{Surname]]
[[Addressi]]

[[Address2])

[ICny])

[{PostalCode))

[[CurrantDate ]|

Dear [(Title)) [[Sumame])

fRei Overpayment of wages

e Close the AceOffix plug in

3 Croner
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Using Mail Merge Templates

To use this template and merge it with an Employee’s personal information, open the
template with the Use Template button.

st

e Click Use Template
e C(Click into the Employee field and type Sam
e Click Sam Smith

e Click Add
Crwmtn Dununmment Fiovn Tanplaty
ﬁe To send a template document to multiple employees, type employee names
:‘ into the Employee(s) field and click on Add. Repeat this step until your list is

complete and in the Employee List Area.

‘ Croner

HR-Tax-H&S-Reward



e Click Next

A summary box appears

e Check the details are correct and then click on Create Document

Sy

The Merged Document will appear at the top of the list in the Documents in Progress tab
as shown below. The merge fields should now be replaced with the Employee’s personal

information. To edit the document, to remove the red text and the footer and to insert
the relevant text into the document:

e Click on the Edit button to Open the Document in Edit mode

- sulo Mty Lammumet | Pullcy Munter 85181 | Wiy | -y |
.& Croner -
2 Watters Klywer dusiness ‘J e

Croner Simplify Advice Line 4645464

¥ | My Onpaniyatios e

L weatth & Safety e

Documents in Progress

r— v Pogres
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The merge fields display the individual employee(s) personal details, e.g. Name, Address.

In the following screenshot, the red text has already been removed.
Ensure that users:

e Remove the red text at the top of the template

e Remove the footers

¢ Insert relevant data into the (bracketed) items in the template
e Add any other text required

Lo g: Filename - 000DDD0SES_Letter.dac [Double ciick the title bae tu anter/exit full screen|]
\ - &’
@y Save Ay BB ant & Pret Pravien Switch Rl Screen Page Setup

Mowe Inzent Page Layout Deterencey Vg Neview View
y Verdany 10 A A A W E.=E'E-RE Y Ladn
P st ey (B L U e x, x Y-A'EEIN = 5 _ treah
v W s
Fir Samas Srith
[4ddrenst]]
[addrensa))

[‘ il
PastaiCada]]
13123014

Dear Wr Smith

Be: Oreramomart ol xeaes

1 s comn tn (mey /o) attancion that during the oarn € (insart debes o month)
58000y, 0 BVRrEaYTION was iade 16 vee

Yau wil aes from veur (month) aege dlizie) pav Saos basa pats far: (Inmart Sems
hat readted I an overpayment. )

T raitad 0 10 svnrpapniem of (Eogross/mt)

(Wharn there s o vostract chewse fo dedunt)

Under paur comtract of amplopment the canpary hus the nght ta tedam svergayment
thisugh & Saduction from your salary. Ths amawnt a8 ba feducted on (et
dotade)

on

(W comtractual clawe bt beged right fo deduct )

A A0 in @ genuine overpevieest of mosias et Bus th you under yeur contract af
empleyrment. the comzary have o logal right 1o mclain sversayment theaigh &
GO Burtian from pawr saary. T amour wil he deducted an Clomant detais)

on

(Emplopes had Wft and o0 maes e dodat from)

1 would sak that reimbursamarns far the bull amsust i groee 1o the campary et soen an
paschie. This caa S dane by muaking 342 2 theque ©3 (compoany name) snd sending
thie ta {addrana) Far the sctention 3l (lneert s/ tithe )

1 spelogive far ary Mo suned aod | baow | can rely 00 seurt sl sttantion
D ohi mantar (w ardat 1n rectily thin aeven

Yaws sincarely

(Wame)
AR )

When the document is complete:

e C(Click on the Save button

e The document will be saved back (with changes) to the Documents in Progress

screen in Simplify
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Documents in Progress

Sending the document to the Employee(s) - Self Service-Users ONLY

When finished editing the document, click on the Mark as Issued Check box. The
document will appear in the Employee’s record within the “Document” tab.

