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This work instruction was last updated: 14/04/2010

Changing a Start Date Process

e This Work Instruction describes how to change a start date for someone on
ResourceLink. This applies to changing a start date on any post. An example
of when you would need to do this might be if a school asks you to set up a
new starter who is joining the University in four months’ time. Then, much
nearer the time the school contacts you again informing you that the new
starter will now start a week earlier (or later) than originally planned.

& Please note that everything must be done in the correct order stated here
or you will not be able to complete the task.

Changing an Employee’s Start Date

Basic Pay Details Data Entry Screen
Employment Detail Data Entry Screen

The Current Post Holding Data Entry Screen
Post Holding Costing data entry screen

Holiday Entitlements data entry screen

Fixed Pay Elements Summary data entry screen
Standard letters

© 00 N O O A W N P

Notify Payroll of the change you have made
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1 Changing an Employee’s Start Date

\ ResourceLink HR Home Page > HR Tasks

oL Northgatearinso Client - Menu Browser =1 x|
Session  Edt View Help

[eew " [CedienlxisE-bEno o g
i @Top @Back FastPath| | @ FCode View 5 Pirter [ Sessions [2] Authorisations [ Diary 3K Log 0ff

A oo ok List ¥
T sk History ()
T4 Fvousios @

Ecit Favourites.
[ Reports

[3 Search for Human Objsct
B AllDetails

[+ Query Tool

B Allscreens

[ Wik Pattems

[3 Hierarchy Fost to Past

Ay Person Search

Tupe

ol Froployes -

Suname

Gender

Emplayes Status

- Name

HRPZAG-copy HRPATL 9{2f10 : Current Menu : UQPERSONM Printer : Mok Selected ADD UM MDMERNL40 M
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ResourceLink HR Home Page > HR Tasks > All Screens |

of Northgatearinso Client - Menu Browser |8 x|
Session Edt View Help

(@@ w--DEH I ERA L E - heSsa2]
Top @Back FastPah | | @ % CodeView < Frinter [ Sessions 7] Autharisations (L1 Diay 3 Log 0ff

o HR Tasks
L Feoon ok List (v) E
&

T3 Favoter . Pick a menu...

Edt Favouies...
[ Reparts

[B Search for Human Objsct
B A Details

- Query Toal

[ Al Screens

[ ‘wark Patterns

[ Hierarchy Past to Post

Person Search

; or pick a task
e
& Erplayes v E_, v

Sumame

al change > Enquiry

Enquiry

Gender

Emplopee Status

searen

Ilﬂ =|Mame
< i, | =

[IHRPZAG-cony HRPATL 9/2/10 : Current Menu : U HRTASKS Printer : hot Selected ADD UM MDMENUA0 B

The Employee Selection Screen will then be displayed.
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of Task - all Screens - Employee Selection Screen

=10l x|

2w~ DSd iB2RA S E - beddo 2]

Match % Exact  Fartial

Employee Number I

Surnarme Initials

Employee Other Numbers Structure Saved List Employment

Sex Mat. Ins., Mo,
Current Employee 45 at Date

Previous Surname

Known As

13/04/2010

Add ] [ Search

Title  |Ermp Mumber  |National ID MNurmber

Start Date| For

[ Select ][ Exit H Sawve List

Select an Employes

J|Enter an Emploves Mumber

1.1 In the Employee field enter the employee’s number

1.2 Click on Select .

1.3 Click on Screens @ to select Basic Pay Details
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of CTTASKYW View Current Screens in Task El
Seq Screen | Screen Mame | Status |
001 |MDESS3 Personal Details < Al
002 JUVDFLT Employee Fixed Pay Element Sum ki
003 [MOESS12 Person Equal Opportunities
004 |MDEES4 Person Relationship Summary
005 [MO4751 Employment Detail
006 |MD4757 Employee Post Holding History
007 [MO47523 Employee Post Holding Costing
MD4952 Employee Basic Pay Details
009 (MO4852 Employee Temporary Pay Element
010 |MDB255 Employee Holiday Entitlement
011 |MDEE57S Asset Management |
[ Ao ] [ﬁelect ] [ Delete ]
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2 Basic Pay Details Data Entry Screen

The first step of changing an employee’s start date is to amend the
effective date on the employee’s PSUB Pay Group on the Basic Pay
Details Screen. This involves entering a different pay group before

reverting back to the correct one.

of Task - all Screens - Basic Pay Detail
Session  Edit  Wiew Other  Process  Tools  Display  Help

=10l x|

e | v - DEEH B AL B - 55D ?

00000

Employee

Pay Control

SubPayroll
Payroll

il
CHEQUE VI

PSUBT B Staff

PAYROLLL {Main Payroll}
Monthly
Cheque

Pay Group
Ctrl group
Pay Type
Pay Method
Cheque Pay

Other

Last Paid ¥ear
Period

Date
Suspended Flag
Industrial Action
Starter Flag

Backdate MI

i Fin Inst Det i additional il PasiLeaver)

_ﬂ Motes

il P.Grp Histaory

_ﬂ Pay Currency

J|Press WINDOW Eo select the skructure unit the emploves belongs to

2.1 Window into the Pay Group field.

Seq Structure ] Cescription Level ]

001 (PSUR1 Staff SubPayroll =

002 |PSUBZ Pensioners SubPayroll
SubPayroll

004 |PSUB4 Teachers SubPayroll

005 |PSUBS Unpaid SubPayroll

006 |PAYROLLL {Main Payroll) Payrall

007 |PAYROLLZ {Teachers Payroll) Payrall

008 |PAYROLLI {Unpaid) Payrall

2.2 Select a different PSUB group by clicking on the PSUB group in the list

provided.
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e.g. If the employee is on a PSUB1 pay group, choose the PSUB3 pay
group.

