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Introduction

This guide is designed to help get your ezyi#Resn up and running quickly.

If you are new to ezyHR, or you are evaluating §ystesn it is essential that

you read this guide firsti 2 dzy RSNRGF YR K2g ST &lw 62N
in PDF format, so you can print it off using the free Adobe Acrobat Reader

,2dz aK2dzZ R faz2 aGr1S GKS GAYS (2 NBc¢
Ay Of dzZRSR® CKS@QNS T GFrAtlrotS 2y GKS
first time you start ezyHR. You can return to the movies at any time, by using

the Help menu at théop 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.

2§ Ol t fl wSITAg/l, Wecadise iEcOmes as a complete HR systdin. A

you have to do is to enter the data that describes your company and your
SYLit 2eSSao STelw A& | O dz fprokessibnadl Sy i N
series ofHR software for big companies, so you get the benefit diubly-
featuredHR system at adction of the cat.
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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 fullyfeatured 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
containsDescripts lists of common entries thiazou 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 efnex.

Setting Up ezyHR

{AyOS e2dzftt dzasS RS: DESCRIPTS
your employee data and information

about your organisation, you must create
them first. Start with Employee
descripts, followed by those for General
dzaSsx FyR GKSy (K2as$s
matter if you make a mistake or leave
something out, you can always amend
your descripts later on. Note that some
RSAONARLIG GFroa Yl& GKSY
those up first.

u»
<
w
<,
[N
w

NBf & dzLJ

ax
u»
[O)
(s}
ax

2 KSy @2dz2Q@S ONBIGSR | ff RPazlsts Rahda ONR L
which you can choose when using ezyHR.

bSEG SydSNI &2dzNJ SYL) 2888 RIEGH @ LT
YSPHSNI KFR  O2YLziSNI aeadSy gAilK
employee into the system individually. However, if yalbeady have an
existing HR system or payroll system, you can usetlyélR Import Wizard
to collect the employee records and use selected fields to populate the

(9p) [0
"l
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ezyHR database. As you enter the employee records, you may well discover
entries for which ya have no descript. In that case, just update the descript
list.

If you just want to use ezyHR as a
ORGANISATION record] SSLIA Yy 3 aeaisSys
probably stop there. But if you intend

Job Types to manage your employees rather

than just keep records, the third step

Job Positions in setting upezyHR is to create the

structure of your organisation. This is

done by defining theype of jobs that
— you have (more descripts). Then you
define the actuajob positionsin your

organisation¢ for example, you may
KFgS WwW{lfSavyYryQ |a I
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

RFGF FTyR GKS 220a&a GKIG GKS& R2o .
organisation structure, you cassign employee$o jobs (and reassign them)
2dzad o0& dzaAy3a | WReNssining pfdResReMdh hllows FEINE O S

part timers and joksharing.

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 aréctivity entries, where you can capture
recurring events, like the booking and taking of holidays, recording
disciplinary events, etc.

Using its standard integration witS Office ezyHR allows you to create and
store documents as templates (MS Word reqdixeso that you can mail
merge employee data into them, singly or for a defined group. Other

© Cyberaid Pty Ltd Page6 of 33 eZ\/HR
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documents may be downloaded from tlezyHR ToolKIT a comprehensive

collection of HR policies, letters andg

forms created by HR specialists
which can form a conpte HR
system for you.

ezyHR is also integrated with MS
Outlook, to which it will post

aSt SOGSR RAINE S

Jplz

use Outlook, ezyHR has its own

internal diary which captures the

same diary entries. Outlook is also used to s&mdailsto employees direct

from ezyHR.

R2YC

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 &et where you define which employees are included.

W M)

Active Employee Set : Employees Over 45

hyOS

asia Aa

only see and report upon
those employees. Got an
update that applies to a lot of

employees?

No probleng

O

S1 & IGoteiMacrolets you define which employees, and what to update,
SO you can execute the update at the pre§®oe button.

Finally, ezyHR comes complete with around 30prigten reports ready for
you to run. If you want more, or different, reports, either create them
yourself in Crystal Reports (V10), or use the BnilCustom Report facility,
which transmis 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 currentlyour 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

© Cyberaid Pty Ltd Pager of 33
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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, filwed tabs, or defined reports

OHS Feature

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

Training Feature

CKA&A FSIGdNBE Ffft2ga e&2dz G2 ONBFGS L
qualifications, set up training plans ftimem, and manage training courses,

with costings and evaluations.

