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This work instruction was last updated: 23" March 2010

Accountant View

This Work Instruction explains how to use the Accountant View task in
ResourceLink to view staff personnel information.

Find a Staff Member Using Accountants View
Accountant View

Details Screen

Employment Screen

g A W N -

Costing Screen
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Find a Staff Member Using Accountants View

11

1.2

1.3

Initial Screen

of NorthgateArinso Client - Menu Browser

Session  Edit View Help

[e2n Dl s ERls 5 - bee® a2l

i @Top @eck FastPath | | @ 5 Code View (<4 Printer [ Sessions [2) Authorisations 11 Diary 9K Log OF

rm HR - Schools/PSD Access

Pick a task
1

[ Search for Human Object
[+ Query Teal

g Erployes v

Sumame

NatldNao

L 1

Gender

Employes Status

| [HRPZAG-copy HRPATL 9/2/10 : Current Menu : UQ_SCHOOL Printer ; Not Selected |aDD. [ o | MDMENL40

Search screen with the Employee Number, Surname, Search and Select

options highlighted

ol Task - Accountants Yiew - Employee Gelection Screen (=] 3]

e wDFH|f2RlAsE-BoeBo|?

Employee Other Numbers Structure Saved List Employment
Ktk [cll =291 all =220 1]

IEmpIDyee Number I I

ISumame I Initials
Sex Nat. Ins, Mo,

Current Employee Az at Date 23/03;2010
Previous Surname

Known &s

[ Add ][ Search I

|Emp Numbsr | National ID Nurnber Start Date|Fore

Exit ] [ Save List ]

J Enter an Employee Number CHAMGE UM MDS5522

Enter either Staff Number or Surname and Search. You can then select the

appropriate staff member from the list
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2 Accountant View

o Task - Accountants Yiew - Tab Folder ¥iewer
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ResourceLink
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Details

Employee 2073595 : MRS E BUCKET

Employment

Costing

Title : MRS
First Name : EDNA
Last Name : BUCKET
Known as :
Age : 21 Years 8 Months

Gender : F

Employee Number : 2073595

T crmwe [ mum| [mosozst

Date of Birth : 11/07/1988

2.1 The Accountant View holds 3 tabs of information:

Tab

Information

Details

Employee Number; Title; Name; Age;
Gender; Date of Birth.

Employment

Main Post ID and Post description; Start
Date; Original Start Date; End date;
Position Status; Pay Point; Main Post
Pattern; Probation End date; Probation
Confirmation.

Additional information Post Grade; Post
Holding and Hierarchy.

Costing

Post Holding Cost Centre (Name); Post
Holding Cost Centre (Number); Cost
Type — Payroll; Last Paid in Period; Last
Paid in Year
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3 Details Screen

of) Task - Accountants Yiew - Tab Folder Yiewer
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Employee 2073595 : MRS E BUCKET

Details Employrment Costing

Employee Number : 2073595
Title : MRS
First Name : EDMA
Last Name : BUCKET
Known as :

Age : 21 Years 8 Months

Gender : F Date of Birth : 11/07/1988

T crmmee [ mum| mosozst

3.1 This screen can be used to locate personal details about the employee
including name, age, date of birth and gender.
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4 Employment Screen

of, Task - Accountants ¥iew - Tab Folder Yiewer -0l x|
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Exit

Employee 2073595 : MRS E BUCKET

Employment

Post Description : Trainer

Main Post : AAD1000001 Pay Point : 37PR —

Start Date : 01/02/2010 Main Post Pattern : 20MWF

Continuous Service : 01/02/2010 Probation End Date :

Probation Confirmation :

End Date :

Position Status :

HMS Ref MNo:

ﬂ Post Grades ﬂ Post Haolding ﬂ Hierarchy Yiew ﬂ Pay Elements

|TEnter change mode [CHANGE MM [MDa0zs1

4.1 This screen contains information relating to an employee’s post(s). The
information on the front of this screen relates to the employee’s Main post.

4.2 To look at all the posts that the employee currently holds or has held in the

. . _lﬂ Post Halding
past, click on Post Holding.

of MD903G2 Employee Post Holding History 1'

Add ] [Change] [Delete] [Expand
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4.5

4.6

4.7
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If the employee is a single post holder, there will be only one row without
an end date. If the employee is a multi-post holder there will be a row
without an end date relating to each post they currently occupy at the
university.

