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Making the most of myhrdept.co.uk 
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Introduction  
 
Welcome to myhrdept.co.uk’s user guide.  Here we will take you through the basics 
of setting your employees up on the system, creating, amending, saving and cloning 
documents for your employees and creating templates enabling you to re-use standard 
documents without having to answer the same questions all over again.  
 
We should point out that the majority of functions we describe in this guide are for 
our annual subscription holders only.  ‘Pay as you go’ users are able to purchase 
single documents for single employee use, but cannot store employee’s details.  This 
means that each time a pay as you go customer wants to create a document they must 
enter the details of the employee for whom the document is destined, and once the 
document has been completed those employee details will be lost.  
 
Annual subscribers enjoy far greater flexibility in their management of employee’s 
details, and with subscriptions starting from only £99 + vat for businesses with 10 
employees or less (discounted further for BII members) we would encourage all ‘pay 
as you go’ customers to upgrade their accounts to subscription status.   
 
Annual subscribers enjoy enhanced benefits including: 
 

· Employee database for ‘once only entry’ of employee details 
· Access to on-line advice for dealing with personnel issues 
· Document copying and templating facility 
· On-line storage of current and previous documents 
· Advanced document editing allowing access to all document text 
· The ability to pay by Direct Debit – ensuring subscriptions cannot lapse and 

data will not be lost, and, with a further 10% off, better value than other 
payment options!  
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1) Logging in/out of myhrdept.co.uk 
 
All users of myhrdept.co.uk are required to register.  Once registered entry into 
myhrdept.co.uk should be through the ‘Account Log-in >’ symbol at the top right 
hand side of every page on myhrdept.co.uk.   
 
Existing Users (who have registered already), including BII or other partner 
association/institute members who have already registered should log in on the left-
hand side of the log-in page.   
 
New users including NEW BII or other partner association/institute members 
should opt to log in on the right hand side through Please click here to join 
myhrdept.co.uk to use our services, or by clicking on the logo of their institute or 
association.  
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2) Creating your employee database in My Account 
 
The employee database allows annual subscription holders to store details about their 
employees.  When producing documents, the person(s) the document is simply 
selected from the database.   
 
2a) When first logging onto myhrdept.co.uk, your ‘My Account’ area will look like 
this: 
 

 
 
It is important that you have completed all of the fields accurately, as the information 
you enter here will be replicated in many of the documents you produce from 
myhrdept.co.uk. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

                             User Guide Last Updated April 2007 
 

4

2b) Select the ‘My Employees’ tab to see existing and add new employees.  Your 
annual subscription will dictate how many employee’s details you can manage in your 
account.   
 

 
 
From here you can add a new employee, or delete employees who have left your 
Company.  By clicking on the employee name you can add or amend their details. 
Make sure the details you enter are accurate and answer all questions where the field 
is marked with a ‘*’, as myhrdept.co.uk pre-fills certain fields e.g. in letters or 
contracts of employment and this will save you time in the document creation process.  
If you have more employees than your subscription allows, you will need to upgrade 
your subscription.  Under these circumstances the balance of your existing 
subscription will be deducted from the price and you will be asked to complete 
payment authorisation for your new subscription.  
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3) Producing a document  
 
All of our documents are listed under the ‘Products’ tab on the main menu bar, or by 
selecting the ‘New Documents’ tab in you’re ‘My Account’ screen.  If you wish to 
replicate a previously produced product, you can do so by selecting ‘My Documents’ 
from your account.  You will be given a list of those documents you have previously 
created.   
 
Example: produce a letter arranging an appeal hearing for an employee who has been 
dismissed.  
 
3a) From your account select ‘New Documents’.  
 
3b) Select the product category ‘Disciplinary & Grievance Letters’: 
 

 
  



 

                             User Guide Last Updated April 2007 
 

6

3c) Now select the letter ‘Invitation an appeal against disciplinary action’ – scroll 
down through the category until you find the letter.  
 

