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Introduction
This guide is designed to help get your ezyHR system up and running quickly.  
If you are new to ezyHR, or you are evaluating the system, it is essential that 
you read this guide first ǘƻ ǳƴŘŜǊǎǘŀƴŘ Ƙƻǿ ŜȊȅIw ǿƻǊƪǎΦ  ²ŜΩǾŜ ǇǊƻŘǳŎŜŘ ƛǘ 
in PDF format, so you can print it off using the free Adobe Acrobat Readerϰ. 
 
¸ƻǳ ǎƘƻǳƭŘ ŀƭǎƻ ǘŀƪŜ ǘƘŜ ǘƛƳŜ ǘƻ ǊŜǾƛŜǿ ǘƘŜ ŘŜƳƻƴǎǘǊŀǘƛƻƴ ƳƻǾƛŜǎ ǿŜΩǾŜ 
ƛƴŎƭǳŘŜŘΦ  ¢ƘŜȅΩǊŜ ŀǾŀƛƭŀōƭŜ ƻƴ ǘƘŜ ΨCƛǊǎǘ [ƻƻƪΩ ǿƛƴŘƻǿΣ ǿƘƛŎƘ ƛǎ ŘƛǎǇƭŀȅŜŘ ǘƘŜ 
first time you start ezyHR.  You can return to the movies at any time, by using 
the Help menu at the top of the screen. 
 
For more detailed information, refer to the ezyHR User Guide.  Up to date 
versions of these guides and movies are available on the ezyHR web site for 
downloading. 
 
²Ŝ Ŏŀƭƭ ŜȊȅIw ΨIw ƛƴ ŀ ōƻȄΩ, because it comes as a complete HR system. All 
you have to do is to enter the data that describes your company and your 
ŜƳǇƭƻȅŜŜǎΦ  ŜȊȅIw ƛǎ ŀŎǘǳŀƭƭȅ ŀƴ ŜƴǘǊȅ ƭŜǾŜƭ ŜŘƛǘƛƻƴ ƻŦ /ȅōŜǊŀƛŘΩǎ professional 
series of HR software for big companies, so you get the benefit of a fully-
featured HR system at a fraction of the cost. 
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How ezyHR works 
In later chapters of this Guide, we explain how to use the facilities in the 
ezyHR system in detail.  But read this section first to understand how the 
system works and what it can do for you. 

The Basic System 
ezyHR is a fully-featured professional HR system, repackaged in an easy to 
use format for the smaller user.   At the heart of the system is an SQL 
database that holds all your employee information.  The database also 
contains Descripts, lists of common entries that you might make when using 
ezyHR.  You 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 error-free. 

Setting Up ezyHR 
{ƛƴŎŜ ȅƻǳΩƭƭ ǳǎŜ ŘŜǎŎǊƛǇǘǎ ǿƘŜƴ ŜƴǘŜǊƛƴƎ 
your employee data and information 
about your organisation, you must create 
them first.  Start with Employee 
descripts, followed by those for General 
ǳǎŜΣ ŀƴŘ ǘƘŜƴ ǘƘƻǎŜ ŦƻǊ WƻōǎΦ  Lǘ ŘƻŜǎƴΩǘ 
matter if you make a mistake or leave 
something out, you can always amend 
your descripts later on.  Note that some 
ŘŜǎŎǊƛǇǘ ǘŀōǎ Ƴŀȅ ǘƘŜƳǎŜƭǾŜǎ ǊŜƭȅ ǳǇƻƴ ƻǘƘŜǊ ŘŜǎŎǊƛǇǘǎΣ ǎƻ ȅƻǳΩƭƭ ƘŀǾŜ ǘƻ ǎŜǘ 
those up first. 
 
²ƘŜƴ ȅƻǳΩǾŜ ŎǊŜŀǘŜŘ ŀƭƭ ȅƻǳǊ ŘŜǎŎǊƛǇǘǎΣ ȅƻǳΩƭƭ ƘŀǾŜ ŀ ǎŜǊies of lists from 
which you can choose when using ezyHR. 
 
bŜȄǘ ŜƴǘŜǊ ȅƻǳǊ ŜƳǇƭƻȅŜŜ ŘŀǘŀΦ  LŦ ȅƻǳ ŀǊŜ ǎǘŀǊǘƛƴƎ ŦǊƻƳ ǎŎǊŀǘŎƘ ŀƴŘ ȅƻǳΩǾŜ 
ƴŜǾŜǊ ƘŀŘ ŀ ŎƻƳǇǳǘŜǊ ǎȅǎǘŜƳ ǿƛǘƘ ŜƳǇƭƻȅŜŜ ŘŀǘŀΣ ȅƻǳΩƭƭ ŜƴǘŜǊ ŜŀŎƘ 
employee into the system individually.  However, if you already have an 
existing HR system or payroll system, you can use the ezyHR Import Wizard 
to collect the employee records and use selected fields to populate the 
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ezyHR database.  As you enter the employee records, you may well discover 
entries for which you have no descript.  In that case, just update the descript 
list. 
 