Import Wizard

This timesaving 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 anyystem 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.

© Cyberaid Pty Ltd PageB of 33 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 singge mode
(simplest), or on a number of user PCs (Clients) with the database residing on
a separate server (more congx).

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 secty issues which need to be resolved before
installation When you install ezyHRnstall the Server programs first,
followed by the Clients. Theractivate the Clientprograms (see below),
BEFORE adding any Optional Features

We have written the instéation instructions to be as simple as possible, but
AT @2dz R2y Qi dzyRSNARUGIYR Fye@iGKAYy3Is LI ¢
or the ezyHR Support Team before you start.

Activation

When you have completed the installation of ezyHR on each ClientoRC, y
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 an
Client PC, you will be prompted to
create a User ID, 2 dzQf t ¥
to gain access to the ezyHR
system after the installation
process is complete.

Database |ezyHR ~|

© Cyberaid Pty Ltd Page9 of 33 eZ\/HR
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Logging in to ezyHR

/| tA01 2y GKS Sieélw AO2y 2y 2AyR264
window. Ener the User ID you just created, and the default password of
12345678 Once you have logged in to the systesthange your password
immediately, to prevent other users from having access to ezyHR using your
User ID. Your password should be at least ®aipmeric 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 ameahdm
later.

Changing your password

You can change your |FEEzmm
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 deasiind should
not be readily accessible to people outside of the HR department.

Cunrent passward I\

Mew password I

To change your password, select the password [EBfrom the Navigation

Bar under the Miscellaneous menu headingnter your current password

and then the password youwdRl f A1S (2 dzaS FTNRY y2¢
accept the changes.

© Cyberaid Pty Ltd PagelOof 33 ezyHR
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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 ornyour machine. They are shown for
explanatory purposes only.

+ ezyHR (Human Resources)
Ele Employes Tovk Wndow Heb

A Prevous b et gy peture GV search (g setMontenarce [ st Slcton 23 schedde. oy .
9 M verge -curent P hos Siensl G ermtrepart e Orghat

[

[Fom [rarne

Detal
ﬁ’

Other Detals fmie

-8

Leave Tauss

g

EE Assignmet

IRm

Awsrd

[ecawoses

Stat Date | 23/01/1383 Leaving Date
Freauecy. [Foriesty

=3
EE Schedue
75

EE Set Schedie

&

mimﬂ Zy
e Transacbons e H R
Jb |

Descipt_|
Msc |

Active Employee Set - <All Emplopees>

Menus, Tools& Navigation Bars

The top two rows of the screen consist of a Menu Bar that displays-drop
R2gy YSydza |yR | ¢22f .FNJ gKAOK 02y
representition 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 aask. 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
K2f RAy3a (KS wrtaQ 1Se FyR 1SeéeAy3a GKS
optiondSa ONR LIG A 2y & 9d3ad Wil CQ gAfft RA
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lye YSydz YSydz AGSY 2NRAA Dt AGl N2E02 Y
this time. The task could also be greyed out because you do not have the
ezyHR feature installed at this time.

A tool barcan 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

File | Employee Tools Window Help

D ew X Delet

_;ig'x Delete A The menu bar is used to exde tasks.

'—g;‘;ch  Details By clicking on a menu option, a dro
B et vaenance_ fter Dets down list displays the menu option:

e BB Set Selection e Select the menu option you wish t
7% schedule I execute by clicking on it.

EI Diary
Other Details Title

Tool Bar

The tool bar will display a selection of icons, depending on which features
you have installedor the task you are working on. Icons which appear
greyed out are not available at this time because this function is
AYEFELLNRLINAIFGS 2N KFrayQid oSSy Avyaidlt
explanation of the function of each icon.

© Cyberaid Pty Ltd Pagel2of 33 eZ\/HR
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Function

Creat 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 empmlyee picture.

Employee Search. Find an employee using the search utility.

Print predefined Crystal Reports.

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

¥

Mail Merge. Generate a documfor the current employee.

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

Display the ezyHR schedule.

5AaLX & STé&lwQa AYyiSNylf RAIFNE aeaasy

Work with Word or Excel templates.

