Installa@n Guide

The Holiday System

i Harveysm




Ste p 1 Signup to the holiday system at www.theholidaysystem.biz/signup
Complete your companies details as shown in the example:

' Holiday System

" Please complete form below to signup to The
Holiday Booking System

” Company Namea: The Holiday System
Address: g:::ﬁ;:?::ﬂ
Post Coda: OM21 2RF |
County { Stata: -IJnr::uhshira |
Counitry: United Kingdom |
el :D-ESI] 333 90480 |

Email address:
{thiz amai addre== wil be used for comunicagions and Managar@mahnlidaysflﬂ

i8S Onily |

Please anter starl date of your holiday

: 01/01/2013 |
yaar:
Follewear Limil{Days):
(the maximum number of krave dags an employee can 5 |
carmy forward from the previous year.)
Default Yearly Leava: I
¥ o5 |

{lhi= can b= changsd later)

We will now sebup up your first user account. This will ba the HR Admin account. [ This can be changed later)

Mame: Richard Harvey |
Email address: -Hrmanagal'@lhahnlidaysy|
Passward: I |
Password confirm: |sssuens |

You will be able to change any of the defails when you hawve logged in.

ﬂl agree 1o Harveys IT Lid standard terms and condilions. "Click hare”




Explanation

Please enter the first day of your holiday year. If today is 30th oct 2013 and your holiday year
runs 1st Jan to 31st Dec. enter 01/01/2013

Roll over limit. This is the max number of days that an employee can carry over to the next
holiday year.

Default yearly leave.
This is the default number of days used. This can be amended as each member of staff is setup.

Now we setup the first account. This should be the HR Manager.

When completed you will get this confirmation screen.

Holiday System

e
¥ Signup for a Holiday Booking System

Congratulations

‘four Haoliday syslem has been successiully setup.

Click hara and log in with your email address (Hrmanagern@theholidaysysiam_biz) 1o bagin.

22006 Harveys T Ltd.



Step 2

Login as the HR Manager with the email and password you entered on the signup screen.

The Holiday System

Please login

Click hara lo have your password senl 1o your amail adddrass .

Email: Hrmanagen@iheholidaysy

2006 Harveys. T Ltd.



You will be taken to the HR Manager home screen. This will also show you the HR Managers holidays.

The Holiday System

The Holiday System

My Requests Pending Approved Declined Cancelled Staff Details Aeports My Details Company Lo

Your leave status
Leawe Availabda ("13) | 25 | Leave Pending Approval {"13) | 0

Leave Availabda (14) | 25 | Leave Pending Approval {14} | O

Applied v From Ta Leave Comment

Your BnuhhT Requests

Book a Mew Holiday or Book a ¥4 Day.

SH00E Harveys.IT Lid. You are logged in as "Richard Harvey'. =1,1=4,p=0,8=01/01/1200,|=01/04113200

From this screen you will administer all the functions of the holiday system have a look
through the menus, most of them will be empty, however they will soon fill up when
someone books a holiday.



Step 3

Create your first group manager. The group manager is a none HR manager who will approve
holiday requests for their staff that report to them. The system users a hierarchy structure.

In this example Richard Harvey is the HR Manager, so he is the only person in the list,

until you add some managers.

The Holiday System

The Holiday System

My Requests Pending Approved Declined Canoelled Staff Details Aeports My Details Company Lo

Staff Overview

I this year naxt year

I Employee & | Available | Pending | Taken | Available | Pending | Taken

Richard Harvey | 25 o] 0 25 o] o]

Manage Retired Stafl  Add a Mew Mamber of Slalf Heirachy Exporl List Stafl Leave Reporl

ZF00E Harveys IT Lid. You are logged in as "Richard Harvey'. ¢=1.1=4,p=0,8=01/011300,|=01/0411300

The HR manager can see all staff records. The managers

HR Manager can only see limited data for thier staff. You can change

the manager / HR manager at any time for individual staff.

e Manager |

- Staff 1
- Staff 2

e Manager 2
- Staff 3




To create a user, go to staff details and choose "Add a new member of staff".
Enter the details for this member of staff. Note you can set the leave for the current year.
Press create.