 
 
 
3d)   Once selected, check the description matches the letter you want to build and 
press the red ‘Build Document’ request below the description text: 
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3e) Select the employee the letter is for by ticking the box next to that employee, or if 
it is for a new employee not yet on the system select ‘Add new employee’ and 
complete the details requested. (Note that when creating letters for more than 1 
employee, you can tick more than 1 name & produce all letters at the same time). 
Click the ‘Next’ button. 
 

  
 
3f) Complete all of the questions asked, clicking next to proceed to further questions.  
Note that if you want to save the document to complete it later, you can select the 
‘Save for later’ option.   
 
NOTE:  Please do not leave your pc for longer than a few minutes and please 
resist the temptation to browse other parts of the site while document creation is 
in process.   
 
myhrdept.co.uk does not autosave information and information you have entered 
could be lost.  If you do need to take a break before finishing your document, please 
use the ‘Save for later’ button.  When returning to a saved document scroll through 
the questions until you reach the point where you saved.  As you do this you will see 
that all your previously entered answers will have been retained.   
 
Types of questions 
 
A) Yes/No, List & free text entry 
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myhrdept.co.uk uses a number of different styles of questions appropriate to the 
document.  Most of these are self explanatory, e.g. answer yes or no, enter a date etc.  
In some cases you will be given the opportunity to type text in a box.  Follow the 
instructions here on punctuation carefully.  Sometimes you will be asked to complete 
a sentence:  
 
You have been given a disciplinary warning for _____________ 
 
In the example above you would not start your entry with a capital letter, as it would 
not fit with the sentence, and so you may answer:  
 
persistently arriving late at work, the last occasion being on Friday when you were 20 
minutes late 
 
Unless the question asks you to insert a full stop, please do not. If you do you may 
find that the final sentence in the letter contains one full stop too many:  
 
You have been given a disciplinary warning for persistently arriving late at work, the 
last occasion being on Friday when you were 20 minutes late.. 
 
B) Example-led questions 
 
In the screen image on the following page you can see an example-based question.  
We use these when we think it will be easier for you to simply click on the phrase that 
appears closest to what you want to say and then edit it to perfectly match your 
requirements.  For example, during the contract of employment creation process we 
will ask you if you pay any enhanced rates for working overtime hours. If so we give 
you a few examples:  
 
e.g.1  ‘If you work more than X hours in a week, you will be paid at 1.5X your 
normal contractual rate for each hour worked’ 
 
e.g.2  ‘If you work more than X hours in a week, you will become eligible for time off 
in lieu, to be taken at a date to be agreed between you and your immediate manager.’ 
 
Having clicked on the example that is most suitable the text will be copied into a text 
box.  You can then change the sentence to your own requirements e.g. by changing 
the ‘X’ to ‘40’ to read ‘If you work more than 40 hours in a week’. 
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An example-led question:  
 

   
 
 
Once you have answered the question to your satisfaction, click ‘Next’ to continue, or 
‘Save for later’ if you want a break.   
 
 
3g) You will be notified once all questions have been answered and will be presented 
with the following screen: 
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Click ‘Finish’ to see the letter in draft form: 
 

 
   
Read through and check that the letter says what you want, and that all punctuation is 
tidy.  If you are not happy you can select the ‘Back to Questions’ tab and carry out 
any necessary amendments.  If you are happy, click ‘Generate PDFs’.  
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Your computer may well generate a warning message now to check that you are 
happy to download the document.  If so, click ‘download document’ from 
myhrdept.co.uk’s main page, or from the drop-down menu on the menu bar towards 
the top of the page. 
 
The document will now be produced in a pdf form and a copy stored in your account, 
both in My Documents and against the employee you created it for, in My Employees.  
If you wish you can also ‘Save a copy’ of the pdf onto your pc by pressing the save 
icon on adobe’s menu bar.  Rename the file as something you will later recognise and 
add ‘.pdf’ e.g. bugsbunnyletter01March07.pdf. 
 
 
Document building - Frequently asked questions 
 
I click ‘Generate PDFs’ but nothing happens? 
This will normally be because you do not have an up to date version of adobe reader 
on your pc.  Download this for free from www.adobe.com. 
 