Any other PSUB group can be chosen here because by the end of the
process this information will be overwritten with the correct PSUB group
and Effective Date.

ol Task - All Screens - Basic Pay Detail I ]

Session  Edit  Wiew Other Process Tools Display  Help
Blo®® 2| 00000

R YR

Employee

Pay Contraol

Pay Group SubPayroll Im@ ---IStaff

Ctrl group Payroll PAYROLLL (Main Payroll}
Pay Type Monthly

il
Pay Method CHEQUE "I Cheque

Chegue Pay

Cther

Last Paid Year

Period

Date

Suspended Flag Backdate NI
Industrial Action

Starter Flag

W P.Grp History i Fin Inst Det il additional il pasiLeaver)

ﬂ, Pay Currency _li, MNotes

J|Press WINDOYY ko seleck the structure unit the emplovee belongs to

2.3 The new Pay Group will appear in the Pay Group Field. Press Enter (this
will bring up the Effective Date field).

ofs MD49L82 - Pay Group Effective Dat x|

General
Effective Date | |

2.4 Enter the Effective Date that you wish the employee to have following the
change (i.e. the new correct start date for this employee).
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& Dates MUST be entered in the format ddmmyyyy.

16031975 for 16 March 1975.

25 Press Enter

of Task - all Screens - Basic Pay Detail
Session  Edit  Wiew Other Process Tools Display  Help

For example

=10f x|

mew--DEH It2B|A S B bBedw®ol| 2

00000

Employee

Pay Control

Pay Group SubPayroll |PSUEHS I Fees/Casual

Ctrl group Payrall PAYROLLL {Main Payrolly
Pay Type vl Monthly

Pay Method mz’ Cheque

Cheque Pay |

Cther

Last Paid ¥ear

Period

Date

Suspended Flag Backdate NI
Industrial Action

Starter Flag

_ﬂ Pay Currency _ﬂ Motes

i P.Grp History i Fin Inst et il additional il pasiLeaver)

J|Enter a pay method ar press WINDOW to select (PAYMTD)

2.6 Click on 6 to save the changes.

x|
zeneral
Are wou sure you want to Save?
¥es Mo
2.7 Click on Yes.
2.8 If you are using a task that has standard letters attached to it you may now

see the following screen: if so, click on Exit.
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Description
B 001  Level 4+ academic contract
002 |MCURIE 001 Marie Curie Contract

003 [(MSA1B2 001 Contract for MSA 1B/2

004 |MSAZFTFT 001 MSA 3 Full Time Fiked Term
005 [MSA4PLUS 001 Contract for MSA 4+

_0 fitele] echange a Delete 0 Expand

a-

() You do not want to generate any standard letters at this stage because
the task is incomplete and the PSUB group remains incorrect. You will
now go back into the task to revert the PSUB group back to the correct
format.

2.9 Go back into the All Screens task:

ResourceLink HR Home Page > HR Tasks > All Screens

o2 Northgatesrinso Client - Menu Browser |8 x|

Session Edt View Help

IR IR TN ER T
{ @ Tep @Back FastPath [ ] @ % CodeView i Pinter [ Sessions [2] Autharisations (- Diay 3K Log 0f

o il i HR Tasks
[ Fercon ok List v Fil
o

Task History v

Fawnwites

Edit Favourites... i 5 Rejoi isitor F]  Wariation to Contract

[ Reparts

[B Search for Human Objsct

B A Details

> Quen Tool

[ Al Screens

[ ‘wark Patterns

[ Hierarchy Past to Post ding Letters

Pick a menu...

ntain Posts

Fudldy Peison Search

Tupe

B Erployec -

Sumame

Iritials 7~ Personal change

Hatldhe * Employment Checks L payment Enquiry

Gender

Emplopee Status

Emplopse ~ |Name
I—‘ lane,
&

HRPZAG-copy HRPATL 9/2/10 : Current Menu : UD HRTASKS Printer : hot Selected

DD o T IMoMERU40 =
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The Employee Selection Screen will be displayed.

of Task - all Screens - Employee Selection Screen 10Ol x|

S n- Dol A D - bosw®d e

Employee Other Numbers Structure Saved List Employment
Match & Exact  Partial

Employes Number |

Surname Initials
Sex |_ Mat, Ins. Mo,
Current Employee F 4s at Date 130472010

Previous Surname

Known As

J [

Title  |Emp Mumber  |Mational ID Mumber Start Date| For

Select an Employes

[ Select ][ Exit ][ Save List ]

|J|Enter an Employves Number

The screen above will not appear if the employee has already been
selected following the instruction in Section 1.