Documents in Progress

Filter @ Creator | Please Zelect... El Category | Please Select.... E'
Document Name Relates to Date M Created B Categol
Created & L
(Dreductl1) Agreement to Deduct Samuel Smith 15 Dec 2014 Maribyn Deductions * Deduction from pay
Cwerpaymentlew Lastnamet

9

Actions Issued

’ E
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Templates unique to an Organisation may be stored in the Template Documents tab of
Simplify and can be used to merge with an Employee’s record. To do this, go to the
Documents tab / Template Library area:

e Click Upload New Template

Croner Simplify Advice Line:

Dayto Day | My Simplfy | My Employees | My Organcation | Processe: | Reports | Documents | Heslth & Safety | Croner Trarmg
Template Library
e« Doouments « Tewpiale Lnary

RRTMRON .. vt o Prigens | Caboines & P | Uit |

Filters

\iploaded By  Ad | Uplood New Template

Abwwncs
- Lwta peotz=tien
Deducions
Disciptnary & Diemsaasts
. Empiayee and instisaal retations
Emplymant ngnis
Famity e
(awrrase

Henithook
St & document Semplate oo the Sbeary ao e luh

Leaving ssployment
= 10 view s detads,

= Loge! fesiterten

Portormancw nanagemen

L2 B R R N

Aeznrmnenl & sstechizn

< O
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o The following dialog box appears -

Upload New Template x

Category Acceman by location
Please select (| IV Al 1locations

Accexx by profile

%] seleot ail

M Aamin

¥ Manager
¥ Fmployens

File to Upload

Valid file typeas are.

doo. .doox, xIs, XIsx, ppt. pptc. pdf Ipg. Jpeg. .omp, phg
| Browse. | No file selected

i)

¢ From the Category drop-down field, choose the most appropriate category for the
template you are uploading.

e The Access by profile area allows the template to only be visible to a particular
user type. The Access by location area also allows the templates to be restricted
by location. This applies to those which are uploaded and not the standard content
provided by Croner. The Default Administrator and the user who uploaded the item
will always have visibility of the document

e Complete the Description field

e Click on Browse to upload the Document Template to the Template Library section

Upload New Template b 3

Category Aconan by laaation
Y1 AN 1oeations

e C(lick Save
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Guidelines & 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 Powis Mark Marager | Pl | O P |
c) Croner
» Wolters Kluwer business
Croner Simplify Wi ey ®
oy 11 Dovy My Semgddy Moy Errghoywes My O gt Procosin Regets (> cxrwmd s Hualth & Salety pwr s Trmewny 1

Guidelines & Policies

e omer

Fizers
s S . [ipktionpismt’
4 Hemmae
> S ——
4 . Portumpme memagoraees
& -
+ . Wt s ——
+* -~ ————

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 Click the document to see the preview pane on the right-hand side of the screen

Guidelines & Policles

iy & Ve

: : el
[ vt o S Bt e
Oeacroten ety Of SOV e
[ ) o TALY e
Sacton Pam A N,
Accens t rer e
VoRomaed by - S
s fiate 23 My 2012

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

Uploading a New Guideline or Policy

There is the functionality within the software to upload an organisation’s own guidelines
and policies to this area and identify and assign permissions for the documents. A
Guideline & Policy document you can be assigned to any or all of the User Profiles:

e Administrator
e Manager
e Employee

e Click on the Upload New Document button

Guideiines & Policles

—— 5 o ma—

BewnT 3 IR IRERT IEEIETE NIV S St b e
R R
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¢ Fill out the relevant fields as in the screenshot below: Section, Category, Access

by profile type, Description

e Click Browse to select the New Guideline or Policy document

e C(lick Save

Updoad Mew Do

The document is added to the Guidelines & Policies area as in the screen below.

Guldelines & Policles

Y .
[ iy | o |

Fltars

Wybbesd by s . ataw A

Natee

Unat iwtee

[T

Seiten

Upbanient by

bt (e
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Auditing

Simplify automatically audits the viewing of company Guidelines & Policies and enables
the Administrator and Manager users to monitor who has viewed and not viewed the

document. To do this:

e Click on the Who has viewed this? button

Culdelines & Policles

........