The Holiday System

The Holiday System

My Requests

Pending

Approved Declined Cancelled Staff Details Aeports My Details Company

Lo

Mew Staff Member

MName
eMail
Country

Manager

"13 Leave

|James Brown

|

| Manager@thehnlidaysysle]

| England

d |

Richard Harvey ~ |

25

S2006 Harveys.IT Lid. You are logged in as ‘Richard Harvey'. ¢=1,1=4,p=0,8=01/01/1200,|=01/04/1300




You will then be taken to the user details where you can amend holiday entitlements and
make the user a manager.
TIP create all HR users and Mangers first.

The Holiday System

The Holiday System

My Requests Pending Approved Declined Cancelled Staff Details Aeports My Details Company LT::
Edit Staff Member:
; General info:

Name |.Jar'|'|E|s Brown |

aMail \manager@theholidaysystam.biz |

Country England

Managar |Rir.ha|'|:i Harvey - |

Alfributes Manager E HR Supervisar |:|

Annual Leawve

Leave : "3

Available 5 |0 3 =[zs
Panding EI

Booked EI

Leawva - "14

Awailable I?' +|ag :ﬂ = I?
Panding EI

Booked EI

Reports

Report Scope

Company Default

Leawva Histary

Full History

click

| Update | Retrestaft |

Add a Mew Mamber of Slafl. Helrospeclively Enler Leave. Exporl to Exceal.

©2006 Harveys.IT Lid. You are logged in as ‘Richard Harvey'. c=2 f=4 p=0,a=01/01/1200,|=01/04/1300




When you update a record, you will get a green banner that says "changes saved" this is your
confirmation the action has worked correctly.

The Holiday System

The Holiday System

My Aequests Pending Approved Declined Cancelled taff Details RAeports My Details Company Lo
Changes Saved
Edit Staff Member:
| General info:
MName |.Jan'ms Brawn |
aMail |mmagar@thahuidaysy-ﬂam.hiz |
Country England
Manager |Ri|:h;l'|:i Harvey - |
Alfributes Managar HR Supervisar |:|

Annual Leave

2 |t Tels |

Leawa "3

Available 5 Jtfo 3 =[=s
Panding IU_|

Booked IU_I

Leava - "14

Availabls E kS [{l - E
Panding Il:l_l

Booked EI

Reports

Report Scope

|Eump-any Default

Leawa Histary

| Full Histary | click

lulpdate | | Retirestatt |

Add a Mew Mamber of Stafl. Relrospectively Enter Leave. Export to Exceal.

ZF00E Harveys IT Lid. You are logged in as "Richard Harvey'. ¢=2.1=4,p=0,8=01/011300,|=01/0411300




Some of the options are a selection list. Choose the information you require and then update.

The Holiday System

The Holiday System

My Requests Pending Approved Declined Cancelled Suaff Details Reports My Details Company Lo
Changes Saved
Edit Staff Member:
Gener
James Brown
Mame
Plail H
" Richard Harvey v
Country e —
Managar |Ri::ha|'d Harvey - |
Alfributes Manager HR Supervisar I::I
Annual Leave | (25 t[_l[l : =28
Leava : 13
Awailable |25 |1: |-||;| :\ = |25
Edit Staff Member:
Pending 0 .
General info:
Booked i]
Marme |.Jar'nE|s Brown |
Leawve : 14 | |
. ahdail managertheholidaysystam biz
Available 25 |tfo 2 =[zs
Country England
Pandin 0
o Manager |Rinhan:| Harvey - |
Booked
EI Affributes banagar HR Supervisor I::I
Reports Annual Leave | |25 i[ﬂ : =25
Report Scope ‘ |{:nn'|p-an:.- Default -
Leava - '13
Leawva Histary Available |25 |:l: |-[I :\ = |25
Full Histary | elick i
Pendin
up (S — Company Default v
Booked
Add a Mew Member of Slafl. Helrospeclively Enler Leave. Expor to Exceal.
Leava NDnE

-
Availak

2006 Harveys.IT Lid. You are o Group

Peandin

Booked

Company

Reports

Report Scope Il!:}|:||‘|‘||:|-a|"|5|I Default

Leava Histary

Full Histary | click

\pdate || Retirestatt |

Add a Mew Member of Slafi. Relrospectively Enter Leave. Expor to Excal.




Step 4

Now create your next member of staff. You will be able to choose the manager they report to.
This can be changed at a later date if required.