2.10 Inthe Employee field enter the employees UPI (Unique Personal Identifier —
can be located on HR form).

2.11 Click on Select .

2.12  Click on Screens @ to select Basic Pay Details
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of CTTASKYW View Current Screens in Task El
Seq Screen I Screen Mame I Status I
001 |MDESS3 Personal Details < Al
002 JUVDFLT Employee Fixed Pay Element Sum ki
003 [MOESS12 Person Equal Opportunities
004 |MDEES4 Person Relationship Summary
005 [MO4751 Employment Detail
006 |MD4757 Employee Post Holding History
007 [MO47523 Employee Post Holding Costing
MD4952 Employee Basic Pay Details
009 (MO4852 Employee Temporary Pay Element
010 |MDB255 Employee Holiday Entitlement
011 |MD55578 Asset Management |

[ Ao ] [ﬁelect ] [ Delete ]

2.13
JRI=TEY
Session  Edit  Wiew Other Process Tools Display  Help

EEETEIN 00000

e v - DEH s2BA D -

Employee

Pay Control

Pay Group SubPayroll |PSUEHS I Fees/Casual

Ctrl group Payroll PAYROLLL {Main Payroll}
Pay Type M Monthly

Pay Method mz’ Cheque

Cheque Pay |

Other

Last Paid Year

Period

Date

Suspended Flag Backdate NI
Industrial Action

Starter Flag

i P.Grp History i Fin Inst Det il additional [l pasiLeaver)

ﬂ Pay Currency _lﬂ MNotes

J|Enter a pay method ar press WINDOW to select (PAYMTD)
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2.14  Window into the Pay Group field.

Structure Description

PSURL Staff SubPayroll
0oz |pPsuUBE Pensioners SubPayrall
003 |PSUBS3 Fees/Casual SubPayrall
004 [PSUB4 Teachers SubPayroll
005 |PSUBS Unpaid SubPayrall
006 [PAYROLLL (Main Payroll) Payrall
007 |[PAYROLLZ { Teachers Payroll) Payroll
008 |PAYROLLS {Unpaid} Payroll

2.15  Select the correct Pay Group by clicking on the PSUB group in the list
provided.

i.e. revert back to the correct PSUB group that was in the field before the
initial change was made at step 3.2.

of; Task - All Screens - Basic Pay Detail 101 =l

Session  Edit View Other Process Tools Display  Help

mew-DEH tRR(ASE - bHeedo 2

Employee |

Pay Control

Pay Group SubPayroll Iﬂﬂl ---IFeestasuaI
Ctrl group Payroll PAYROLLL (Main Payroll}
Pay Type 1 Maonthly

Pay Method CHEQUE "I Cheque

Chegue Pay

Other

Last Paid Year
Period

Date
Suspended Flag
Industrial Action
Starter Flag

Backdate MI

¥ P.Grp History @ Fin Inst Det il rdditional

il PasiLeaver)

ﬂ, Pay Currency _lﬂ Motes

J|Press WINDOW o seleck the structure unit the emploves belongs to

2.16 The correct Pay Group will appear in the Pay Group Field. Press Enter to
change the effective date.
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of, MD49L82 - Pay Group Effective Da x|

General
Effective Date | |

2.17  Enter the Effective Date that you wish the employee to have following the
change (The same date as entered for the false PSUB group in step 3.4).

6 Dates MUST be entered in the format ddmmyyyy. For example
16031975 for 16 March 1975.

2.18 Press Enter

x|

-
\E) W arning - History existing for thiz date will be over-written

2.19 If the message above appears, then click OK

The incorrect PSUB group that had been entered previously has now
been overwritten by the correct information relating to the correct PSUB
group and the new start date.

2.20 Click on Next Q
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3 Employment Detail Data Entry Screen

You now need to amend the Current Start date in the Employment
Detail screen. If this post is the person’s first ever post at the University
then you will need to change the Original Start date as well.

o Task - all Screens - Employment Detail 1Ol =]
Session  Edit  View Other Process Tools Display  Help
e n-DFE s RBA |0 b ®I 2 000006

Employee

Dates

Criginal Start m =001 I MNew Appointment
Current Start 01/03/2010 |SG001 =] Mew Appointrent
Termination =

To Staff
Probation

Additional

Service 1 Month 13 Days
Employee Type
Self Service Unit
Willing to Job Share
Motice Period

Mo Of Current Posts

il service Breaks [l User Fields il Motes i Empl. History

J|Enter the employee's Original Start Date

3.1 Click in the Current Start field and Delete the date.
3.2 Enter the correct date in the Current Start field.

If the Original Start date is the same as the current start date you will
need to do this in the Original start date field too.

Click on Q to move to the next data entry screen.
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4 The Current Post Holding Data Entry Screen

You will now need to make a note of all the details of the particular post
you are wishing to change the start date of, then delete that line of
information as it contains the incorrect start date (and this cannot be
edited). You will then need to add the line again with the new correct start

date.
T=I
Session  Edit Wiew Process Tools Display Help
(o€ v DSH/BEAs D [ BoBB o 2 000006

Employee

Seq Start | Grade Status KN | Detail Surmrmar

[ooL 1 7493 ¥ GRADE 4 psoos NEIvE B B

[ Add ] [Change] [Delete ] [Expand

_ﬂ Post Linking

J|Pseud0—53quence Mumber for Index Paging

4.1 Click on the Delete button.

Task - All Screens x|

["-\ &RE vOU SURE??
L

4.2 The above message will appear. Click on Yes to confirm the deletion.
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4.3

4.4

4.5

4.6

4.7

4.8

of Task - HR New Starter Process - Employee Current Post Details o =] 4]
Session Edit  View Process Tools Display Help

000002€ - DA ) Re A=

Employee 7

oD R

Seq Start Post I Grade Status M | Detail Summar:

[ Add ] [Change] IDeIete] [Expand]

ﬂ Post Linking

H|Psaudo—Sequence Mumber For Indes Paging [cHANGE UM [MD47s18

Click on Add to enter the Current Post Holding data for the employee.
Type in the Start Date.

