INTRODUCTION TO
CEZANNE HR

FOR FURTHER QUERIES — PLEASE CONTACT YOUR
LINE MANAGER
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From: donotreply@cezannehr.com <donotreply@cezannehr.com>
- Sent: Wednesday, December 5, 2020 11:48

To:

Subject: Welcome to Cezanne HR

Dear BOB 2. Click within 24hrsil!

Welcome to Cezanne HR. vour new cloud based HR svstem.
Your Username is: WORK EMAIL ADDRESS

welcome E-mail

To activate your account, piease Tollow the IINK DeloW:

https:/fw3.cezanneondemand.com/CezanneOnDemand/-/CoventryRugby GPAlliance/Account/Set?

t=b089813%ac264603926d93c326aebldd

Thankyou 3. Create new password
Cezanne HR
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End No. of Start End No. of Total

I" Weekday Start Time Time Hours Time Time Hours Hours WO R KI N G /
# |Mond 09:00  12:45 375 1315 17:00 375  7.50 A NS
o PATTER 4

Tuesday 09:00 12:45 3.75 13:15 17:00 3.75 7.50

#
KEY NOTES
# |Wednesday 09:00 12:45 3.75 13:15 17:.00 3.75 7.50
o

Z |Thursday  09:00  12:45 3.75 13:15 17:00 3.75 7.50 Must be accurate
# |Friday 09:00 1245 375  13:15 17:00 375  7.50 and up to date to
# |Saturday 0.00 0.00  0.00 calculate holiday
# Sunday 0.00 0.00  0.00 correctly

*Any formally agreed changes in ® Must have equal

working patterns must have written half days to ensure

confirmation from your line manager that half days are

to refer to in order to change this.
calculated correctly



GETIT ON
e 1 P> GoogiePiay §



4. Select Holiday

Cancel
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tart Request

Holiday or Other Absence

4. ENTER START OF ANNUAL
LEAVE

WHAT SHOULD | PUT IN

NOTES?

AS MUCH APPROPRIATE
INFORMATION AS POSSIBLE
TO INFORM YOUR LINE
MANAGER + SAVE
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®* Request your day in lieu as

‘other leave’.
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ABSENCE /
CALENDAR

®* You can view your schedule
leave and any upcoming bank
holidays, using the calendar.

® You can also view any
potential clashes with peers,
when requesting leave.

® You are not able to view notes
( on absences and these are
strictly for line manager view

Access this by: only.

® You can download calendar

as PDF.
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® Returt

®* Employee Health Questionnaire

%

®* Mental Well-being self assessment
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EZANNE HR HELP! +X

Personal Settings

You can find Cezanne HR ‘Help’ in top
right corner >> Hover over Profile >>
Help

® It provides an extremely helpful user-
friendly guide for immediate questions
and can instantly provide answers to
queries

®* If you do not find your answer, please
consult your line manager first. If line
manager is unsure about anything, they
will contact HR.

Security Settings
Help

Log Out
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