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Introduction

This guidedescribes & 6 S NezyHmRHOdan Resourcesystemfor small businesses, 2 dzQf £ dzy RSNE G y R
better and get much more benefit from it, if you take the time to review the contents of this publication before
Ayaidlttay3 2N dzAaAy3 Si &dnthdproduttihstafiakoh GDin PPRRAMay & Qad 8an prifitO  dzR ¢
Al 2FF dzaAy3a GKS FTNBS ! R26S ! ONE Glidé cawdso BeSaNdd on the @ZYIIR Y 2 &
website, to assist those who are evaluating the capabilities of the system.

We have also published azyHR Quick Start guidehich will help you during your first few uses of the system.

2§ OKLtt STeélw Wiw Ay I 062 madlar HRS@terdzaSyouhave © 21oriSta enterdthe | O 2
data that describes your company and your employe®d. 8 | w A& | Oldzrtft& Iy SyiaNR fSg
HR software fotargercompanies, so you get the benefit of a professional HR system at a fraction of the cost.

Optional Features

ezyHR is a modular system, and you may install additional features purchased from the ezyHR wéalheste.
features are described in this Guide but will not be available unless they have been ins@ile@ntly, there are
additional features for:

Security

Occupational Health & Safety (OMS
Training

Import Wizard

Installation

ezyHR is shipped with full installation instructions, and you should read these carefully before proceeding with
installation. Because it is a Client/Server system, it can be installed completely on one PC inssingiede
(simplest), or on aumber ofuserPCqClients)with the database residing on a separate server (more complex).

This latter mode allows the system to run over a network, with a number of users all accessing the same data.
However, if this describes your intended mode of operatigmy should involve your System Administratbecause

your network may have security issues which need todselvedbefore installation When you install ezyHR)stall

the Server programs first, followed by the Clients. Thactivate the Clientprogram(s) (see below)BEFOREdding

any of the Optional Features

ot
Activation 1 d

When you have completed the installation of ezyHR
each Client PC, you will be prompted to activate 1
product before you can use it. Each Client PC
communicate with your rver and our website to
register your licence details, so you will need an inter
connection.

When the activation process has been successl
completed on a Client PC, you will be prompted to cre
aUserID., 2dzQf f ySSR (KA aezyHR 3 Pt [T — 2]
system after the installation process is complete.
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Logging in to ezyHR

Doublect A O1 2y GKS ST eélw AO02y 2y 2AyR2¢a RSheUsediByaijustt y R
created,and the default password 012345678 Once yothave logged in to the systenchange your password
immediately, to prevent other usergrom having access to ezyHR using your UserMBur password should be at
least 8 alphanumeric characters, and should contain at least one number. Names and bivtiibdaffer only poor
security.

Note: When you fist log into ezyHR, you will be prompted to accept the default public holidays for the current
year. You can always amend them later.

Changing your password

You can change your password at ginye to sanething thatis more memorable to you. Passwords should not be
written down or made available to other people. The HR information contained in your database is very sensitive and
should not be readily accessible to people outside of the HR department.

To change your password, select thasswordicon
from the Navigation Bar under the Mataneousmenu

head | ng Cunrent password I\
Hew password I
Enter your current pqssword and thep the password
g2dzt R tA1S G2 dzaS FTNRY vy
changes.

Uninstallingor MovingezyHR

When you uninstall ezyHR, or move Client or Server programs to another P@UgNollow the correct procedure,
which updates your licence details on our website customer database. If you fail to do this, you may find that one or
more of your serial numbers may be blocked and will be unusable.

Please refer to thé&ninstallingor Moving ezyHRchapterat the end of this guide for further information.
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How ezyHR works

In later chapters of this Guide, we explain how to use the facilities in the ezyHR system inBlgtaehd this section
first to understand how the system works amthat it can do for you.

The Basic System

ezyHR is a fullfeatured professional HR system, repackaged in an easy to use format for the smallerAistre

heart of the system is an SQL database that holdsyallr employeeinformation. The database ab contains
Descripts lists of common entries that you might make when using ezyWéu create these lists when setting up
ezyHR, so customising the system to suit your own organisation. Using descripts gives ezyHR the flexibility for which it
is famous and makes data entry fast and er+foee.