If the employee is full time the start date must be the Commencement
Date on the HR Form

Dates MUST be entered in the format ddmmyyyy. For example
16031975 for 16 March 1975.

Press ENTER.

Type the Post Number into the Post field. (The Post number will be located
on the HR Form)

Press Enter.

If you see a dialog box warning that the FTE is being exceeded click on
Exit.

Click in the Details field and Window in.
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oL MD47L3 Employee Post Holding Details ﬂ
Detail
Post DDO3004956 Systems Support Assistant
Jaob MSALBE2 Manag, Spec and Admin 1B & 2
Employee Grade
Post Grade GRADE 24 Level 2a
General Conditions Misc Grade Contract
Start 30/03/2010 |
End | ™

Service In Post
Projected End

Paost Main Flag I_ Suspended I_
Exc. from attracting Ee's Costs I_
jﬂ T/S Template jﬂ Perf Management jﬂ User Fields jﬂ Motes
jﬂ Salary Planning
4.9 Click on the drop down list in the highlighted field. A list of reasons will be
displayed:
|

Description

G0001  [Regrading of Post
002 [LZ037  Misitor to Staff
003 [PILOO1  Cowver for Maternity
004 [PILODZ  Cowver for Career Break/Secondment
005 [PILOOZ  Cowver for Sabbatical/Study Leave
006 |PILOO4  Prormotion
007 [PILOOE  Internal Transfer {in depti-Restructure
008 [PILO0a  Int. Transfer {in dept)-Breakdown in Rel
009 [PILOO7  Internal Transfer {in dept) - Other
010 [pILOOs  Int. Transfer {in dept)-Flex. Working
011 [PILOO9  Internal transfer {out depti-Restructure
o1z IPJLDlD Int. Transfer {out dept)-Breakdown in Rel hd

[ Add ] [gelect ] [Delete ]

4.10 Select the appropriate reason for this New Starter. In most cases this will be
SGO001- New Appointment.

& You will have to enter the Reason again in a later field — you must be
consistent.

411 Type Y in the Post Main Flag field if this is the employee’s main post.

4.12  Press the Enter key to move through the remaining fields and on to the
Conditions tab.
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oL MD47L3 Employee Post Holding Details ﬂ
Detail
Post DDO3004956 Systems Support Assistant
Jaob MSALBE2 Manag, Spec and Admin 1B & 2
Employee Grade
Post Grade GRADE 24 Level 2a
General Conditions Misc Grade Contract
Service Cond ID m__l Management Specialist & Administrative 1
Source JOB
Position Status I l
Ococupancy 'I
Wk Pattern SEAMTWTE | SOM7.2T7.2W7.2T7.2F7.250
Source POST
Contract Hours I D.DD---I Weekly Hours 36.00 Wks Per Year £2.1430
Source POST Wk PAT FTE 1.0000 WPY FTE 1.0000
ﬂ T/S Template ﬂ Perf Management ﬂ User Fields ﬂ Motes
ﬂ Salary Planning

413 Window in to the Service Cond ID field

b MD55G2T Employee Service Conditions X]

General
Post CoOz004956 Systems Support Assistant
From 320/03/2010 To

End Date|Service Candition |Descripti0n |N0tes I;l

l = =

399
ool

Add ] [Change] [Delete ] [Expand

4.14  Click on Add and press Enter three times to pull through the Service
Conditions.

4.15 Please ensure that the correct service condition is showing as this impacts
several other areas of the system, as well as reports, and can also impact
whether or not the person will get paid. If you are unsure, please check with
a colleague.

4.16 Click Exit.

4.17 Window in the Position Status Field. The following screen will appear:
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4.18

4.19

4.20

4.21

4.22

MD55G30 Employee Position Status il
General
Paost DDO3004956 Systems Support Assistant
From 320/03/2010 To

Seg End Date|Position Status |Description |N|:|tes I;I
— : =l B
[
Add ] [Change] [Delete ] [Expand
Click on Add.
Press Enter twice to move to the Position Status field and display the drop
down list.
]
General

Post DDO3004956 Systems Support Assistant
From 30/03/2010 To

Seq Start Datel End Date|Fosition Status |Desc:ription |Notes I;l
001] 30/03/2010 | =i [
[~
Add ] [Change] [ Celete ] [Expand

Select the relevant Position Status from the list.

& Please ensure you select the correct position status as what you enter here
impacts several other areas of the system, as well as reports, and can also
impact the person’s pay. If you are unsure, please check with a colleague.

Press Enter to move through the remaining fields and click Exit.

Window in to the Wk Pattern field. The following screen will appear:
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of MD47LZ Employee Work Patterns ll
General
Post DDO3004956 Systems Support Assistant
From 30/03/2010 To
Seq Start Date End Date|'ork Pattern Description S Start Day |Feason =
|~ ] =
[ add | [change] [Delete | [Expand ]

4.23 Click on Add and enter through the fields.

4.24  If the correct work pattern has not defaulted into the Work Pattern field,
select the appropriate work pattern from the Work Pattern drop down list.

Warlc Pattern |Description s |
,lm =1 =

Code [Description

IEMTWE SOME FETA.75WWE FETOFE 7550
ISMTWT SOMB.7ETH.75WWE 75TE 75F0S0
IDMTWTF SOMIT?WIT?F?S0

355MTTS SIMITIWOT?FOS?