If you just want to use ezyHR as a 
record-ƪŜŜǇƛƴƎ ǎȅǎǘŜƳΣ ȅƻǳΩŘ 
probably stop there.  But if you intend 
to manage your employees rather 
than just keep records, the third step 
in setting up ezyHR is to create the 
structure of your organisation.  This is 
done by defining the type of jobs that 
you have (more descripts).  Then you 
define the actual job positions in your 
organisation ς for example, you may 
ƘŀǾŜ Ψ{ŀƭŜǎƳŀƴΩ ŀǎ ŀ Ƨƻō ǘȅǇŜΣ ōǳǘ 

there may be 25 of them in your organisation, thus 25 positions. 
 
Finally, you define how job positions report to one another, thus creating a 
family tree for your organisation, which may be displayed/printed as an 
organisation chart (MS Visio required). 
 
ezyHR demonstrates its great flexibility with this separation of employee 
Řŀǘŀ ŀƴŘ ǘƘŜ Ƨƻōǎ ǘƘŀǘ ǘƘŜȅ ŘƻΦ  .ŜŎŀǳǎŜ ƴƻǿ ǘƘŀǘ ȅƻǳΩǾŜ ŎǊŜŀǘŜŘ ŀƴ 
organisation structure, you can assign employees to jobs (and reassign them) 
Ƨǳǎǘ ōȅ ǳǎƛƴƎ ŀ ΨŘǊŀƎ ŀƴŘ ŘǊƻǇΩ ǇǊƻŎŜǎǎΦ  The assigning process even allows for 
part timers and job-sharing.  

HR Activity 
Those few steps have created your basic HR system.  But there are many 
other features to ezyHR to make your system into a powerful management 
tool.  For example, there are Activity entries, where you can capture 
recurring events, like the booking and taking of holidays, recording 
disciplinary events, etc. 
 
Using its standard integration with MS Office, ezyHR allows you to create and 
store documents as templates (MS Word required), so that you can mail-
merge employee data into them, singly or for a defined group.  Other 
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documents may be downloaded from the ezyHR ToolKIT ς a comprehensive 
collection of HR policies, letters and 
forms created by HR specialists, 
which can form a complete HR 
system for you. 
 
ezyHR is also integrated with MS 
Outlook, to which it will post 
ǎŜƭŜŎǘŜŘ ŘƛŀǊȅ ŜƴǘǊƛŜǎΦ  LŦ ȅƻǳ ŘƻƴΩǘ 
use Outlook, ezyHR has its own 
internal diary which captures the 
same diary entries. Outlook is also used to send Emails to employees direct 
from ezyHR. 
 
There are many other facilities that enhance the power of the ezyHR system.  
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.  

hƴŎŜ ŀ ǎŜǘ ƛǎ ŀŎǘƛǾŜΣ ȅƻǳΩƭƭ 
only see and report upon 
those employees.  Got an 
update that applies to a lot of 
employees?  No problem ς 

ŜȊȅIwΩǎ Global Macro lets 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 pre-written reports ready for 
you to run.  If you want more, or different, reports, either create them 
yourself in Crystal Reports (V10), or use the built-in Custom Report facility, 
which transmits your requirement over the Internet direct to our specialists. 

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

The Security Feature enables you 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 employees, defined tabs, or defined reports. 

OHS Feature 

This adds facilities for identifying and rating potential hazards, appointing 
responsible individuals, and recording accidents and the actions taken. 

Training Feature 

¢Ƙƛǎ ŦŜŀǘǳǊŜ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎǊŜŀǘŜ ǇǊƻŦƛƭŜǎ ƻŦ ȅƻǳǊ ŜƳǇƭƻȅŜŜǎΩ ǎƪƛƭƭǎ ŀƴŘ 
qualifications, set up training plans for them, and manage training courses, 
with costings and evaluations. 

