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This work instruction was last updated: 11" March 2010

Changing a Cost Centre Number at Post Holding.

This Work Instruction describes how to change a Cost Centre number at post
Holding level.

1 Changing the Post Holding Costing
2 Post Holding Costing data entry screen
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Changing the Post Holding Costing

\ ResourceLink HR Home Page > HR Tasks

EHR

Pick a menu

i Personnel Background Employee administration

i HR Tasks E Employee Reports

Pub

ﬁm
=

HR Tasks > Starter/Rejoiner/Visitor

E HR Tasks

Pick a menu...

Wariation to Contract

or pick a task

E" E-HR View
E«' Persanal change
E" = Em|
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Starter/Rejoiner/Visitor > HR New Starter Process |

Starter/Rejoiner/Visitor

Pick a task

E‘. HR M rter Process s~ Rejoiner

E" Cantract Return

1.1 The Employee Selection Screen will be displayed unless you already have
an employee selected from your Employee Work List.

of Task - HR New Starter Process - Employee Selection Screen

Senw-- DS BRA A5 - Bodda|?

Employee Other Numbers Structure Saved List
Match # Exact  Partial
Employee Number

Employment

Surname Initials

SBx Mat. Ins. No.

As at Date 11032010

Current Employee
Previous Surname
Known As

|Emp Mumber _|National ID Number Start Date|Faorg

[ Select ] [ Exit ] [ Save List ]

1.2 Enter the Surname or employee number of the employee who you wish to
amend the cost centre for.
1.3 Press Enter, you will move into the employee Personal Details screen.

1.4 Click on Screens Icon

g (% - Gt BRE(A B - BloE®ol 2

000460

Employee 18:87EEEAERS LM SMITH

Title Details
Legislation Type
Surname

Title

First Forename
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15 Click on Employee Post Holding Costing.
x|
Screen Mame
Personal Details
002 [MDEES12 Perzon Equal Opportunities
003 [MDESS4 Person Relationship Summary
004 |MDEESTD Employee Work Permits
005 [MD47571 Employee Contract Details
006 [MD4a52 Employee Basic Pay Details
007 |MD47S1B Employee Current Post Holding
002 [MD4751 Employment Detail
009 |MD47523 I Employee Post Holding Costing I
010 |MDEESTO _RkE Details
011 [MDEEST? Individual Employment Check De ;|
[ add ] [gelect ] [Delete ]
2 Post Holding Costing data entry screen
Employee 1848771 : MRS LM SMITH
General
Post I I
Start Date End Date
Start Date End Date Dt ail
21

Window into the Post field.

of MD48G17 Employee’s Post Selection

Short Desc

Start Date End Date

DOO01003401

[ |
Add ] [gelect ] [ Delete
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2.2

2.3

2.4

2.5
2.6

2.7

2.8
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Click on the post.

[ v~ D dBelAs B (Ble2®dsl?

Employee 1848771 : MRS LM SMITH

General
Post

Start Date End Date

Start Date End Date Detail

Press Enter.

9w -DEEl i BRASE - blow®ol?

00000

Employee 1848771 : MRS LM SMITH

General

Post CD01003401 - HR & Payroll System Manager

Start Date 23/02/2009 End Date

Seq Start Date End Date Detail MNotes
= vE  NE - |

[Changel [ Delete ]

In the End Date field enter the date of the day before the change to Post
Holding Costing is set to take place.

Click on Add

In the Start Date field enter the date of when the change to Post Holding
Costing is set to commence.

Press Enter.

Leave the End Date field blank, Enter through.
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Seq Cost Centre Ee's % Er's %
|
Add ] [Change] [ Delete ] [Expand

2.9 Click on Add.

2.10  Enter the Cost Centre number (Sub Project Code- starts with 5) that this
post is to be paid from. Press Enter.

2.11 Inthe Ee’s field enter the percentage that this post is to be paid from this
cost centre e.g. 100

2.12 Inthe Er’s field enter the percentage that this post is to be paid from this
cost centre e.g 100

2.13 Press Enter.

2.14 If the post is to be paid from more than 1 cost centre, add another row of
information.

& Please ensure that the Ee’s Column adds up to 100%
& Please ensure that the Er's Column adds up to 100%.
2.15 Click on Exit.
2.16  Press Enter.

2.17 If there are no further changes to be made to the record, click on Save
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Session  Edit  Wiew Process Tools Display Help
e v~ Dl $Be AL E - 5o ds

0OHPOO0E

B oyee 1848771 : MRS LM SMITH

General

Post |DDIZI1I]I]34EI1 | HR % Payroll System Manager
Start Date 23/02/2009 End Date

2.18 Click on Exit as there are no letters/contracts to be generated from this task.
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