36 BAMTWTF S0MM7 5T7 BW7 5T75FEES0
F?750
2F7.250

4.25  Scroll down the list and click on the correct pattern

The Descriptions indicate the hours that are worked each day within
that pattern e.g. SOM6T6W6T6F6S0 (this pattern is 6 hrs a day Mon — Fri),
all patterns start on Sunday and end on Saturday.

4.26  The Start Day field refers to which day of the week the employee’s
Commencement Date is (check their HR Form):

Start Day Day Number
Sunday 1
Monday 2
Tuesday 3
Wednesday 4

Thursday 5
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Friday 6

Saturday 7

4.27  Enter the appropriate number into the Start Day field (e.g. for a Monday you
should enter “2")

& Please note that although the vast majority of work patterns are 7 day work
patterns, there are a few which are longer (14 days, 21 days and even a few
56 day patterns) — in these cases you will need to work out not only which
day of the week the person starts on (e.g. Monday) but also which Monday
of their 2 week, 3 week, etc. pattern this is — i.e. are they starting on the first
Monday of the pattern (day 2) or the second Monday of the pattern (day 9)
etc.

4.28 Window in to the Reason field and select the reason for the appointment.
& The reason MUST be the same as was entered at instruction previously
4.29  Press Enter and Exit.

4.30 Window in to the Contract Hours field.

x|
General
Post DDO3004956 Systems Support Assistant
Frafm 30/03/2010  To
End Date| Contract Hours |Wks PerYear FTE Hours|  Hrs PerYear{;l
| —l | | |
Add ] [Change] [ Delete

4.31  Click on Add to bring through the Start Date and press Enter twice.
4.32 Inthe Contract Hours field, enter the weekly working hours.
4.33  Press Enter.

4.34  If the employee works less than the whole 52.143 weeks per year, enter the
number of weeks per year that they will be working (e.g. “44”)

If the employee is working a Full year (52.143 weeks), then leave the Wks
Per Year field blank.
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4.35 Press Enter.

4.36 Inthe FTE Hours field enter the number of hours per week that a Full Time
Equivalent would work in this post. For example, although someone in a
MSA4+ post might only be working 17.5 hours per week the post itself may
well have an FTE of 35 hours, in which case you would enter this in the FTE

Hours field.
Seq | Start Datel End Date| Contract Hours |Wks FerYear | FTE Hours|  Hrs PerYear{;I
001 30/03/2010 17.50 35.00
002 | | -] j

4.37 Click on to the Misc tab.

x|
Detail
Post DDO3004956 Systems Support Assistant
Jaob MSALBE2 Manag, Spec and Admin 1B & 2
Employee Grade
Post Grade GRADE 24 Level 2a
General Conditions Misc Grade Contract
Location
Location m__l Highfield Campus, Southampton
Source POST

Awverage Pay

Awverage Pay I Awverage Hours I

Auto Recalc AP I_
ﬂ T/S Template ﬂ Perf Management ﬂ User Fields ﬂ Motes
ﬂ Salary Planning

4.38 Window in to the Location field.
x|

General

Post DDO3004956 Systems Support Assistant
From 30/03/2010 To

Seqg | Start Datel End Date|Leeatien |Descriptien |Seurce |Reasen |Netes [;l
00i| 30/03/2010 | =l -
[

Add ] [Change] [Delete ] [Expand

4.39 Click on Add and press Enter twice.
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4.40  Select the location from the Location field drop down list.

441  Press Enter.

4.42 Window in to the Reason field and select the reason for the appointment.
& The reason MUST be the same as was entered at instruction 4.10.

& Please note that this information must be entered otherwise the employee
will not be picked up on the HR reports.

4.43 Press Enter.
4.44 Click Exit.

4.45 Click on the Grade tab.

]
Detail
Post DDO3004956 Systems Support Assistant
Jaob MSALBE2 Manag, Spec and Admin 1B & 2
Employee Grade
Post Grade GRADE 24 Level 2a

General Conditions Misc Grade Contract

Pay Grade m__l Level 23

Source EMPRPOST

Start Date 30/03/2010
End Date

Paoint
Point Amount
Point Rate

ﬂ T/S Template ﬂ Perf Management ﬂ User Fields ﬂ Motes

ﬂ Salary Planning Exit

4.46  Window in to the Pay Grade field.
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General

Post DDO3004956 Systems Support Assistant

From 30/03/2010

T,

Change | Grade |

Add ] [Change] [Delete ] [Expand

| |Pseuda-Sequence Mumber for Index Paging

|CHANGE LM MD47L3

The Grade will pull through from the post, however if this is wrong it can be
overwritten in this screen.

If this is incorrect or if the employee is on a Off Scale Salary or works above
the standard hours for their grade (paid on Hourly Rate Grades e.g.
Nursery staff, Halls Cleaning, Security), window into the Grade field.

x|

Selection

Grade

Obsaolete Date

Seq Grade | Description |
00001 [AMCF Research Consultant Fellow {Hon Consult) ﬂ
00002 [AMCR Reader (Honorary Consultant)

00003 [AMCS Senior Lecturer (Honorary Consultant)

00004 [AMDT Dental Clinical Tutars (Hon Consultant)

00005 [AMRL Clinical Lecturer

00006 [AMMR Clinical Reader

0ooav |£«MNS Clinical Senior Lecturer

00008 [AMPL Clinical Psychaologist

00009 [AMPR Professor (Honorary Consultant) hd|

[ Add ] lgelect ] [Delete ]

Scroll down the list and select the correct grade or click on the off scale
equivalent grade (see examples below of Off Scale Grades and Hourly

Rate Grades).