© Cyberaid Pty Ltd Pagel3of 33 eZ\/HR
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Navigation Bar

The Navigation Bamuns down the lefthand side of the screen. It hésub

sections, or Menus, which group similar tasks together. Under each heading
FNBE A02y&as 6KAOK NBLINBaSyid olyla 27
tab bank may have one or more tabs, anctledab 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 wherenew starter information is set up.

Activity: Icons that allow access to d#ég-day information
about an employee such as training courses etc.
Jobs: Icons that allow access to job information and

organisational structure.

Employee Leave:  Provides facilies for defining employee entitlements
and leave accruals using templatassigning them to
employees, managing leave bookingsd reporting

leave details.

Setting Up: LO2ya GKIFIG lff2g | O0OOSaa G2
defining your company such &xcations, 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 Navigatin Bar may have more icons than can be displayed; in this case,
click the dowrarrow at the bottom of the bar to display further icons.

© Cyberaid Pty Ltd Pagel4of 33 ezyHR
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Active Window

Employee Picture (Optional)

The employee picture window can display an image of an employee. You can
2N OK22aS y20 G2

fSIgS Al
facility.

oty

To be able to use the

H HR Qoo ) ecbes v et P ot Tertte et
employee picture facility, pemsietestamsama e
=l

employee picturesmust be
captured digitally and stored
in the ezyHR Database in the

WLYI 384Kt AOdzl <

When you want to attach
the digital image to an
employee, click on the

search buttonE to display e

all the images you have

oo b o @peare Ghow Bse

As ezyHR is a true Windows
system, the user can have
several windows open at the
same time ¢ although only
2yS GAYR2¢6 Oy
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

Fowy .

available. See the Picture Selentiwindow below.
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Note: Typical file types for employee images are:
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 fadity.

¥ Select Picture

When you are saving images,

(@
[

K1

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

|

LA OGdzNBE AT @&2dz OFyQi NBYSYOSNI gKI

To preview the image, click on the file in the rigtand top pane. To attach
the image to an employee, doubldick the file. Click Save from the tool bar

to save the picture.

Employee View

The employee view displays basig
information about the current or
Wi O lem@oBeR, 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 adte employee
record that the task is carried out.

|m |1Bu

| FRuth | Jarnine

Krowin

Sard

I Marulacturing - Managsment

Starit Date I 23/01/1983 Leaving Date

Frequeney I Four wWeekly

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.

© Cyberaid Pty Ltd Pagel6 of 33 eZ\/HR
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Screen

/ £tA01 2y (KS WwW{ ONXB Sy Catiot prapertie® Cliakging’ 3 S
the screen properties will only affect the current user of ezyHR.

Font:
Select the font type from
the search list. All text that =~ oesFeoest

uses the default settings Fon W8 S i |
will be changed to the new Fusie 57|

font type. o
Font Size:

Select the font sizerom
the search list. All text that Ten
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 vélichanged to

the new text colour.

Click theTestbutton 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 ies the window to reposition text as
a result of a font change.

Employee

When you select an employeelated option from the ezyHR Navigation Bar,
the system can display a picture of the active employee on the workspace.
To activate the employee picturfacility, select the Employee Tab and check

O

GKS 9YLIX 28S8SS tAQGdz2NE 062E® LT @2dz R2)

box.

© Cyberaid Pty Ltd Pagel7of 33 ezyHR
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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 desplayed on screen or sent to
a printer.

e o=
Soren| Emplopee Cutmut |

Click on the Chang
button to see a list of et
possible devices
Doubleclick on the one
you want and the tab
will display the choser
output device.

S erverlT Brather MFC-3180 USE
\SERVERDTADYMO Labehwiiter 320
erverdl\Fax

Miciosoft Office Documert Image Witer

‘ | I

Use the righiclick menu or the Save icon from the Toolr Ba 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 Systfinere
are a number of ways in whiglou can search for available entries.

If it is mandatory that you select from a list of previously entered values,
@2dzQf t &SS ([H&longsklé aNfBIH Clickzoniito/see a list of
the values you can choose from. If the one you wanbisshown, you must
add it to the list of entries for that descript.

I _loix|| If the list is large and you

E —— O|y.QL'J é_éé le
looking for you can entel
Sauih Austiala the first letter of the item.

Victoria You will be positioned a
“wiestern Auztralia
the closest match.