Import Wizard 

This time-saving feature is used 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 ezyHR.  The Wizard 
is used once only, when setting up ezyHR. 
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Installing ezyHR 
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 in single-user mode 
(simplest), or on a number of user PCs (Clients) 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 operation, you should involve your System Administrator, because 
your network may have security issues which need to be resolved before 
installation.  When you install ezyHR, install the Server programs first, 
followed by the Clients.  Then activate the Client programs (see below), 
BEFORE adding any Optional Features. 
 
We have written the installation instructions to be as simple as possible, but 
ƛŦ ȅƻǳ ŘƻƴΩǘ ǳƴŘŜǊǎǘŀƴŘ ŀƴȅǘƘƛƴƎΣ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ȅƻǳǊ {ȅǎǘŜƳ !ŘƳƛƴƛǎǘǊŀǘƻǊ 
or the ezyHR Support Team before you start. 

Activation 
When you have completed the installation of ezyHR on each Client PC, you 
will be prompted to activate the product before you can use it.   Each Client 
PC will communicate with our website to register your licence details, so you 
will need an internet connection. 
 
When the activation process has 
been successfully completed on a 
Client PC, you will be prompted to 
create a User ID.  ̧ƻǳΩƭƭ ƴŜŜŘ ǘƘƛǎ 
to gain access to the ezyHR 
system after the installation 
process is complete. 
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Logging in to ezyHR 
/ƭƛŎƪ ƻƴ ǘƘŜ ŜȊȅIw ƛŎƻƴ ƻƴ ²ƛƴŘƻǿǎ ŘŜǎƪ ǘƻǇΣ ŀƴŘ ȅƻǳΩƭƭ ǎŜŜ ǘƘŜ [ƻƎ ƛƴ 
window.  Enter the User ID you just created, and the default password of 
12345678.  Once you have logged in to the system, change your password 
immediately, to prevent other users from having access to ezyHR using your 
User ID.  Your password should be at least 8 alphanumeric characters, and 
should contain at least one number.  Names and birthdays will offer only 
poor security.   
 
Note: When you first 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 any time to 
something that is 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 the password icon  from the Navigation 
Bar under the Miscellaneous menu heading.  Enter your current password 
and then the password you woulŘ ƭƛƪŜ ǘƻ ǳǎŜ ŦǊƻƳ ƴƻǿ ƻƴΦ  /ƭƛŎƪ ΨhYΩ ǘƻ 
accept the changes. 
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Using ezyHR 
 
Note:  The illustrations used in this Guide may reflect installation under a 
number of different Windows operating systems, and may have a slightly 
different appearance to those on your machine.  They are shown for 
explanatory purposes only. 
 
 
 

 

Menus, Tools & Navigation Bars 
The top two rows of the screen consist of a Menu Bar that displays drop-
Řƻǿƴ ƳŜƴǳǎ ŀƴŘ ŀ ¢ƻƻƭ .ŀǊ ǿƘƛŎƘ Ŏƻƴǘŀƛƴǎ ΨLŎƻƴǎΩΦ  LŎƻƴǎ ŀǊŜ ŀ ƎǊŀǇƘƛŎŀƭ 
representation 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 tool bar will execute a task. Typically, an icon found on the tool bar is 
also represented behind a menu from the menu bar. 
 
If you prefer to use the keyboard, menu items can also be executed by 
ƘƻƭŘƛƴƎ ǘƘŜ Ψ!ƭǘΩ ƪŜȅ ŀƴŘ ƪŜȅƛƴƎ ǘƘŜ ŎƘŀǊŀŎǘŜǊ ǘƘŀǘ ƛǎ ǳƴŘŜǊƭƛƴŜŘ ƛƴ ǘƘŜ ƳŜƴǳ 
option dŜǎŎǊƛǇǘƛƻƴΦ  9ΦƎΦ Ψ!ƭǘ CΩ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ CƛƭŜ aŜƴǳΦ 

Menu Bar 
Tool Bar 

Navigation 
Bar 
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!ƴȅ ƳŜƴǳΣ ƳŜƴǳ ƛǘŜƳ ƻǊ ǘƻƻƭ ōŀǊ ƛŎƻƴ ǘƘŀǘ ƛǎ ΨƎǊŜȅŜŘ-ƻǳǘΩ ƛǎ ƴƻǘ ŀǾŀƛƭŀōƭŜ ŀǘ 
this time.  The task could also be greyed out because you do not have the 
ezyHR feature installed at this time. 
 