Off Scale Grades
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Grade

Obsolete Date Search

Description

Off Scale

00056 |05 GRADE2A  Off Scale Level 24
00057 |05 GRADE2BE  Off Scale Lewvel 2B

00058 |05 GRADES Off Scale Level 3

00059 |0S GRADE4 Off Scale Level 4

00060 |OS GRADES Off Scale Level 5

00061 |05 GRADEG Off Scale Level 6 =
00062 |0S GRADET Off Scale Level 7

00062 |0S PROF 22 Off Scale Professorial Zane 2

Il a

Hourly Rate Grades

Description

GRD1B35.5H |Grade 1B 35.5 Hours
00029 |GRD2A 26H Grade 2a 36hours
00020 |GRD2A35.5H  Grade 2a 35.5 Hours
00031 |GRD2B 36H Grade 2b 36 hours
00032 |GRD2B35.5H  Grade 2b 35.5hours
00033 |GRD3 3&H Grade 3 35hours

00034 |pMcs1 MCE1
00036 [pMcs2 MCE2
00036 |McE3 MC53
a1 [ entart 1 Traice- |

450 Click on the appropriate Grade or Grade Equivalent for this employee.
451 Press Enter.

452 Inthe Reason field, click on the drop down and scroll down the list and
select the reason for the appointment.

& The reason MUST be the same as was entered at instruction previously

MD57G3 Dependency Selection x|

Seq Description

GDO01 egrading of Post
002 |GDooz  additional Increment
003 |GDO03  HRZ Increment

004 |G0004  Annual Increment
005 |GDOOS  Protected Ann. Inc. Progress (Job Match)

006 |GDO06  Cost of Living Award

007 |GDOO7  National Insurance Amendments

008 |GDOO8  No Cost of Living

009 |GDO0S  Senior Officer Consolidation

010 |LG0037  Retirement

011 |[LE037 Yisitor to Staff

012 |PILOOL  Cover for Maternity hd|

[ Ldd ] [gelect ] [ Delete ]
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453 Window in to the Point field and select the Salary Point for this employee.

You will not need to select a point if the employee is paid an Off Scale
Salary, in which case leave this field blank

MD564G4 Spinal Column Poinks =]
General

Spinal Column MAINSPINE

oo | g 16505,00

003 | g 16969.00

004 10 17460.00

005 11 17967.00

006 12 18486.00

007 | 13 19023.00

008 | 14 19575.00

o009 | 15 20144.00

010 16 20730.00 |
[ A ] [§ele|:t ] [Delete

& If the employee is on a point within the HRZs the bar point will have to be
changed first before the point can be selected.

& Please note, you should not move anyone into the HRZ area unless this has
been specifically agreed by the School / Department in consultation with
HR.

of MD47G41 Employee Spinal Grade History il

General |
Post DDO3004956 Systems Support Assistant
From a0/03/2010 T

Change | Grade |

Add ] [Change] [ Delate ] [Expand
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Annual increments:

Note: For most service conditions, the system will automatically award an
increment on the next 1° August unless there is an alternative date entered in
the “Override date” field (or if the person has already reached their bar point).

A person is only entitled to receive an extra increment if they have been in
post at least 6 months by the time the 1°' August comes round.

& Please note however that there are some service conditions were the
above is not applicable:

Clinical Consultants, Professorial staff, Level 7 non-professorial staff,
ERE staff appointed prior to 01/10/2004 protected on level 3

For staff in posts under these service conditions please follow the
instructions in the blue box below.

So, if you are entering a new starter to the University who is starting between
1% August and 1°' February then you can safely leave the “Override date” field
blank as they will have been in post for 6 months or more by 1°' August and
should receive a normal increment, which they will automatically (unless they
have already reached their current bar point).

Any new starter who will not have been in post for more than 6 months by 1°'
August (i.e. anyone starting after 1°' February of that year) should not receive
an increment in August of that year. In such cases, you should:

- Click in the “Override Date” field and enter the appropriate date for when they
should next get an increment (typically the 1% of August of the following year)

- Click on the “Override Reason” field and select “OR006” (Deferred increment due
to start date).

- Press Enter

- Ensure that a “1” is entered in the “Override Step” field (so that they will only
receive one extra increment).

- Ensure that a “N” is entered in the “Carry Forward” field — this will mean that in
subsequent years the person will receive an increment on the standard date for that
Service Condition (typically the 1% August).
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& Please note: If you need to add an increment grade row to a record and there is
already a future dated grade row which is scheduled to begin after the date of
the increment you will need to manually remove and re-enter this.

For example, if in June you were instructed to add an additional increment to
someone’s record from 1% August but notice that there is already a grade row
starting on 1° September, you would need to:

e copy down the details of this future dated grade row, then delete the row
e add in the increment row from 1% August, then
e re-add the row starting 1% September.

é If you do ever need to delete and then re-add a grade row, do ensure that you
copy the details exactly.

If you have been instructed that a new starter should receive their additional
increments on the date of their anniversary — or on a particular date which isn’t
the standard 1°' August — then you should:

- Click in the “Override Date” field and enter the appropriate date (such as their
anniversary date or other specified date)

- Click on the “Override Reason” field and select “OR001” (Increment on
anniversary) or another relevant reason code.