To view further details relating to a post, click on the row of the post you wish
to see.

x|
Employrment
Start Date 01/02/2010 End Date
Post Holding
Post Long Desc Clerical Assistant
Post Start Date 14/02/2010
Grade Level 1b
Contract Hours 1zZ.00 FTE .33
Spinal Point 5 Rate 5.1390
Spinal Point Salary 092,66
Position Status Part Time - Permanent
Projected End Date
Location Highfield Campus, Southampton
_ﬂ Costing Details 1‘_"__ Contract Hours. ..

To look at cost centre information related to this post, click on Costing
_ﬂ Costing Details

Details.
|
Seq Cost Centre Code Ee's % Er's %
[
Add ] [gelect ] [ Delete ]

When you have finished viewing the information, click on Exit.

Continue to click Exit out of the screens until you return to the Employment
tab.
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Employee 2073595 : MRS E BUCKET

Employment

Post Description : Trainer

Main Post : AA0O1000001 Pay Point : 37PR S

Start Date : 01/02/2010 Main Post Pattern : 20MWF

Continuous Service : 01/02/2010 Probation End Date :

End Date : Probation Confirmation :

Position Status :

HMS Ref Mo:

i Post Grades @l Post Holding @ Hierarchy view @ Pay Elements

|[Enter change mode [cHAMGE MWLM [MDa0251

4.8 To view details on current and historical post grades click on Post Grades
_ﬂ Post Grades

of MD903G30 Employee Post Spinal Grade History x|
Start Date|E | Grade i
14,/02/2010 =
DDZI AAD1000001 01/02/2010 GRADE 3 2z 13.5584 14139.43
[ |
Add ] [Change] [ Delete ] [Expand]

4.9 The table will list the current grades for each post the employee holds and
the historical grades and posts held in the past.

Expand
4.10 To look at further details, click on a row and click on Expand ‘L
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of MD903G30 Employee Post Spinal Grade History

Add ] [Chamge] [ Delete ] [Expandl

4.11  When you have finished viewing the information, click on Exit to return to
the Employment screen.

=101

oL, Task - Accountants Yiew - Tab Folder ¥iewer

e v~ D@FH| BB A E

Bo¥ s o

i Ey
Resourcelink
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Exit

Employee 2073595 : MRS E BUCKET

Post Description : Trainer

Employment

Main Post : AAD1000001 Pay Point : 37PR

Start Date : 0170272010 Main Post Pattern : 20MWF

Continuous Service : 01/02/2010 Probation End Date :

End Date : Probation Gonfirmation :
Position Status :

HMS Ref Mo:

-
@ Pay Elements

i Post Grades @ Post Haolding @ Hierarchy view

|Enter change made CHANGE UM MD90251

4.12  To view where the employee sits within the HR Hierarchy, click on

_ﬂ Hierarchy ‘Yiew
Hierarchy View
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o, MD903G2 Employee Post Holding History

Start Date End Date|Post

x|

DO0100339 WS A 1R psooz
A&01000001 ¥ MSA3Z aRaDE 3 psooz

[ Add ] [gelect ] [Delete ] [Expand]

0 Select
413 Click on Select

z MDO0G45 Structure Unit Position

Level Mame Str Unit

Jos  |D0000000oo0
002 JUES PEOOOOO0O0O0D
003 [SCHOOL PKGROOOOOO
004 |DIVISION PKGREDDOOOO
005 [SUB DIV PKGREDDO100

006 | TEAM PKGEDDO110

[ Add ] [Change] [Delete

Description

Professional Services Group
University Secretary
Human Resources

Client Services

Service Centre

4.14 Click on Exit to return

—

4.15 Click on Exit to return to the Employment screen.
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Employee 2073595 : MRS E BUCKET

Employment

Post Description : Trainer

Main Post : AA0O1000001 Pay Point : 37PR

b

Start Date : 01/02/2010 Main Post Pattern : 20MWF

Continuous Service : 01/02/2010 Probation End Date :

End Date : Probation Confirmation :

Position Status :

HMS Ref Mo:

i Post Grades @l Post Holding @ Hierarchy view @ Pay Elements

[1[Erter chanae mods [cHAMGE MWLM [MDa0251
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5 Costing Screen

oL Task - Accountants Yiew - Tab Folder Yiewer
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Employee 2073595 : MRS E BUCKET

Details Employment Costing
Sub Project Code: International Office General
Sub Project Code 500740101 —
Account Code 1310 Fi
Last Paid in Period : 11 ’?
Last Paid In Year : 2009 v
I [cHamcE [ mom [ [MDonzsi

51 This screen displays information relating to the Sub Project Code (also
known as Cost Centre), the Account Code (also known as Cost Type) and
the period and year of the last payment to the employee.

Exit
5.2 To exit out of Accountant View, click on Exit . Q
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