The Holiday System

The Holiday System

My Aequests Pending Approved Declined Cancelled Staff Details RAeports My Details Company Lo

Mew Staff Member

Mamea | Richard Warker |

aMail |Wurkar@mahulida].rs].rstan|

Country England -
Manager ||James Brown -

13 Leava EEE |

hCreate

22006 Harveys.IT Lid. You are logged in as "‘Richard Harvey'. c=2.1=4,p=0,8=01/01/1300, |=01/04/1300




You can also choose if the user gets a weekly report showing who in their group is on holiday
over the next 4 weeks.

The Holiday System

The Holiday System

My Aequests Pending Approved Declined Cancelled taff Details Reports My Details Company LT::
Edit 5taff Member:
; General info:
Name 'Richard Worker |
aMail \worker@theholidaysystem biz |
Country England
Managar |.Jar'nE|s Brown - |
Alfributes Managar E HRE Supervisar |:|
Annual Leave I;I |0 :-' = l?
Leaws : "3
Available s |t[-10 3 =[5
Panding EI
Booked EI
Leawvea : 14
Available 25 e[ Z'=[1a ]
Panding EI
Booked EI
Reports
Report Scope -

|Nnna

Leawva Histary

| Full Histary | click

lpdate | | Retirestatt |

Add a Mew Mamber of Stafi. Helrospectively Enter Leave. Expor to Exceal.

e ———

B2006 Harveys IT Lid. You are logged in as ‘Richard Harvey'. c=3 f=4 p=0,a=01/01/1900, 1=01/04/1200




If you amend a users holiday entitlement it is shown in the reports as an audit trail.

The Holiday System

The Holiday System

My Requests Pending Approved Declined Staff Details Aeports My Details Company

Leave Status
Leawva Availabda {"13) | 15 | Leave Panding Approval ['13)

Leava Availabda {14

Usar TE2 "Richard Har
b { 0 days, Naxl Year:

Amend Slalf Member Add a Mew Mamber of Stall  Rebrospactivaly Entar Leava

ZF00E Harveys.IT Lid. You are logged in as "Richard Harvey'. ¢=3,1=4,p=0,8=01/011200,|=01/0411200



The holiday system comes free of charge with 4 users to allow you to test.

You will always get 4 free users in the future, you only pay for additional users.

If you exceed the 4 users, you will be asked to upgrade the system and pay for the
additional users.

The Holiday System

The Holiday System

My Reguests Pending Approved Declined Cancelled Staff Details Reports My Oetails Company Logout

New Staff Member

You cannot add any more users because you have reached your licensed limit. Please go to the company section and add / upgrade your subscription. If you have retired a mer
can delete them to re-use their license.

@2006 Harveys.IT Ltd. You are logged in as 'Richard Harvey'. c=4,f=4,p=0,e=01/01/1900,1=01/04/1900




To add more users, go to the company tab. Here will be shown all your company details.
Choose "Renew / Add more users"

The Hnlic@ System

The Holiday System

My Requests Pending Approved Declined Cancelled Staff Details Aeports My Details Company Lo
Company Settings
Billing Email Managen@theholidaysytem biz Display Mame The Holiday Systam
. o R The Holiday Systems is tamporarily unavailable. 1 Meron Terrace
syl e Vo cann g o s b, - Gainstirog
SATRTSES e Ul A S M There is a condition that requires attention from
Display HR Contact Dealails on Error Message. Past Coda |DN21 ZRF
Report Scope Mana - | County |Lim:|:|n5h.ira
Rollover Days 5 - | County |Llnﬁad Kingdom
Default yearly leave 25 - | Holiday Year starts on
Disable non HR Logons. :]

| Save Settings__ |

Subscription Infermation

Current users 4
Licansaed users 4 |4 Tree + 0 paid.)

Subscrplion and dale | n'a

Cosl per user [ yaar

SF00E Harveys.IT Lid. You are logged in as "Richard Harvey'. c=4.1=4,p=0,8=01/01/1200,|=01/0411200

You will then get the option of how many users you wish to add, these are purchased in block of 5 and
are calculated to the end of your current holiday year. The charge is £1.80 per user per year or pro rata if
less than 12 months to your year end. Please only purchase the minimum number of users required at a
time as unused users are not carried over at the end of the year.