A tool bar can be positioned anywhere on your screen by selecting it and 
dragging it with the mouse to the desired position.  Once the mouse is 
released the tool bar is locked in position until the user logs out of ezyHR. 

Menu Bar 

 

 
 

 
 
 
The menu bar is used to execute tasks.   
By clicking on a menu option, a drop-
down list displays the menu options.  
Select the menu option you wish to 
execute by clicking on it. 
 

Tool Bar  

The tool bar will display a selection of icons, 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 
ƛƴŀǇǇǊƻǇǊƛŀǘŜ ƻǊ ƘŀǎƴΩǘ ōŜŜƴ ƛƴǎǘŀƭƭŜŘΦ  {ŜŜ ǘƘŜ ǘŀōƭŜ ōŜƭƻǿ ŦƻǊ ŀƴ 
explanation of the function of each icon. 
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Icon Function 

 
Create a new record. 

 

 
Edit the current record. 

 
Save the current details displayed in the active window. 

 
Delete the record that is currently in the active window. 

 
Display the previous record. 

 
Display the next record in sequence. 

 
Display the employee picture. 

 
Employee Search.  Find an employee using the search utility.   

 
Print pre-defined Crystal Reports. 

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

 
Mail Merge.  Generate a document for the current employee. 

 
Multi Mail Merge. Generate documents for all employees in the current set. 

 
Display the ezyHR schedule. 

 
5ƛǎǇƭŀȅ ŜȊȅIwΩǎ ƛƴǘŜǊƴŀƭ ŘƛŀǊȅ ǎȅǎǘŜƳΦ 

 
Work with Word or Excel templates.  
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Navigation Bar 

The Navigation Bar runs down the left-hand side of the screen.  It has 6 sub-
sections, or Menus, which group similar tasks together.  Under each heading 
ŀǊŜ ƛŎƻƴǎΣ ǿƘƛŎƘ ǊŜǇǊŜǎŜƴǘ ōŀƴƪǎ ƻŦ ǘŀōǎΣ ƭƛƪŜ ȅƻǳΩŘ ŦƛƴŘ ƛƴ ŀ ŦƛƭƛƴƎ ǎȅǎǘŜƳΦ  ! 
tab bank may have one or more tabs, and each tab bank will typically hold a 
collection of common information such as employee details.  The Menu 
headings are: 
 
Employee Records: Icons that provide access to employee information 

such as basic details, contract details etc.  This is 
typically where new starter information is set up. 

Activity: Icons that allow access to day-to-day information 
about an employee such as training courses etc. 

Jobs: Icons that allow access to job information and 
organisational structure.     

Employee Leave: Provides facilities for defining employee entitlements 
and leave accruals using templates, assigning them to 
employees, managing leave bookings and reporting 
leave details. 

Setting Up: LŎƻƴǎ ǘƘŀǘ ŀƭƭƻǿ ŀŎŎŜǎǎ ǘƻ ǎŜǘ ǳǇ ΨŘŜǎŎǊƛǇǘΩ ǘŀōƭŜǎ ŦƻǊ 
defining your company such as locations, departments 
etc. 

Miscellaneous: Icons that allow access to functions that are not 
directly related to a single employee such as macros, 
change password etc. 

 
Click on one of these titles to display the icons relevant to the title. 
 
The Navigation Bar may have more icons than can be displayed; in this case, 
click the down-arrow at the bottom of the bar to display further icons.   
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Active Window 
 

As ezyHR is a true Windows 
system, the user can have 
several windows open at the 
same time ς although only 
ƻƴŜ ǿƛƴŘƻǿ Ŏŀƴ ōŜ ΨŀŎǘƛǾŜΩΦ  
The active window will have 
the title bar highlighted.  In 
the example, the HR Details 
tab is the active window.  To 
make a different window 
active, click on the window.  
You can only key information 
into an active window. 

Employee Picture (Optional) 
The employee picture window can display an image of an employee.  You can 
ƭŜŀǾŜ ƛǘ ōƭŀƴƪ ƻǊ ŎƘƻƻǎŜ ƴƻǘ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ǿƛƴŘƻǿ ƛŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƘƛǎ 
facility. 
 
To be able to use the 
employee picture facility, 
employee pictures must be 
captured digitally and stored 
in the ezyHR Database in the 
ΨLƳŀƎŜǎκtƛŎǘǳǊŜǎΩ ŦƻƭŘŜǊΦ   
 
When you want to attach 
the digital image to an 
employee, click on the  
search button  to display 
all the images you have 
available.  See the Picture Selection window below. 
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Note: Typical file types for employee images are:  .bmp or .jpg.  Please 
check other file types to see if ezyHR can read them.  Digital images can 
demand large amounts of disk space; please take this into consideration 
when using this facility.   
 

