UNIVERSITY OF

Southampton

This work instruction was last updated: 29 April 2010

Employee to Visitor

This Work Instruction describes how you would make an employee who is leaving
their main post a visitor and uses both the Leaver and Rejoiner tasks on
ResourcelLink. Follow this instruction for permanent Employees who will be leaving
and returning as Visitors.

Firstly complete the Leaver task to end the person as an employee.
Secondly complete the Visitor task to make them a Visitor.

With all of the data entry screens it is important to press the ENTER key to move
between fields and until all of the fields have been accessed, whether you need to
enter data into them or not.

1 Entering a Leaver on ResourceLink

2 Personal Details data entry screen

3 Employment Detail data entry screen

4 Post holding History data entry screen

5 Current Post Holding data entry screen
6 Temporary Pay Elements data entry screen
7 Holiday Entitlement data entry screen.

8 Asset Management data entry screen

9 Fixed Pay Elements data entry screen
10 Standard Letters

11 Setting up the Employee as a Visitor

12 Relationship Summary data entry screen
13 Employment Detail data entry screen

14 Post Holding History data entry screen
15 Current Post Holding data entry screen
16 Basic Pay Details data entry screen

17 Standard letters
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1 Entering a Leaver on ResourceLink

1.1 HR Tasks > HR Leavers

Pick a menu...

Starter/Eejoiner/Visitor

HRE Leavers

HR Absence Recording

1.2 HR Leavers > Leaver Process

Eﬁ HE Leavers

Pick a task

Er" Leaver/Undo Leaver
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2 Personal Details data entry screen

of Task - Leaver /Undo Leaver - Employee Personal Detail = |D|ﬂ
Session Edit Wiew Cther  Process  Tools  Display  Help
BEECTEIG 00000

mew--DSH| §BRA B -

ElTI[JlEIvEE 0 e [ S L L TR L Y i

Title Details
Legislation Type

Surname
Title
First Forename

Other Forenames

Prewv. Surmame

Known As

Honours

Generation

Personal Details
Gender |F_

Date of Birth 28,.“03,#19?9---' Age: 31 Years

Mat. Ins. Ma. JH3EZ9536 Case Mumber |

\f Home Address o Cont. Addresses [ Passport/visa ¥ Contact Tel

¥ Email Address ¥ Marital Status i User Fields i Motes

2.1 Ensure that the correct employee has been entered by verifying the contact
details within the employee’s Personal Details tab.
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3

Employment Detail data entry screen

Employee

Dates
Original Start [__ ’ i I Conversion
Current Start I Lo [ i _] Conversion
Termination
To Staff
Probation

Additional

Service

Employee Type
Self Service Unit
Willing to Job Share
Motice Period

Mo Of Current Posts

ﬂ Service Breaks ﬂ User Fields ﬂ MNotes ¥ Empl. History

3.1 In the Employment Detail data entry screen, enter the date of the employee’s

last working day in the Termination field.

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

3.2 Press Enter.

Morthgate HR Client

-
\14) ‘Warning - This Employvee has maore than one Post which will be closed.

é If you receive the message above and the employee is a multi post
holder and they are only leaving one of their posts — do not complete
this task, click on OK, exit out of all screens that follow and cancel out
of the task. Follow work instruction Multi Post Leaver.
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of MD4751A;4 Date Change Warning Message El |

General

The entry in the Termination Date box
will set off the employee termination
procedure on commit from this task

|

3.3 A warning prompt will appear confirming that the employee termination
procedure has been triggered.

34 Click Exit.

3.5 A second Dialogue Box will appear.

of CTDIALOG Dialogue Box x|

General
Re-calculate Holiday Entitlement & Payment 7 (/M)

3.6 Click No. Payroll will enter any payments or deductions regarding Holiday
Entitlement.

3.7 Window in to the field next to the Termination date.
Termination 30/04/2010 | ]

3.8 Click on a reason for leaving from the Dependency Selection.
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of MD57G3 Dependency Selection El

Cescription

CEOO1
002 [LE001  End of Fiked Term Contract

002 |LGa0z  End of FTC - End of Specialist Expertise
004 [LE003 End of FTC - Substantive Post Holder Ret
005 [LGO037  Retirement

006 [LE004 End of FTC - Mo Longer a Business Demand
007 |LG0O05  End of FTC - Mo Further Funding