Setting Up ezyHR DESCRIPTS

{AyOS &2dzQf ¢ dzaS RS&aONALIia 6KSY Syil..... . . - SYLX 28,
about your organisationyou must create thernfirst. Start with Employee Employees

descripts, followed by those for General usedtheni K2 4SS F2 NJ W20 a_- I
matter if you make a mistake or leave something out, you can always amend your [€l=lg[=1¢1
descripts later on. Note that some descript tabs may themselves rely upon other

RSAONALII Az a2 s2d0tt KI@S a2z asd akeza{ELcummns

WhenyalzQ@S ONBFGSR £t &2dz2NJ RSAONRLIG&E &2dzQff KI @S | aSN
can choose when using ezyHR.

~= Ay Qi

Next enter your employee data LF @2dz FNB aidlFNIAy3I FNRY &aONI GOK I yR
SYLX 28S8SS RFGF X @& 2azdib the sgsyein Sdividsally OMowevef lifliyaRedlly have an existing HR
systemor payroll system, you can use tiegyHR Import Wizardo collect the employee records and use selected

fields to populate the ezyHR databasAs you entethe employee ecords, younay welldiscover enties for which

you have no descript. In that case, just update the descript list.

ORGANISATION If you just want to use ezyHR asarecpré SLIAy 3 aeadSysz ez2d
stop there. But if you intend to manage your employees rathantfust

Job Types keep records,_the_ third stfap.in setting up e_z;_/HR is to cr'eate the structure
of your organisation. This is done by defining tiyge of jobs that you
. have (more descripts). Then you define the acfablpositionsin your
2219 [PESTToTs organisationg for examp§ = &2dz Yl & KIF @S W{IlfSavly
Job Reporting there may be 25 of them in your organisation, thus 25 positions.
_— Finally, you define how job positions report to one another, thus creating
Assigning Employees afamily tree for your organisation, which may be displayed/printed as an

organisation charf(MS Visio required).

ezyHR demonstrates its great flexibility with this separation of employee data and the jobs that they do. Because now
0KFG @2 dzQ ZfanBatidh Isttu&ure, Yo/ caassign employeeso jobs (and reassign them) just by using a
WRN}Y 3 YR RNRLIQ LINROS&ao® ¢CKS | AaisHafingyd LIN2OSaa S@Sy |

HR Activity

Those few steps have created your basic HR system.h&t are many other features to ezyHR to make your system
into a powerful management tool. For example, there Aativity entries, where you can capture recurring events,
like the booking and taking of holidays, recording disciplinary events, etc.
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Ushg its standard integration wittMS Office ezyHR allows you to (g

create and store documents as templai@dS Word required)so that s [0 eira T T
you can mai#merge employee data into them, singly or for a defined|[=
group. Other documents may be downloaded from &ayHRToOIKIT ||| &
¢ a compehensivecollection of HR policies, letters and forrmeated || [
by HR specialistgshich carform a complete HR systefor you. o

ezyHR is also integrated with MS Outlook, to which it will post selectf == 4
diary entries (see appendix A) andkdsA &G A GSyYao

Outlook, ezyHR has its own internal diary which captures the san

diary entries.Outlook is also used to seriEmailsto employees direct

from ezyHR.

-:m| There are many other facilities that enhance the power of

the ezyHR systa. If you find your database too large and

you want to work just with a section of it, you can create a

Set where you define which employees are included. Once

I asSid Aa FOGAGS:sT &2dxf ¢ 2yt e
employees. Got an update that appligsa lot of employees? No proble;S 1 & | Globa#iMacrolets you define

which employees, and what to update, so you can execute the update at the press of one button.

Finally, ezyHR comes complete with around 30-pri¢ten reports ready for you to run If you want more, or
different, reports, either create them yourself in Crystal Reports (V10), or use theirb@tstom Report facility,
which transmits your requirement over the Internet direct to our specialists

Optional Features

ezyHR is a modulaystem, so you only have to install those modules that are relevant to your environment. Each
module adds a further feature to ezyHR. There are currdiotly optional features for the system, but this will
expand over the course of time.