When you are saving images, 
devise a naming convention so 
that they are easily 
recognised.  E.g. employee 
number, user name or 
surname/forename.  When 
you have a few hundred 
images it will take a long time 
to preview them all trying to 
find the cƻǊǊŜŎǘ ŜƳǇƭƻȅŜŜΩǎ 

ǇƛŎǘǳǊŜ ƛŦ ȅƻǳ ŎŀƴΩǘ ǊŜƳŜƳōŜǊ ǿƘŀǘ ȅƻǳ ŎŀƭƭŜŘ ƛǘΦ 
 
To preview the image, click on the file in the right-hand top pane.  To attach 
the image to an employee, double-click the file.  Click Save from the tool bar 
to save the picture. 

Employee View 
The employee view displays basic 
information about the current or 
ΨŀŎǘƛǾŜΩ employee, and remains on 
the ezyHR workspace permanently.  
When you select certain tasks 
specific to an employee, or when 
updating employee information, it 
is only on the active employee 
record that the task is carried out. 

Options 
Options allow the user to change certain defaults already set up in the 
system. To display Options, select Tools/Options from the menu bar. 
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Screen  

/ƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŎǊŜŜƴΩ ǘŀō ǘƻ ŎƘŀƴƎŜ ǎŎǊŜŜƴ ǇǊŜǎŜƴǘation properties.  Changing 
the screen properties will only affect the current user of ezyHR. 
 
Font: 
Select the font type from 
the search list.  All text that 
uses the default settings 
will be changed to the new 
font type. 
 
Font Size: 
Select the font size from 
the search list.  All text that 
uses the 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 
available colours.  All text that uses the default settings will be changed to 
the new text colour. 
 
Click the Test button to preview the effect of your changes.  Click the save 
icon to accept the changes. 
 
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 employee-related option from the ezyHR Navigation Bar, 
the system can display a picture of the active employee on the workspace.  
To activate the employee picture facility, select the Employee Tab and check 
ǘƘŜ 9ƳǇƭƻȅŜŜ tƛŎǘǳǊŜ ōƻȄΦ  LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ŜƳǇƭƻȅŜŜ ǇƛŎǘǳǊŜǎΣ ǳƴŎƘŜŎƪ ǘƘŜ 
box. 
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Output  

To set the desired output for your reports, select the Output tab. Here you 
can specify whether you wish the report to be displayed on screen or sent to 
a printer. 
 
 
Click on the Change 
button to see a list of 
possible devices.  
Double-click on the one 
you want and the tab 
will display the chosen 
output device. 
 
  
 
Use the right-click menu or the Save icon from the Tool Bar to save your 
changes, otherwise they will be ignored. 

Searching 
When entering data, you may need to select one of the valid choices that 
have previously been set up for a field (see Setting Up the System).  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 entered values, 
ȅƻǳΩƭƭ ǎŜŜ ǘƘŜ {ŜŀǊŎƘ .ǳǘǘƻƴ  alongside a field.  Click on it to see a list of 
the values you can choose from.  If the one you want is not shown, you must 
add it to the list of entries for that descript. 
 

 

If the list is large and you 
ŎŀƴΩǘ ǎŜŜ ǘƘŜ ƛǘŜƳ ȅƻǳ ŀǊŜ 
looking for you can enter 
the first letter of the item.  
You will be positioned at 
the closest match. 
 

Select the item you wish to use by double-clicking with the mouse. 
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Alternatively, if you know the value that you want to 
enter, you can type it straight into the search field.  The 
system will attempt to guess the value you are entering 
by displaying the closest match it can find in the search 
list.   

Dates 
If you click the Search 
ōǳǘǘƻƴ ǿƘŜƴ ƛǘΩǎ 
alongside a date field, the 
calendar window is 
displayed. 
 
Double-click a date on the 
calendar to select it. Click 
the arrow buttons to 
move backwards and 
forwards through months 
and years. 
 

 Moves back 4 months or 5 years at a time. 

 Moves back 1 month or 1 year at a time. 

 Moves forward 1 month or 1 year at a time. 

 Moves forward 4 months or 5 years at a time. 
 
LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ǎŜƭŜŎǘ ŀ ŘŀǘŜ ŦǊƻƳ ǘƘŜ ŎŀƭŜƴŘŀǊ ȅƻǳ Ŏŀƴ ǘȅǇŜ ƛǘ ǎtraight 
into the field, in the format DDMMYYYY.  When you tab out of the field, date 
formatting will be inserted. 
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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.   
 

 
 
Each of the columns in the list box can be used to sequence the records 
displayed.  To re-sequence 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.  To do this use the right and left arrows    on 
the tool bar.  If you want to find a specific employee quickly, display the 

search window by clicking on the employee search icon  on the tool bar.  
 

 
 
The search window lists all the employees in your database alphabetically by 
surname.  To 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 employee, click anywhere within the column and type a 
few letters/digits that you wish to search by. 
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E.g. By typing Wa in the employee surname column this example list will 
position at the surname WARD.   You need to type the sequence of 
characters straight after each other.   Double-click to select the employee. 

Maintaining Records 
When maintaining records in ezyHR, the tool bar icons or the Right-Click 
Menu are used to add, delete and save changes.  Display the tab that you 
wish to maintain and then select the relevant icon from the tool bar. 

Adding Records      

¢ƻ ŀŘŘ ŀ ƴŜǿ ǊŜŎƻǊŘΣ ŎƭƛŎƪ ǘƘŜ ΨbŜǿΩ ƛŎƻƴ ŦǊƻƳ ǘƘŜ 
tool bar, or use the right-click menu.   
 

 

Saving Records       

Once all the information has been entered for a 
ǊŜŎƻǊŘΣ ŎƭƛŎƪ ǘƘŜ Ψ{ŀǾŜΩ ƛŎƻƴ ŦǊƻƳ ǘƘŜ ǘƻƻƭ ōŀǊ ǘƻ 
accept the changes, or use the right-click menu. 
 

 

Deleting Records     

To delete a record, make sure the correct record is 
ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ǘƘŜ Ψ5ŜƭŜǘŜΩ ƛŎƻƴ from 
the tool bar to remove the record, or use the right-
click menu.  You will be asked to confirm the delete. 
 

 

Amending Records   

Where a field has a list of possible entries, click on 
the search button to see them.  Double-click on the 
entry you would like to select.  When it is displayed, 
make your amendments and click on Save or use the 
right-click menu. 
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Right-Click Menu 
You can also right-click the 
mouse in the grey area of the 
window to maintain 
Descripts (see Setting up the 
System). This will give you 
the Save, New and Delete 
options as on the tool bar. 
 

Capitalisation 
ezyHR will automatically capitalise fields that contain text (where 
appropriate) as they are entered.  This 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 mail-merging with MS Word, the information extracted 
from the database needs to be in a format that is presentable when included 
in a document. 
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Setting Up the System 
Professional systems need exceptional flexibility, and ezyHR provides that by 
its use of setup parameters, which define the system.  We call these setup 
parameters ΨdescriptǎΩ. 
 
Descripts are user-created definitions, and cover many different areas of 
your employee records ς an example would be the details of the private 
health insurance funds you use.  Your descripts will be different from any 
other user of ezyHR, because your company environment is different.  
.ŜŎŀǳǎŜ ȅƻǳΩƭƭ ǳǎŜ descripts frequently when entering your employee data, it 
is important that you set them up before you try adding employees. 
 
The great benefit of descripts, is that, if the data held in a descript changes, 
you only have to amend it once ς because each employee record that uses 
that descript will automatically refer to the amended data. 

Logging In 
bƻǿ ǘƘŀǘ ǿŜΩǾŜ Ǝƻǘ ǘƘŀǘ ƻǳǘ ƻŦ 
the way, we can have a look 
around the system.  Double-
click on the ezyHR icon on your 
ŘŜǎƪǘƻǇ ŀƴŘ ȅƻǳΩƭƭ ǎŜŜ ǘƘŜ ƭƻƎƛƴ 
window.  Enter the User ID you 
set up when activating. 
 
²ƘŜƴ ŜȊȅIw ǎǘŀǊǘǎΣ ȅƻǳΩƭƭ ǎŜŜ 
the workspace.  In this example, 
ǿŜΩǊŜ ǎƘƻǿƛƴƎ an ŜƳǇƭƻȅŜŜΩǎ 
photograph and the employee 
view window, which gives us some basic details to identify the employee 
ǿŜΩǊŜ ǿƻǊƪƛƴƎ ǿƛǘƘΦ  This employee is known as the active employee and any 
employee-specific changes we make will apply to this employee only. 
 