- Press Enter

- Ensure that a “1” is entered in the “Override Step” field (so that they will only
receive one extra increment).

- Ensure that a “Y” is entered in the “Carry Forward” field — this will mean that in
subsequent years the person will receive additional increments on the date you have
entered above.

Please note that non-standard incremental progression is only applicable in
very limited instances. These are Clinical Consultants, Professorial staff,
Level 7 non-professorial staff, ERE staff appointed prior to 01/10/2004
protected on level 3
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454  If you have been instructed that the employee is to be entered on a point that
is within the HRZ'’s click in the Bar Point field.

& Please note, you should not move anyone into the HRZ area unless this has
been specifically agreed by the School / Department in consultation with

HR.
x|
x|

General

Post DDO3004956 Systems Support Assistant

Post Start 30/03/2010

Grade GRADE 24 Level 2a

Grade Start 30/03/2010

Paoint Start 30/03/2010 Paoint 11

Seq |Bar Faoint Femoved|Reasan

= |
1=

ooz2 13

N
003 14 M
004 15 M
005 16 M
006 17 M
o007 | 18 N =
[ Add ] [Change] [ Delete

455  Click on the current bar point at the top of the table and click in the
Removed field.

4.56 Enter the date that the bar point has been removed and press ENTER three
times.

& Dates MUST be entered in the format ddmmyyyy. For example 16031975
for 16 March 1975

457 Repeat this process for each bar point that is to be removed. The new Bar
Point will be the next point without a Removed date.

4.58 Click on Exit.

459 Press Enter to update Current Bar point. You can now go back to the
Point field and enter a point within the HRZ.

Please note: if you are ever entering a backdated grade row which will precede a
cost of living increase you will need to:

- add a grade row from the start of the new post until the end of the old rate
- then add a new row from the start date of the latest cost of living increase

4.60 Press Enter to move through the remaining fields and click Exit.
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461 Click on User Fields.

ol MD00G32 Simple User Defined Field Data

Field Label Field Contents

Probation End Date
Prob Confirmation
Prob Ext. Date 1
Prob Ext. Date 2
MHS Honorary C'tract
Sch/Dept Contact

4.62 Type in the Probation End Date.
& Dates MUST be entered in the format ddmmyyyy. For example 16031975
for 16 March 1975.
4.63  Using the scroll buttons n scroll down to the bottom of the screen

464 Click on HMS Reference Number

ol MD00G32 Simple User Defined Field Data x|

Field Label Field Contents

Contact Extension No
Authorised Signatory
Job Details

Location

Visitor Title

HMS Reference Number

4.65 Inthe HMS Reference Number field enter the HMS Ref. No for this post.
4.66 Press ENTER and click on Exit.

4.67 Click on the Contract tab.
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x|
Detail
Post DDO3004956 Systems Support Assistant
Jaob MSALBE2 Manag, Spec and Admin 1B & 2
Employee Grade
Post Grade GRADE 24 Level 23
General Conditions Misc Grade Contract

Redeployment Reason 'I

Projected End Date

Contract Number l

HESA Indicatar [
ﬂ T/S Template ﬂ Perf Management ﬂ User Fields ﬂ Motes
ﬂ Salary Planning

The Redeployment Reason field is not used.
4.68 If the employee is on a Fixed Term Contract enter a Projected End Date.

4.69 If the employee is an FTC, click in the Contract Number field, window in
and select the contract entered previously on the Contract Details Screen.

4.70 If the post is HESA returnable type Y into the HESA Indicator field. (All Main
Payroll staff will have a Y in this field)

471 Press ENTER and click on Exit.

4.72  Click on G to move to the next data entry screen.
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5 Post Holding Costing data entry screen

of Task - all Screens - Maintain Post Holding Cost Parameters

=0l x|

eIk 000006

Session  Edit  Wiew Process Tools Display Help
e w—-DSH| s ERA B -
Employee

General

Post I I

Start Date End Date

Start Date End Date Detail

||Press winDGw to select required Post

51 Window into the Post field.

of MD48G17 Employee's Post Selection ﬂ

Shart Desc End Date
DDO1002401

&dd ] [geleet ] [Delete

Page 32 of 41




Universit
of E'In:urtlll:mptnn 9 peo pl e

5.2 Click on the post.

oL Task - &ll Screens - Maintain Post Holding Cost Parameters -0 x|

Session  Edit  View Process Tools Display Help
Blo®® |2 000006

v w-—- DEH| $Ba A 3 -

Employee

General

Start Date End Date

Start Date End Date Detail

5.3 Press Enter.
_iBixd
Session  Edit  View Process Tools  Display  Help

EEEXTEI0 00000

| v |DSH| i BEA|E -

Employee

General

Post IDDIJ1DE|34D1 I HR & Payroll System Manager

Start Date 23/02/2009 End Date

Seq Start Date End Date Detail Motes
23/02/2003 vl NE =

Add ] [Change] [Delete

54 Highlight the line with the incorrect start date in it and click on the Delete

button
55 Click on Add
5.6 In the Start Date field enter the correct date.

5.7 Press Enter.
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5.8 Leave the End Date field blank, Enter through.

of MD49G12 Costing Details x|
Cost Centre

E0ezo11o01 ! 100.00 100.00

Add ] [Change] [Delete ] [Expand

0 Add
5.9 Click on Add

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

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

5.12 Inthe Er's% field enter the percentage that this post is to be paid from this
cost centre (e.g. 100%)

5.13 Press Enter.

5.14  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%.