Each optionkfeature is sold and installed separately to the basic system and can be added later as long as you are
using the latest release of ezyHR (seedhapteis on Maintenance and Support at the end of this Guide).

Security Feature

The Security Feature enablgsu to set up a list of authorised users and control their access to the system by use of
Templates. Users can be limited to defined groups of employedied tabs, or defined reportgsee the Security
Featurechapterfor further information).

OHS Fature

This adds facilities for identifying and rating potential hazards, appointing responsible individuals, and recording
accidents and the actions taken (see the OHS Feahapterfor further information).

Training Feature

This feature allows you tONB I 1S LINRPFAf S&a 2F @2dzNJ SYLX 28SS8SaQ alAatta |
and manage training courses, with costings and evaluati@estte Training Featurehapterfor further information)

Import Wizard

This timesaving feature isised to populate the ezyHR database from employee data held in an existing system, like a
payroll or older HR system. It can accept data from any system which has an export feature to a spreadsheet, and you
can assign data to specific fields in ezyHRe Wizard is used once only, when setting up ezyHR.
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Using ezyHR

Note: The illustrationsusedin this Guide mayreflect installation under a number of different Windows operating
systems, and may have a slightly different appearance to those on your rmechThey are shown for explanatory
purposes only.

¥ ezyHR_ (Human Resources)

Ele Enployes Tooks Window Hebp

A Prevous b et gy petre GVsearch Gy set Manteoance (B st Seecton 23 schedle. oy
< (Ml ere - et 57 Ao Emod amie. Demal PrtReport J Orgchat

lnm
Krown At
|nm

Awasd

ceseawedes

Stat Date [2270171389 Leaving Date.
Frequency [Eoreskly

= SZVHR

Active Employee Set : <All Emplopees>

Menus andTook

The top two rows of the screen consist of a MeBar that displays droglown menus and a To@ar which contains

WYL 02y a Q dgraphidlgpréseritalidd of a particular task or option. If you are unsure as to the meaning of an
icon, place the cursor over the icon and a brief description of its function will be displayed. Clicking an option found
on a menu or an icon on the tobhr will execute a task. Typically, an icon found onttw baris also represented
behind a menu from thenenu bar

If you prefer to use the keyboard, menu items can alSo bSE S Odzii SR o6& RBERA YR
C

q e Ayt i
thatisunderlinedyy G KS YSydz 2 LJi AR ORIADNA IRARALI P & KB f

WtS aSydz

Any menu, menu item dool barA 02y (KI@2d& & WANFESRIJFAtlroftS +Fd GKAA (7
out because yodo not have theezyHReature installed at trs time.

A tool bar can be positioned anywhere on your screen by seleittangd draggingt with the mouse to the desired
position. Once the mouse is released thel bar is locked in position until the uskgsout of ezyHR.

Menu Bar

w. ezyHR2 (Human Resources)

File | Employee Tools Window Help
il Jlj Hew X Delet]
___IE X Qelete A
E.Op . o
= & Ficture m The menwarisused to execute tasks. By clicking on a menu opt
3‘ Search . . .
a dropdown list displays the menu options. Select the menu opt
i Dets . . .
B set Maintenance  ter Det you wish to execute by clicking on it.
Huma BB Set Selection
mployee [
27 Schedule ploy

E]Diary
Other Details l II Title |
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Tool Bar
Thetool bar will displaya selection oficons, depending on which features you have installed, or the task you are
working on. Icons which appear greyed out are not available at this time because this function is inapprpriate
KFay Qi oS Seé thi tdtieibélodivfoSaR éxplanatiohthe function of each icon.

Icon Function

Jﬁj Create a new record.

Edit the current ecord.

E Save the current details displayed in the active window.
}(’ Delete the record that is currently in the active window.
4 Display the previous record.
» Display the next record in sequence.

Display the employeeigture.

Employee Search. Find an employee using the search utility.