The HD"CE System

The Holiday System

My Aequests Pending Approved Declined Canpelled taff Details Reports My Details Company Lo
Subscriba
[ ———
Subscribe | Subscribe for 10 : users for 4 : years up fo Thu Oct 30 2014

Order Total : 18.00 |




You will be asked to confirm your company information

The Hnlic@ System

The Holiday System

My Requests Pending Approved Declined Cancelled

taf'f Details Heports My Details Company Lo

Please confirm ! Update the following details

*First Name(s): Richard |
*Surnarmsa: |Har-.-ay l
“Address Line 1: || Morton Tarrace

Address Line 2: |Gainsbarough

*City: Lincalnshire |
*PostiZip Code: DN21 2RF

“Counry: United Kingdom -
State Code (US. only): | Please salect... -
Phaona: |0330 3339090 ]
e-Mail Address: Manager@theholidaysytem.biz |

\Back || Proceed |

And the amount that is due to be paid

The Hnlic@ System

The Holiday System

My Requests Pending Approved Declined Cancelled taff Details Aeports My Details Company Le
Order Confirmaltion Page
Your Baskal Contents
Title Price | Cuantity Tedal
Holiday System 0.15 GBP 120 18.00 GBP
Total: 18.00 GBP

Your Billing Details

Customer Mame: | The Holiday Systam

Name: Richard Harvey
1 Marlon Terrace
Gainsborough

Address Details: | Lincolnshire
DM21 2RF

Unitad Kingdom

Phione Mumber: | 0330 333 9080

a-Mail Addrass: | Manager@thaeholidaysylem biz

\oBack || Proceed |

L2006 Ha

1011800,1=01/041200



You will then be taken to the SagePay secure payments system

sage pay / alfarveysm

Transaction Details 3 R
To Pay Far @ Subscription Services ! -
Amount : 18.00 GEP ] T — -

Select Payment Method

PFlease click below to select the type of card you wish to use.

sa visa | |visa (B

Please only click the cancel button below if you intend to abort this payment process.

1 e g e sk oy e ik n
at - allarueys

Transaction Details 3 R
To Pay Far | Subscription Services / -
Ameunt : 18.00 GBEP 1 o i

Enter Card Details

Card Murmber® 123456780008747747] | ienter without spaces)
FPayment type Wisa

Firstnarme:* Richard 7| iname as it sppears an cand)
Sumame:* Harvey ] (namme as it appears an cand)
Walid From fomth: Yaar {# ne present, leave blank)

B - REO -
Expiry date® Momnth: [:n Yaar: Cn
Security Code* ) i ]

Billing Address Line 1* 4 Morton Terace | D
Billing Address Line 2 [Gainsborough ]
Billing City* Lincolnshire )|
Billing Post Code*® DN21 2RF | i ]
Billing Country® [ United Kingdom [~ ]




Sagepay / aillarveysm

Transaction Details

Te Pay Far : Subscription Services

Transaction Reference : 131030093723-95305

Amount : 18.00 GBP

Your Shopping Basket

Description Quantity  Item Value Item Tax Item Total Line Total
Holiday System 120 0.1250 0. 0250 0.15 15.00
Total Price: 18.00

Card Details

Faymeni type Visa Debit ! Delta

Card Murnber JOOHH MO0 MK BRDE
Cardhalder Name Richard Harvey

eMail Managenitheholidaysylem.biz
Biling Addrass 1 Marton Terrace

Eiling Post Code DNZ1 ZRF

Dealivery Address Line 1 1 Morten Terrace
Dalivery Line 2 Gainsborough

Delivery Cily Limcolnshire

Dalivary Pogl Code DNZ1 ZRF

Dalivary Counbry GB

To increase the security of Internet transactions Visa and Mastercard introduced 3D-Secure ‘fﬂffﬁedby

(like an online version of Chip and PIN). Depending on the card you have chosen to use and w
the retailer from whom you are purchasing, when you click Proceed you may be asked by your
card issuer for further authentication. MasterCard

Click proceed to complete your payment. Your transaction may take a few seconds SecureCode
to be authorised, please be patiant.

When payment has been completed you will be returned back to our website and receive a confirmation.

The Holiday System

The Holiday System

My Aequests Pending Approved Ceclined Cancelled taf'f Details Heports My Details Company Lc

Your order has bean Successiul
The lransaclion has complated succassiully.

The arder numbsar, for your reference is: 131030093723-95305

You quote this in all correspondance with us.

| tome |
e




In the company section you will be able to see the payment transaction you have made.
You will also see any past transactions. If a topup event failed, this will show as an aborted
transaction.

All credit card details are managed by SAGEPAY a PCl compliant system.

We never see your card details, so you can be assured the system is safe and secure.