5.15 Click on Exit .
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6 Holiday Entitlements data entry screen

of Task - all Screens - Maintain Employee Holiday Basic Detail 10| =l
Session  Edit  Wiew Process  Tools  Display  Help
mgw--DEH s RR|(ASE - boddo 2 00006

Employee

Seq |StartDate  [Enddate | Emimnd ____ B/F____ Bxel ___ Taker| Remain|-]

[ Add ] [Change] [Delete ] [Expand

@ work Pattern

J|Pseudn—5&quence tumber For Index Paging

6.1 Click on Add

6.2 Enter the employee’s correct start date into the Start Date field and press
ENTER.

& Dates MUST be entered in the format ddmmyyyy. For example 16031975
for 16 March 1975.

6.3 Type the leave year end date into the End Date field (30" September) and
press ENTER through the remaining fields.

6.4 The Entlmnt field should automatically populate.

If there is no entitlement the employee is either rightly attached to a
service condition (see Current Post Holding) where they have no
entitlements or they are attached to the wrong service condition.

6.5 Click on g to move to the next data entry screen.
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7 Fixed Pay Elements Summary data entry screen

of Task - all Screens - Employee Pay Elements - Detail ] 4
Session  Edit  View Other Process Tools Display  Help

S€w-DEE BEAS - DoBDE 9 00006

Employee

Ellllllill-!

D[HIlIII:I:-I-IIl 1000 |Basic Pay

Add ] [Change] [ Celete ] [Expand

_ﬂ Currency

|J|Pseud0-53quence Mumber for Index Paging

7.1 Highlight the Fixed Pay Element with the incorrect start date and click on
Delete
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of Task - all Screens - Employee Pay Elements - Detail i ]

Session Edit Wiew Other  Process  Tools Display  Help

[9€ "~ DEH /Be A | DaB®E 2 00000
Employee

Seq [Post __ |CodeDesc [ swrll | PeriodAmfA[DM[S |-
|

Add ] [Change] [ Celete ] [Expand

_ﬂ Currency

|J|Pseudn-53quence Murnber For Index Paging

7.2 Click on Add \ﬂ

of MD48G10 Select Pay Element x|

Selection

Pay Element I I Employment | =

7.3 Window in to the Pay Element field and Enter through all the fields to
display the list of pay elements.
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o MDDOGEN Pay Element Selection x|
General
Partial Element I Pay/Deduction I_ Type |_
seq  |Code |P or [0 |Type |Shor‘t Desc |Long Description Iﬂ
0001 joool D M Tax Paid Tax Paid
0002 joo0nz D M Tax Rebate Tax Rebate Withheld
0003 (0010 ] I NI C/1 NI Contracted In
0004 (0011 D M1 NI A Saved Mon-Directors & Rate NI
0005 (o020 D MI MNI \Wfe C/1 NI Wife Contracted In
0006 0021 D MI NI B Saved Mon-Directors B Rate NI
0007|0025 D MI NI CI Def, NI Contracted in (Deferred)
0005 0026 D MI NI C Saved Non-Directors C Rate NI
0009|0030 D NI NI Pen /1 NI Pensioner Contracted In
0010 00321 D MI NI C Saved Mon-Directors C Rate NI
o011 IDDSS D NI NI CO Def, NI Contracted out (COSR) Deferred) hd|
[ Add ] [ Select ] [ Celete
Exit

7.4 Select the required pay element (Code 1000 is Basic Pay, codes 0001 —
0999 are standard ResourceLink pay elements, 1000+ are UoS specific).
The following data entry screen is displayed:

If the employee is to be paid a salary of a non spinal amount you will
need to enter the PE 2000-Basic Pay Non Spinal and enter an
amount, rather than using PE 1000.

Pay Element
Pay Element 1D 1000  Basic Pay

Post |
Start Date Reason I I

End Date

Employees
Armount 2nd Currency Table ID I_
Arrears Adjustment

Calc, Arrears
Cost Code | =]

Employers

Armount 2nd Currency | Table ID I_
Arrears
Cost Code =

il ralance Detail
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7.5

7.6
7.7

7.8

7.9

7.10

7.11

7.12

7.13

Window in to the Post field. A list of the employee’s posts is displayed.
Select the required post this PE is to be attached to.

Press Enter to move through the Start date.

Window in to the Reason field and select the reason for the PE.

& The reason MUST be the same as was entered at Post Holding.

Press Enter through the End Date.

If the PE you are entering requires a specific amount (e.g. 2000-Non spinal
Salary) to be attached to it, enter this in the Amount field. You will need to
enter the annual amount, the system will then divide this by 12. For PE 1000
— Basic Pay this is not required.

Press Enter to move through the remaining fields.

The Fixed PE Screen will be updated.

. add . .
Click on Add and repeat this process for each Fixed PE the
employee is to continuously receive each month. E.g. Market Supplements.

Click on Save Q to save the changes.
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8 Standard letters

If you need to produce any paperwork after making the change to the
person’s start date, then you will now need to go into the relevant task (such
as the New Starter task and press Save, which will then bring up the list of
Standard Letters available for you to print.
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9 Notify Payroll of the change you have made

é It you have just made a change to a post that the person has already
started in then it is important that you let Payroll know what you have
done so that they can check the Fixed Pay Elements and look into
whether the person’s pay needs to be adjusted.
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