E Display a list of all Word documents that exist for the employee currently displayed o
screen.

&
é Print predefined Crystal Reports.

Mail Merge. Generate a document for the current employee.

®

Multi Mail Merge. Generate documents fall employees inthe current set.

ity

i=n Display theezyHR shedule.

s

E] 5AaLX e STelwQa AYGiSNYylf RAIFINE &deadsSvyo
@ Work with Word or Excebmplates.
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Navigation Bar

TheNavigation Baruns down the lefthand side of the screenlt hassixsub-sections or Menus, which group similar

tasks together.Under each heading aieons which represenbanksoftabd = f A1 S &2 dzQR .¥AabR Ay |
bank may have one or more tabs, and each tab bank will typicallyehotdlection of common inforation such as

employee details. The Menu headings:ar

EmployeeRecords Icons that provide access &mployee informationsuch as basic details, contract details etc.
This is typically whereew starter information is saip.

Employee Leave: Icons that let you set up employee leave entittements, actéeage, and manage bookings.

Activity. Icons that allow access to d&y-day information about an employee such as leave, training
courses etc.

Jobs: Icons that allow access to job informatiand organisational structure.

Setting Up Icons tha allow access to seip Hescripables for defining your compansuch as locations,
departments etc.

Miscellaneous Icons that allow access to functions that are not directly related to a semgleloyee such as
macros, change passwaqrahaintain holidy yearetc.

Click on one of these titles to display the icons relevant to the tifleeNavigation Bamay have more icons than can
be displayedin this caseclick the dowrarrow at thebottom of the bar to display further icons

Active Window

As ezyHR is tue Windows system, the user can ha
several windows opeat the same timeg although only
2yS 6AYR2g% OThy acivéwirnddwivil ha
the title bar hidnlighted. In the example, the HR Deta
tab is the active window. To mela different window
active, click on the window. You can only k
information into an active window.

Employee Pictur¢Optional)

The employee picture windowan displayan image of an
employee. You can leave it blank or choose not
displaythes AYR2 g6 AT &2dz R2y Qi

To be able to usthe employee picturdacility, employee
pictures must be captured digitally and stored in t
ezyHR Databasyi ( KS WQRIOYGldANS@ T 2

When you want to attach the digital image to ¢
employee, click on the search buttdd to display all the
images you have availableSee the Picture Selectio
window below.
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Note: Typical file types for employee images are: .bmp or .jpg. Please check other file tgpsse ifezyHRcan
read them. Dgital images can demanthrge amounts ofdisk spaceplease take this into consideration when using

this facility.

Whenyou aresaving imageslevise a naming convention so
that they are easily recognisedE.gemployeenumber, user
name or surname/forename. When you have a few hundre
images it will take a long time to preview them all trying to
FAYR GKS O2NNBOG SYLX 2eSSQ
what you called it.

To preview the image, click on théefiin theright-hand top

pane To attach themage to an employee, doubldick the
file. Click Savieom thetool barto save the picture.

~|
Employee View
The employee view displayasicinformation about the
[Eetieia [2056 currentor W1 O lethgh$e®, and remains on thezyHR
[t ED workspace permanently.When you select certain task
Know s specific to an employee, or when updating employ
[t information, it isonly on the active employeeecordthat
TR —— the task is carried out.

Start Date | 08/01/2007 Leaving Date

Freserey [Fatiy

Options

Options allow the user to changdisplaydefaults alreadyset up in the systemwhether to display the employee

[l Pictures

=

picture, and where to print reportsTo displayOptions, selecTools/Optionsfrom the menu bar.

Screen
Clickontk S W{ ONBSyQ {lo (2 OKLIY
current user okezyHR.

Font:
Select the font type from theearchlist. All text that useshe
default settingswill be changed to th new font type.

Font Size:
Select the font size from thsearch list. All text that usdhe
default settings will be changed to the new font size.

Colour:

Select the colour to use for text. Use the search button to
display a list of avaitde colous. All text that usethe default
settings will be changed to the new tecalour.

If the employee is assigned to multiple Job Positions, ¢
the first one is shown.