008 [LE006  End of FTC - Completion of Project

002 L5007 End of FTC - End of Training period

010 [LE008 Mo Confirmation of Probation

011 [LG008  Death in Service

012 |[LGO10  Dismissal - Conduct |

Career Break

[ Add ] [ﬁelect] [Delete

3.9 Enter through all the remaining fields on the Employment Detail screen.

T Ry — X
General

Oustanding Assets

Seg| Type | Description |

3.10 If the screen above appears, this is a warning that the employee has assets on

their record, click on Exit .
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o Task - Leaver/Undo Leaver - Termination Dptions i |E||i|

Session  Edit  Wiew Process Tools Display  Help
e w--DEH IBRR|A S E - Ded®mo| | 06006

Termination Options

General

Fizred P/E Automatically Closed
Yiew Fized PE Before Update
Wiew Fixed PE after Update
Temp P/E Automatically Closed
Yiew Temp PE Before Update
Yiew Temp PE After Update

271= = Z]<

Training Automatically Closed
Yiew Training Before Update
Wiew Training after Update

==z

Terminate Clocking Details
Set Operator Obsolete

==

J|Enter "¥" ko view the fixed pay elements after the update

3.11 Click Continue 6 to move through the Termination Options screen (there
is no need to tab through the screen’s fields).

3.12 You will be returned to the Employment Detail screen.

3.13 Click on Next 0 .
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4 Post holding History data entry screen

=101 %]

Session Edit  VWiew Process Tools Display  Help

[oew--DFRsmeA~ 5~ D222 2 [OAO 0O

Employee o1 n-s Shwsow:nmn i oo

Seq M| Status M | Dtls Sumrmar

v psooz N E B

Add ] [Change] [Delete ] [Expand

|J|Pseudn—Sequence humber For Index Paging

This screen will show the historical posts that the employee has held.
Their current post should now have an end date against it.

4.1 Click on Next. g
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5 Current Post Holding data entry screen

5.1 Check the Current Post Holding screen. If you have set up a leaver whose
leaving date was in the past, the employee’s post should have been removed
from this screen. If you have set up a leaver whose leaving date is in the future,
the post (s) will remain until this date has elapsed.

e.g. Leaving date in the past ...

o Task - Leaver/Undo Leaver - Employee Current Post Details - |EI|5|
Session  Edit  View Process Tools Display  Help
5555900000

e |w--DE /L BE A s E -

Employee :4:ue 11 wrwe oo

Seq Start I Grade Status M | Detail Surmrmar

e.g. Leaving date in the future...

of Task - Leaver/Undo Leaver - Employee Current Post Details 10| x|
Session  Edit  Wiew Process Tools Display  Help
52%®5 700000

@e|w--D3HE| % BE A a5 -

Post Grade Status | N |Detall
6|DD01003418 ¥ |GRADE 3 =ETHR=I N - - | -]

5.2 Click on Next. g

Page 9 of 41




UNIVERSITY OF

Southampton

6 Temporary Pay Elements data entry screen

If the employee is not receiving any temporary pay elements on leaving

then click on Exit and click on Next Q

of Task - Leaver/Undo Leaver - Employee Personal Detail i o ] 4
Session  Edit View Help

[2ein--DEdtBR(ALE -[¥5%55(2(ODO O

Employee :4:u

= IR WhRC. LT, AR,

Tax Period

Tax Year Tax Period

General W &dvance

Pay Method I "I Advance Periods

Sick all Period ] Suspend [ Advance Type

of MD48L20A Tax Year And Period
General

Tax Year m_ Tax Period I I Pay Type

[ Add ] [Change] [Delete ] [Expand]

il sdvance il currency £50 prrears %31 Select Period

|[Tax vear

6.1 Only complete this screen if the leaver will be receiving any ‘one off’ payments
or deductions on leaving the University.

6.2 Inthe Tax Year field, enter the tax year the employee will receive this
payment/deduction.

6.3 Inthe Tax Period field, enter the tax period the employee will receive this
payment/deduction e.g. August = 05, September 06.