Why do you use pdf style documents?  
A computer can be bought today for under £200, yet Microsoft Office retails typically 
for £170.  More and more people work on-line, and buy computers mostly for this 
purpose, choosing not to buy word processing or office-type packages.  The adobe pdf 
is a universal software format, the reader part of which is free.  This widens the reach 
of myhrdept.co.uk to many more customers.  
 
I have noticed a mistake or a spacing issue in the pdf, but I can’t edit the pdf!  How do 
I get round this?       
The pdf’s are ‘locked’, not allowing further editing.  We do this to ensure that our 
customers do not edit the core text of the documents we supply, and so avoid the 
possibility of deleting a legally required phrase, or perhaps writing something that 
isn’t legal. You cannot therefore edit an already published pdf, however you can copy 
and edit the document using the ‘Advanced Options’ described in Sections 4 & 5 to 
follow. 
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4) Using Advanced Options 
 
myhrdept.co.uk largely uses  ‘.pdf’ format documents to produce final copies of 
letters, contracts etc.  The adobe pdf is a universal software format, the reader part of 
which is free.  This widens the reach of myhrdept.co.uk to many more customers.  
 
Once produced, pdfs are ‘locked’, not allowing further editing.  We do this to ensure 
that our customers do not edit the core text of the documents we supply, and so avoid 
the possibility of deleting a legally required phrase, or perhaps writing something that 
isn’t legal. You cannot therefore edit an already published pdf, however you can copy 
and edit the document using the Advanced Options function.  The Advanced Options 
function can also be used prior to the pdf generating.   
 
We will look first at using Advanced Options for a document that has been ‘Finished’ 
but not yet generated into pdf:  
 

 
 
By selecting ‘Advanced Options’, all of the text in the document can be edited, and 
fresh text can be entered according to your wishes.  Please be careful here and please 
seek advice if, for example, you are drafting a new clause for your contract of 
employment.  Where changes are made to anything but the semantics of documents 
we would always advise that you seek advice on any potential implications.   
 
Once you have finished editing the document, press ‘Proceed’ (below the document 
text) and ‘Generate PDF’ to complete your document.   
 
NOTE:  When using the Advanced Options you are editing in HTML.  This means 
that your keyboard will not behave in the same way as when, for example, you are  
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editing in MS Word.  For example, when working in HTML a single strike of your 
return key will insert 2 line spaces – if you want only one space press Shift and 
Return simultaneously.  If you get into a mess editing your document, select ‘Revert 
to Original’ to return to the unedited version.  
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5) Creating a template document for re-use or copying an existing document. 
 
myhrdept.co.uk is equipped with a ‘copy’ function for documents.  This is handy for: 
 

· correcting an error you have spotted in a document that has already been 
generated in pdf form 

· saving time producing a document where only a few of the variables are 
different from a previously produced document.  

 
This function is accessed from the ‘My Documents’ tab in the document builder:  
 

 
 
 
Locate the document  you wish to copy by scrolling through the documents.  All of 
your previously produced documents are saved 10 to a page, with the 10 most recent 
on page 1.   
 
Once you have located the document you wish to copy, click on ‘Copy’ next to it, 
unselect the original employee and then select the employee you wish the document 
to relate to.  All of the questions and your previous answers will be assigned to the 
new employee.  Scroll though, check you are happy with all of the answers making 
any necessary amendments and then Finish the document as is described in section 
3g.   
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Tip:  For common documents, for example contracts of employment and offer letters, 
why not set up an employee ‘template’?  You can do this by going to the ‘My 
Employees’ tab and adding a fictitious employee e.g. Mr Template Template!   
 

   
 
   
myhrdept.co.uk requires all of the compulsory employee information fields marked 
with ‘*’ to be completed, but obviously as no final documents will be sent to our 
fictitious employee we can enter anything we want in these fields for now.  Please 
ensure that dates are entered in the correct format though (01/01/01). 
 
Once a document has been assigned to ‘Mr Template’, it will be easier to find, and 
copy from the ‘My Documents’ tab, as it will be marked as having been used for the 
employee ‘Mr Template’.  
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