NB Y

3S aONBSy LINBaSyidldAz2y LINEL

FESEE) Enpoge | |
(~ Detault Fant Details
Font M8 Sans Senf hd
Fant Size: g v
e

Click theTestbutton to preview the effect of your change€&lick the savéon to accept the changes.
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Note: If the font type and size are changed this will impact the layout of the screen. It may be necessary to resize
the window to reposition text as a result of a font change.

Employee
When you select an employeaelated option from the ezyHR Navigation Bére system can display a picture of the

active employee on the workspacd.o activa§9 the employee pictuffacility, select the Employee Tamnd check the
9YLX 28SS t AO(dz2NB O62E® LT @2dz R2y Qi ¢yl SyL}f2e8SS LRAOI

Output

To set the dsired default output for your reports, selecthe Output tab. Here you can specifihether you wish the
report to be displayed on screar sent toa printer.

[E—— R

Scieen| Employes Output |

- Default Dutput

Click on the Change button to see a list of poss S
devices. Doublelick on the one you warand the tab
will display the chosen output device.

\wserverD14Fax
Microsoft Office D ocument |mage Wiiter

Use the righiclick menu or the Save icdrom the Tool
Bar to save your changes, otherwise they will be ignor

| | I

Searching

When entering data, you may need to select one of the valid choiceshthet previously been set up for a figkke
Setting Up the Systein There are a number of ways in which you can search for available entries.

If it is mandatory that you select from a list of previously entevatieg & 2 ddteiSfarch®biéh L= alongside a
field. Click on it to sea list ofthe values you can choose from. If the one you wamtot shown, you must add it to
the list ofentries for thatdescript.

ol x|

........ L¥ GKS tAad Aa tFNHS Iy
Neow South /oles looking for you can der the first letter of the item. Yol
RQueensland will be positioned at the closest match.

South Australia
Tazmaria

o Autraia Select the item you wish to use by douslicking with
the mouse.
Alternatively, f you know the value that you want to enteyou M [

can type it straight into thesearchfield. The system will attemp
to guess the value you are entering by displaying the closest m
it can find in the searclist.
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Dates

If you click the Searchutton when i@ alongside a date

H . H H & HR Detals %]
field, the calendar window is displayed. ]« > [

Wearl 1 Sii Month

Doubleclick a date on the calendar to select it. Click th

arrow buttons to move backwards and forwards throug Santhln | BhReiBE | Bhnnbmm | ninboe
months and years misiiaa | PRUOUEE O GRERIEE | ARRRLER

Moves back 4 months or 5 years at a time.

Moves back 1 month or 1 year at a time.

R 226 27 20 29 30,91

Moves forward 1 month or 1 year at a time.

EEEE

Moves forward 4 months or 5 years at a time.

LF @2dz R2y Qi gt yd G2 aStSOG I RFGS 7T NiBtWe faimaSDDRAVYYSY R NJ
When you tab out of the fieldJate formattingwill be inserted.

List Boxes

A list box displays all of the existing records in a file. This list can be used to select a particular record by double
clicking on the line containing the record.

% Employee Transactions =10 x|

Discipine  Employee L=ave|

- |From Date

2971172004
1141072004
17/05/2004

10/12/2004
11/10/2004
21/06/2004

Each of the columns in thiest box can be used to sequence the records displayed. Tsegeaence the list based on
the data in a different column, click the column title. To reverse the sequence, click the column title again.

Employee Search

It is possible to find an employee by rolling through your records alphabetically by surname. Hig dgetthe right
and left arrows ¢ * on the tool bar If you want to find a specific employee quickdisplay the search window by
clickng onthe employeesearch ico on the tool bar

[Ereoreswe e
Emplovee Sumame /|Emplopee Forename: Emplovee Forename 2 Emplopee Master Payrol EmEIugee i aster Leavlng -
e Kathryn Michelle 159
Alan Sarah Daisy 402 0B/02/2003
Andrews Qliver John 121 07/041997
Amnowsmith Ruth Janine 160
Baldwin Cathering Ann 404
Batchelor Albert William 202
Baymar Miged Frark 200
Bewan Anthony John 4401
Biring Penny Jennifer 203
Blacking Hilda Gillian 154
Bareham Suzan Jane 02
Bowman Mariz 423
Boyland Meil Alan 316
Brincat Maria Lucia 304
Eoin, e oo, 11

The search windowists all the employees in your databashabetically by surnameTo sequence the employees

by any of the columns, click the column heading. By clicking the column a second time the sequence will be reversed.
To find an employeeclick anywhere within the column and type a few letters/digitat you wish to search by. E.g.