=

a5

e Administrator and Manager users can choose to see who Have Viewed and who are

Yet to view

Who has viewed ‘Manual Handling Procedure’?

e e >

Empioyes Name Date Viewoo

e Click on the radio button next to Yet to view

e The following screen shows the employees who have not viewed the document:
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Who has viewed ‘Manual Handling Procedure'? x

i 2
Epmnee Ny

Siwn e Saesuae
Armris Darsncae
i e

Cube lrody
fatet Teoy
LI R TE

i cres

180 Uanary

ine e
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To search for a particular employee to check if he/she has viewed.

e Click on the radio button next to Search
e Begin typing in the name of the Employee
e View the Employee’s name and check the status

Who has viewed Company Handbook 7 x

Viewing Guidelines & Policies from the Employee Profile

An employee will see all the Guidelines & Policies that they have permission to view. For
example if a document was uploaded to be viewed by the Manager profile, an employee
(who isn’t a Manager) will not see that document. The following screenshot shows the
same Guidelines & Policies area from the Employee profile.

Cuidelines & Policies

.

7

2
g\é‘ The Employee Profile can only Download or View a document in Read-Only
- mode
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Accident Reporting Tool

You will only have access to this area if you have been granted access to the health and
safety area.

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.

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

Croner Simplify e telp me an | go slong
Day o Day My Simplity My Employeas | My Organisation | Processes Reports | Docurments Mealth & Salery Cronard Truining
————
Health & Safety

J0 xRN A Hatty » HAS Ovarview

MRS Ovarviaw o s 17 Wiariredinis 8 Broplissions o ] rseritering e Marieie ] Caivemessifons ™

Health & Safety Processes [= Audit Tool
e r === Usa this tool to wudit your Company's pramises
lllll o HaroiaOwen A . '“
MAAIy MK ARGOREMan! ADADGONCE
rARnuAl MEnahn G SamusiSman

m Accldent Reporting Tool

Recard all sccidents, INcrients and nesr minses using
s tool

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

= .

Waealcome to

# 7 A e bbern e e e L

S
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o The report must be completed step by step
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e Complete the appropriate options and click Next to proceed to the next screen

Vo e -
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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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O S -

View | revise your reperts

e An example of what a report will look like is shown below

- o
? e e iald
bt |
Voo

Report of an injury or dangerous occurrence
'-m’:."::.':—- LI e R e T e L e )

Part A Parnt C

About you ADoul the Injured person
L R
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& To modify your report click on the ‘User Reference’ number.
o
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Croner-i

Croner | is an online information tool for businesses. Any Simplify user has to be given
permission to see this. 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

Hetio Mark Mamages | Mg | Cluogy Paaswondt | Lagour
@ Croner

* Waolters Kluwer business

Croner Simplify

Dy o Doy My Savphity My Errgdoy | My O n » | Repints  Docurwnts  Mealth & Safety

Dashboard

Glowne o Las w bl + Dasstem

[ et [ ———— [ ja)
T My Employess W Quickiinks
0 hota
Tadays Sunrmary Absancws
Assart 3 = T arud Attenderscs
Neddan L
20 Fowvert s
.

D
o arate window appears

e Click on Tools in the left hand side
bar

e Click on Employment Calculator

e Croner

» Walters Kiuwer Business

Croner Simplity: Information

Mg Mg | Conmace U | My Faioes ramenm® Vom o sewvmrd Typs youe searth s X

Advencen sewrit

T
e R

Frove—y b v———— . TIath cotortatom el el prostties you Wi e anaesers, 19 Torrpee MAdbARey Hghes
S —— wvd payTian mauee Tadnd wound et fle what £ somimion seited pas infumaiee
reasttl o satute 3 ety o W) P Tt Sre iy o e beeh og dutmee! TTha Tt e (Mt brptee e
trereriagy samn St ttnrm werd e entn e

atiem o s | st 1 © Witars $umer (U0 Lisedend
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This tab provides Training videos and podcasts covering Employment and Health Safety
issues. Click on the appropriate subject to launch the material.

Croner Simplify

Ciny 20 Dy | My Emplopwes ey O | | Rupcrts | Docummmies Trumimg | Meip |
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L P
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Within this tab you can find guidance on an Employees view and how to manage your
responsibilities to your employees.
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