Select the item you wisto use by doubleclicking with the mouse.

© Cyberaid Pty Ltd Pagel8of 33 eZ\/HR



V1.3.3 ezyHR 0 Quick Start Guide January 2009

Alternatively, if you know the value that you want to
enter, you can type it straight into the search field. Th |V1E ]
system will attempt to guess the value you are enterin
by displaying the closest match it candim the search

list.

Dates

If you click the Search
odzi 2y 5KS e memi

alongside a date field, the
calendar  window s
displayed.

Doubleclick 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.

E Moves back 1 month or 1 year at a time.

]II Moves forward 1 month or 1 year at a time.

Moves forward 4 months or 5 years at a time.

LT @&2dz R2y Qi gyl G2 asStSOd Itaidgt GS

into the field, in the format DDMMYYYY. When you tab out of the field, date
formatting will be inserted.

© Cyberaid Pty Ltd Pagel9of 33 eZ\/HR
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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 doubficking on the line containing the
record.

& Employee Transactions o [u] B3

Diseipline Employee Leave |

23/07 /2004
1071272004
111072004

17./05/2004) 21/05/2004

Each of the columns in the list box can be used to sequence the records
displayed. To rsequence the list based on the data in a different column,
click the column title. To reverse the sequence, click the coltitie 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 leftar 4v* on

the tool bar. If you want to find a specific employee quickly, display the
search window by clicking on the employee search i@on the tool bar.

RE
Employee Suname _+ |Employee Forename Emplopee Master Payroll_|Employes Master Leaving |«
Al Fathmn Michells g
fan Saich Bizisy FiiF it A2
ndiews liver John 121 70441397
Arravesmnith Ruth Janine 160
B aldwir Cathering Ann 404
Batchelor Albert wiliam 202
Bigyman Higel Frank. 200
Bevan Anthony John 440
Biting Penny Jennifer 203
Blacking Hilda Gillian 154
Borcham Susan Jane a0z
Bowman Noris 423
Boyland Meil Alan 316
Brincat Maria Lucia 304
o m Andie Simon. 113

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 goin 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.

© Cyberaid Pty Ltd Page200f 33 eZ\/HR
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E.g. By typing Wa in the employee surname coluhia examplelist will
position at the surnme WARD. You need to type the sequence of
characters straight after each other. Doudolick to select the employee.

Maintaining Records

When maintaining records in ezyHR, the tool bar icons orRightClick
Menu are used to add, delete and save chges. Display the tab that you
wish to maintain and then select the relevant icon from the tool bar.

Adding Records
¢2 FTRR I ySg NBO2NRIZI ( ﬁ
tool bar, or use the rightlick menu.

Saving Records

Once all the infamation has been entered for E
NEO2NRX Ot AO0] GKS W{I ¢
accept the changes, or use the rigtiick menu.

Deleting Records

'I:o delete a recqrdv, make sure thg correct recorc x
RAaLIX TSR 2y 0KS aoON#ss :
the tool bar to remove the record, or use the rigt
click menu. You will be asked to confirm the dele

Amending Records

Where a field has a list of possible entries, click
the search button to see them. Doubtick on the
entry you wouldlike to select. When it is displaye
make your amendments and click on Save or use
right-click menu.

++ o+
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RightClick Menu

You can also rightlick the
mouse in the grey area of the F O g
window to maintain i
Descripts(see Setting up the
Systen). This vill give you

the Save, New and Delete
options as on the tool bar.

=101 5

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 desiptions. It is not a good idea to enter data
as all capitals. When mailerging 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 stems need exceptional flexibility, and ezyHR provides that by
its use of setup parameters, which define the system. We call these setup
parametersescrip@.Q

Descripts are usetreated definitions, and cover many different areas of
your employee recals ¢ an example would be the details of thgivate
health insurance fundgou use. Youdescrips will be different from any
other user of ezyHR, because your company environment is different.
. SOl dz&d S desrie frefuentdzawden entering youmeployee data, it

is important that you set them upefore you try adding employees.

The great benefit of descripts, is that the data held in @escriptchanges,
you only have to amend ince ¢ because each employee record that uses
that descriptwill automatically refer to the amended data.

Loggingin

b2¢ GKIG 6SQ@S &
the way, we can have a look =
around the system. Double
click on the ezyHR icon on your
RSa(lG2L) FyR &2d3-
window. Enter theUser Dyou |«
set up when activatig.