Use the icons under the Employee Records menu heading of the Navigation 
bar to create your employee records.  Each Employee must have at least a 
Master Details tab completed to be recognised by the system. 
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Data Entry Conventions 
ezyHR uses certain standards for entering data.  If you see an icon like this  
attached to a field, clicking on it will display a list of possible entries ς these 
will be the descripts ȅƻǳΩǾŜ ǎŜǘ ǳp earlier. 
 
Clicking on an icon in the Navigation Pane will display a window in the 
²ƻǊƪǎǇŀŎŜΣ ǎƻƳŜǘƛƳŜǎ ǿƛǘƘ ƳǳƭǘƛǇƭŜ ǘŀōǎΣ ŘŜǇŜƴŘƛƴƎ ƻƴ ǿƘŀǘ ȅƻǳΩǊŜ ŘƻƛƴƎΦ  
9ŀŎƘ ǘŀō ƛǎ ŀ ǎŜǇŀǊŀǘŜ ǊŜŎƻǊŘ ƻŦ ŘŀǘŀΦ  ¢ƘŜ ƻƴŜ ȅƻǳΩǊŜ ƭƻƻƪƛƴƎ ŀǘ ƛǎ ŎŀƭƭŜŘ the 
active tab. 
 
You can make changes to the data in the tab and store the new data in the 

record by clicking on the Save icon  in the tool bar at the top of the screen, 
or you can right-click in the active area of the tab to open a pop-up menu 
and select SaveΦ  LŦ ȅƻǳ ǘǊȅ ǘƻ ŜȄƛǘ ŦǊƻƳ ŀ ŘƛǎǇƭŀȅ ǘƘŀǘ ȅƻǳΩǾŜ ƳŀŘŜ ŎƘŀƴƎŜǎ 
ǘƻΣ ȅƻǳΩƭƭ ōŜ ǇǊƻƳǇǘŜŘ ǘƻ ǎŀǾŜ ǘƘŜ ŎƘŀƴƎŜ ŦƛǊǎǘΦ  ¢Ƙƛǎ ƛǎ ƛƳǇƻǊǘŀƴǘ ς fail to do 
ǎƻΣ ŀƴŘ ȅƻǳΩƭƭ ƭƻǎŜ ȅƻǳǊ ŎƘŀƴƎŜŘ ŘŀǘŀΦ 
   
hƴ ǎƻƳŜ ǿƛƴŘƻǿǎΣ ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ ŀŘŘ ŀƴŘ ŘŜƭŜǘŜ ǊŜŎƻǊŘǎ ŦǊƻƳ ǘƘŜ Right-
Click menu ς like this: 
 

¢ƘŜǎŜ ƻǇǘƛƻƴǎ ŀǊŜƴΩǘ ŀǾŀƛƭŀōƭŜ ŦƻǊ ŀƭƭ ǿƛƴŘƻǿǎ ς it depends 
ǿƘŀǘ ȅƻǳΩǊŜ ŘƻƛƴƎΦ  ¢ƻ ŘŜƭŜǘŜ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ƳŀǎǘŜǊ ŘŜǘŀƛƭǎΣ 
ŦƻǊ ŜȄŀƳǇƭŜΣ ǎƻƳŜǘƘƛƴƎ ȅƻǳ ǎƘƻǳƭŘƴΩǘ ōŜ ŘƻƛƴƎ ǾŜǊȅ ƻŦǘŜƴΣ 
you have to use the icon in the toolbar.  With such an unusual 
ŜǾŜƴǘΣ ȅƻǳΩƭƭ ŀƭǎƻ ōŜ ǇǊƻƳǇǘŜŘ ǘƻ ŎƻƴŦƛǊƳ ǘƘŜ ŘŜƭŜǘŜΦ   
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Updating Descripts 
Choose the Setting Up menu heading in the Navigation Pane 
ŀƴŘ ȅƻǳΩƭƭ ǎŜŜ ƛŎƻƴǎ ǊŜǇǊŜǎŜƴǘƛƴƎ ǘƘŜ ŘƛŦŦŜǊŜƴǘ ǘȅǇŜǎ ƻŦ 
descript used in ezyHR.   
 
Note: Those for OHS and Training will not be available unless 
you have installed the optional OHS and Training modules.   
 
You can think of descriptǎ ŀǎ ǎǘŀƴŘŀǊŘ ŘŜŦƛƴƛǘƛƻƴǎ ǘƘŀǘ ȅƻǳΩƭƭ 
use throughout your ezyHR system ς like types of work 
permit, health insurance providers, and so on. 
 