The Holiday System

The Holiday System

My Requests Pending Approved Declined Canoelled Suaff Details Reports My Details Company Lo

Company Settings

Billing Email |Managar@1hnhulidays;rlm_biz Display Mame The Holiday Systam
Message 1o display to users when The Holiday Systems is temporarily unavailable. 1 Morton Terrace
lhe leave year could not be rolled Yaul cannctiogin e this time. Address Galnsbaraugh
aver dua to pending holiday requests. Thers Is a condition that requires allsntion from
Display HR Contacl Defails on Error Messaga. Post Coda |DN21 2RF
Repor Scopea |Nuna - | County |Liﬁnnlm‘.l‘im
Rollowver Days [5 'l County |Llr'|"l-al:| Kingdom
Default yearly leave |25 - | Holiday Year starts on
Disable non HR Logons. :]

Subscription Information

| Currenl useans 4 |
Licansed users 14 (4 frea + 10 paid.)
Subscriplion and dale | 3012014 |
Cosl per usar [ year 1.80

Payment History

| Date Reference Qty | Rate | Amount | Payment | Fulfilled | Paid Users | Expiration Date
301072013 09:37:00 | 131030083631-22020 | 120 (015 |18 ABORET MO 0 n'a
30072013 09:37:00 | 131030083723-95305 | 120 (015 |18 81,9 YES 10 I 02014

2006 Harveys I T Lid. You are logged in as 'Richard Harvey'. c=4,1=4,p=10,8=30 2014 1=2B/01/2015




Staff Leaving / Retiring

When a member of staff leaves the company you can retire them.
This is a one way action and cannot be undone.

The Holiday System

The Haoliday System

My Aequests

Pending Approved

Canpeled Staff Details Heports My Details Comparny Lc

Edit Staff Member:

General info:

Mame

ahdail
Country

Managar
Aliributes

Annual Leave

|i.'lr relirad

|raﬁrad@mahulidaysyslam_blz

England

|Jamas Brown

Managar D HE Supervisor |:|

|25 :l:[l:l 2 =25

Report Scopa

Leava : "3

Available 25 |0 3 =[zs
Panding EI

Booked EI

Leave - "14

Available |?| +|o 4l I?
Panding EI

Booked EI

Reparts

|Empany Diefault

Leawva Histary

Full History

click

llpdate | | Retirestatt |

Add a Mew Mamber of Slaff. Eelrospectively Enty

http://
www.theholidaysystem.biz

Are you sure you want to remove this
member of staff?

THIS IS PERMANENT!

Cancel



Retired staff are greyed out in the list, you can still view their details, but not make any changes.

The Hnlid1| oystem

The Holiday System

My Requests Pending Approved Declined Canoelled Staff Details Reports My Details Company Lo

Staff Overview

| this year naxt yaar
Employee & | Available | Pending | Taken | Available | Pending | Taken
James Brown | 25 o o 25 o o B
Mr ratired 25 o o 25 o o B
Richard Harvey | 25 0 0 25 0 0 =)
Richard Worker | 15 0 0 14 O 0 B

Manage Retired Stalf  Add a Mew Member of Slalf Heirachy Exporl List Siafl Leave Reporl

6 Harveys [T Lid. You are logged in as 'Richard Harvey'. c=4. =4, p=10,e=3010/2014 |I=28/01/2015

Retired staff are still counted in your user count. Once you are happy you can delete the

Member of staff and recover their user license. This is a permanent none reversible function,

all data relating to this member of staff will be removed. There is no backup of their data in any way.
You are recommended to export the staff’s history before you delete them.

The Hnlid1| oystem

The Holiday System

My Aequests Pending Approved Ceclined Cancelled Staff Details Heports My Details Company Lc

Staff Overview

this year next year
L

Employee a | Available | Pending | Taken | Available | Pending | Taken
k

Mr ratired 25 [u} 0} 25 Ju] [u}

Manage aclive

00E Harveys I T Lid. You are logged in as ‘Richard Harv



You will be asked 4 questions when you try and delete a member of staff, you must answer

these correctly to proceed.

|

The Hnlid_;t.? System

The Haoliday System

My Requests Pending Approved Declined Canoelled Staff Details Reports My Details Company

search| | [useawna

Staff Overview

Manage acliva

CEE Harveys [T Lid. You are logged in as 'Richard Harvey'. c=4,1=4,p=10,e=3010/2014,1=28/01/2015

For instructions on how to approve and manage holiday requests, please see the Managers Guide or User Guide.