2 KSy Stelw aidtr |
the workspace.In this example,
5 SQNE Ak BHAYL 2 &
photograph and the employee
view window, which gives us some basic details to identify the employee
4 SQNB ¢ 2 NJhis ghiployagelisikkown as thetive employee and any
employeespecific changes we make will apply to this employee only.

Use the iconainder the EmployeeRecordsmenu headingof the Navigation
bar to create your employee recordsEach Employee must have at least a
Master Details tab completkto be recognised by the system.
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Data Entry Conventions

ezyHR uses certain standards for entering data. If you see an icon i this
attached to a field, clicking on it will display a list of possible entriteese
will be thedescripsé 2 dzQ O Seadied. (i  dz

Clicking on an icon in the Navigation Pane will display a window in the
22N] 4L OSx a2YSiAyYSa gAGK YdzZ GALX S Gl
9FOK Glo Aa | aSLINIYGS NBO2NR && RI Gl
active tab

You @an make changes to the data in the tab and store the new data in the
record by clicking on the Save icEiin thetool barat the top of the screen,

or you canright-click in the active area of the tab to opera popup menu

and select Sap LT &2dz GNB G2 SEAG FTNRY | F
023 82dzQff 0SS LINBYLIWISR (2 acf@30diKS Of
a2 FYyR &2dQff t2aS &2dzNJ OKFy3ISR RI G

hy &a42YS 6AyR2gaz @&2dzQf 0S I oRift- G2 |
Clickmenuc like this:

= ¢tKSasS 2LWGA2ya | NByQicitddderdds | 6t S
Y tom 6KE(G &2dz2QNB R2AYy3I o ¢2 RStSGS
¥ pelets F2NJ SEFYLX ST a2YSUKAYy3a @&2dz akKz

you have to use the icon in the toolbar. Withchuan unusual
SPSyilz &2dzxft faz2 o6S LINRYLIiSR
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Updating Descripts

oo weee  ChOOSE theSetting Upmenu headingin the Navigation Pane

pey l ' yR @ 2dzQf f 4SS A02ya NBLINBaSy
ol descriptused in ezyHR
»
il Note: Those for OHS andraining will not be available unless
i r,.‘ you have installed the optional OHS and Training modules.
a
o You can think ofdescript I & &Gl yRIFINR RSTAYA
a use throughout your ezyHR system like types of work
= permit, healthinsurance providers, angb on.
03; Enter adescriptinto the list only once and then it becomes
l visible by search button elsewhere in the system. Not all
descrips 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 ico® or choose Save from the rigkdlick menu before
R2AYy3 yeiKAy3a StasSo LT &2dz R2y Qi3> &

Now try entering somelecripts that are relevant to your company.

Entering Your Employee Details

hyOS &2dz0@S deipt dzEJEdzttﬁKNijlS e 2dzQf ¢ y S
SYiSNARYy3I @2dzNJ SYLX 28SS RSGIFIAf gwu 52y
can always amend or add to yodescrips later on.

There are many tabs and windows for you to complete with your employee
information ¢ an illustration of the volume of data you can store in ezyHR.
. 2dz R2Yy Qi y SS KR ornly2the Eaffoyeé KaSter Detdild tab is
mandatory. Tcadd a new employee, click on tlidew icon in the toolbar,
whilst the Work with Employege- Master Details tab is activePlease 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 ftateach employee

can be a lengthy task. In this situation, you may want to consider using the
ezyHR Import Wizardwhich cantransfer selected employedata from an
existing HR or Payroll system. Revighe Optional Feature pages of the
ezyHR web site.
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Features Overview
¢CKA& 3JdzARS KFa AYUiNRRdIdzOSR &2dz (2 GKS
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.] SN Qa F fAad 2F az2vy$S 2F GKSYo

Integration with Microsoft Wordu

One of the great benefits of ezyHR is its integration with Microgédrdn

For example, you can attach documents already in your computer to an
SYLX 285SQa NBO2NR:X IYyR NBGNARSGS (GKSY
where they are stored. The documertan 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 camadieeaitt

G2 GKS SYLIX285SSQa NBO2NRO®

You can use a standard document

for mergingg A UK 'y SYLX 2
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 Outlooku

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 agell.
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