Enter a descript into the list only once and then it becomes 
visible by search button elsewhere in the system.  Not all 
descripts are mandatory so you will only need to set up the 

ones you need or want to use.       
                                
Remember, if you enter new data, or make changes to existing data, you 
must click the Save icon  or choose Save from the right-click menu before 
ŘƻƛƴƎ ŀƴȅǘƘƛƴƎ ŜƭǎŜΦ  LŦ ȅƻǳ ŘƻƴΩǘΣ ȅƻǳ ǿƛƭƭ ƭƻǎŜ ȅƻǳǊ ƴŜǿ Řŀǘŀ. 
 
Now try entering some descripts that are relevant to your company. 
 

Entering Your Employee Details 
hƴŎŜ ȅƻǳΩǾŜ ǎŜǘ ǳǇ ŀƭƭ ǘƘŜ descriptǎ ȅƻǳ ǘƘƛƴƪ ȅƻǳΩƭƭ ƴŜŜŘΣ ȅƻǳ Ŏŀƴ ǎǘŀǊǘ 
ŜƴǘŜǊƛƴƎ ȅƻǳǊ ŜƳǇƭƻȅŜŜ ŘŜǘŀƛƭǎΦ  5ƻƴΩǘ ǿƻǊǊȅ ƛŦ ȅƻǳ ŦƻǊƎŜǘ ǎƻƳŜǘƘƛƴƎ ς you 
can always amend or add to your descripts later on. 
 
There are many tabs and windows for you to complete with your employee 
information ς an illustration of the volume of data you can store in ezyHR.  
¸ƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ǳǎŜ ǘƘŜƳ ŀƭƭ ς only the Employee Master Details tab is 
mandatory.  To add a new employee, click on the New icon in the toolbar, 
whilst the Work with Employees - Master Details tab is active.  Please refer 
to the ezyHR User Guide for the valid entries for any field. 
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If you have a sizeable workforce, keying in the basic data for each employee 
can be a lengthy task.  In this situation, you may want to consider using the 
ezyHR Import Wizard, which can transfer selected employee data from an 
existing HR or Payroll system.  Review the Optional Feature pages of the 
ezyHR web site. 
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Features Overview 
¢Ƙƛǎ ƎǳƛŘŜ Ƙŀǎ ƛƴǘǊƻŘǳŎŜŘ ȅƻǳ ǘƻ ǘƘŜ Ƴŀƛƴ ŦŜŀǘǳǊŜǎ ƻŦ ŜȊȅIwΣ ōǳǘ ǘƘŜǊŜΩǎ ŀ ƭƻǘ 
more to the system than we can include here.  Once you have ezyHR up and 
running, why not check out some of the other advanced facilities that are 
available.  IŜǊŜΩǎ ŀ ƭƛǎǘ ƻŦ ǎƻƳŜ ƻŦ ǘƘŜƳΦ 

Integration with Microsoft Wordϰ 
One of the great benefits of ezyHR is its integration with Microsoft WordϰΦ  
For example, you can attach documents already in your computer to an 
ŜƳǇƭƻȅŜŜΩǎ ǊŜŎƻǊŘΣ ŀƴŘ ǊŜǘǊƛŜǾŜ ǘƘŜƳ ƭŀǘŜǊ ǿƛǘƘƻǳǘ ƘŀǾƛƴƎ ǘƻ ǊŜƳŜƳōŜǊ 
where they are stored.  The documents can be memos or letters created in 
MS Word, or spreadsheets from MS Excel.  You can even store scanned 
images such as driving licences, passports, visas, all of which can be attached 
ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜŎƻǊŘΦ 

  
You can use a standard document 
for merging ǿƛǘƘ ŀƴ ŜƳǇƭƻȅŜŜΩǎ 
details to create a personalised 
letter, for example. You can use 
ezyHR to generate mail merged 
documents for groups of 
employees as well. 
 
Mail merges are executed through 
the use of Templates (see under 
the Miscellaneous menu heading 

in the Navigation Pane).  These are the master documents you can create to 
which you add employee information. Templates may also be downloaded 
from the ezyHR website.   

Integration with Microsoft Outlookϰ 
ezyHR has its own internal diary system, where critical appointments like 
performance reviews and interviews can be posted automatically as you 
book them.  However if you already use MS Outlook, ezyHR can post your 
diary entries to your Outlook diary as well.  