By typing Wa in the employee surname column the list will position at the surname WARD. You need to type the
sequence of characters straight after each other. Dot to select the employee.
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Maintaining Records

When maintaining records iazyHR the tool bar iconsor the RightClick Menuare used to add, delete and save
changes. Display the tab that you wish to maintain and then select the relevant icon fraoother.

Adding Records

To add anewrecord,Of A O1 G KS Wb Bd loar, dr (2 Wie righHeRKY
menu

Saving Records
hyOS Ittt GKS AYyF2N¥IGA2Y Kl &a o0SSy
the tool barto accept the changes, or use the rigiick menu.

Deleting Records

To delete a record, make sure the correct record is displayed on the screen
0§KS WwW5St SiS @ol hadi@ émo¥eNiR Yecoitd KoB use the riglatick
menu. You will be asked to confirm the delete.

Amending Records

Where a field has a list of possible entrielickon the searchbutton to see them
Doubleclick on the entry you would like to select.When it is displayed, mak
your amendments and click on Save or use the ridjbk menu.

RightClick Menu

i

LR

You @n also rightlickthe mouse in the grey area of th ER

Addressabie Tite | Auads | HouRows | Howhinamance | MataSious | Rl | Reseion |

window to maintainDescripts(seeSetting up the Systen
- Descript3. This will give you the Save, New and Del
options as on théool bar.

Capitalisation

ezyHRwill automatically capitaliséields that contain text (where appropriate) as they are enterddhis negates the
need to hold down the shift button when typing in descriptions. It is not a good idea to enter data as all capitals.
When mailmerging withMS Word, the information extracted from the database needs to be in a format that is

presentable when included indocument
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Setting up the System

When you are entering data into ezyHR, you will often be offered selection boxes contaesngpts Descripts are

lists of values nique to your company tha® 2 dz dzd S GKNR dzZ3K2dzi @&2dz2NJ |w &aeadasSys
exceptional flexibility. They make your HR system unique to your organisation, and different to any other. Entering
your descripts is the first task in thetsip process.

By taking care in your initial entries, management of your data by selecting fromenteeed descript list will make
your system easier and faster to use. Descripts are grouped under hegdiogee are applicable to your employees,
and some are more general and apply to your organisationfs).example of generaldescript might be a location
name. During setupall valid location names are entered through descript maintengise® below) When you are
prompted for a location anywher else in the system, you just select the one you want from the descript list, by
clicking on the search button.

Not all desdpts are mandatoryso only setip the ones you need or want to us&ou can add others later.

Remember, if you have entered data, you must s
your changes by either using the rigletick menu or
clicking on the SAVIEon beforedoing anything else. | E
@2dz R2y Qi al @S @& 2sdzpalir @dk y

Employee Descripts

Click on the Setting Upenu heading ithe Navigation Baand choose the Employee Descripts icon.

Theemployeedescriptswindow hasall the tabs necessary fareatingthe searchable lists tha
e 2dzQf ¢ dzaS 6 KSy aSdidaAy3a Yorwilngek fo OrkaRedemployet
descripts before you can add any employeedJse the rightclick menu to add as many ne
descripts under each tab as you waand also to amend or delete them.

Employee

Note: Some descripts require the prior entry of other descripts. The tabs are shown her
alphabeticorder ¢ not necessarily in the order in which you will set them up.

Absence Certificate Types

The absence certificate descript identifies the
authorisation documents that you accept f
absenteeism. This descript will be used when crea
employee absenteeism records.

Enter a description for the absence certificate type.
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