6.4 Press Enter, this will populate the Pay Type field with M for Monthly.

6.5 Click on Exit .
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Tax Period
Tax Year 2007 Tax Period

General Advance
Pay Method | i Advance Periods

Sick All Period [ Suspend Adwvance Type

6.6 Click on the drop down in the Pay Method field and select the payment
method.
" Tax Period
Tax Year 2010 Tax Period 01
General Advance
Pay Method *I Advance Periods

Sick all Period

Description

Bankers Automated Clearing Service

CASH Cash
Seq |Fost CHEQUE  Cheue Chedue
001 |[EMPLOYEE|CRAFER  Cr.Trans. Credit Transfer
002 |EMPLOYEE|EFT EFT Electronic Funds Transfer
FORFAY  ForFay Foreign Currency Fayments
003 JEMPLOYEE GIRO Girocheque  Girocheque
bAMNCHD  hdan Cheque  kanual Chegque
SWWIFT Shift Shift

6.7 Press Enter 3 times.
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of Task - Leaver/Undo Leaver - Temporary Pay Element Summary Screen i = |EI|5|

Session  Edit Wiew Other  Process  Tools  Display  Help
[sev D' BRAsEB-bes52 200006

Employee :4:656 11 wruec.e

Tax Period
Tax Year 2010 Tax Period

General B sdvance

Pay Method I "I Advance Periods

Sick All Period [ Suspend Advance Type

@lllq
|

[ Add ] [Change] [Delete ] [Expand]

_ﬂ Advance _ﬂ Currency !{&, Arrears !J:._. Select Period

|
6.8 Click on Add .

of MD48G21 Select Pay Elen x|

General

Pay Element I I

6.9 Window into the Pay Element field.
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General i
Partial Elernent I Pay/Deduction I_ Type I_
Seq  |Code |P or O IT pe |Sh0r1 Desc ILDng Description
0001 jooo1 D N Tax Paid Tax Paid
0002 (0010 ] NI NI C/1 MI Contracted In
0003|0011 D NI Ml & Saved Non-Directors A Rate NI
0004 (0020 ] NI NI We C/1 MNI Wife Contracted In
0005 jon21 D NI MNI B Saved Mon-Directors B Rate NI
0006 (0025 D NI NI CI Def. NI Contracted in {Deferred)
0007 |0026 D NI NI C Saved Non-Directors C Rate NI
0008|0030 ] NI NI Pen C/1 MNI Pensioner Contracted In
0009 |0031 D NI NI C Saved Non-Directors C Rate NI
0010 (0035 D NI NI CO Def, NI Contracted out {COSR) Deferred)
no11 JDDSE\ 8] MI NI D Saved Mon-Directors D Rate MI
[ &dd ] [ Select ] [ Delete

6.10 Scroll down the list and click on the correct Pay Element. (codes 0001 — 0999
are standard ResourceLink pay elements, 1000+ are UoS specific) e.g. 1903

Voluntary Severance Pay

o MD48G21 Select Pay Ele

Pay Element

General

X

6.11 The pay element will appear as above, press Enter.
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of MD48G82 'N' Type Pay Element Detail |

Pawv Element

Pay Element Id 1000  Basic Pay
Post | =l
Start Date

End Date

Employees Detall
amaunt | 2nd Currency

Table 1o [

Cost Code |

Employers Detail
Amount 2nd Currency

Table 1o [

Cost Code

6.12 Window into the Post field.
[ Z <5517 Employee's Post Selection

Short Cesc Start Date
4l co01003418

System Sup 03/200

01/03/2006

End Date

6.13 Click on the Post that this Payment/Deduction relates to.

6.14 Press Enter.

6.15 The Start Date field will populate with the Start date of the Tax Period entered

at point 6.3.

6.16 Press Enter to move past the End Date field.

6.17 In the Amount field, enter the total amount of the Payment/Deduction.

6.18 Press Enter.
6.19 Window into the Cost Code field.
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5I
Selection
Partial Code | Search
Seq Cost Centre Code I Shoart Desc I
oooool | Exclamatn ﬂ
oooooz | 11110 DERIVED
000003 | 11120 DERIVED
0oooo4 ) '1130 DERIVED
ooooos | t1410 DERIVED
000006 | 11550 DERIVED
00000y | 13411 DERIVED
00oo0os | 151565 DERIVED
000009 | 15621 DERIVED
000010 | 15626 DERIVED =l
[ Add ] [gelect ] [ Celete ] [Expand

6.20 Scroll down the list and click on the correct Cost Code for the
Payment/Deduction.

6.21 Press Enter.

Tax Period
Tax Year 2007 Tax Period

General Advance
Pay Method Adwance Periods
Sick All Period [ Suspend Adwance Type

Fost
0000000035 1903 YolSevPay

Lt) Add 0 Change o Delete 0 Expand

‘& advance ‘& Currency ‘& arrears

6.22 The Payment/ Deduction for that period will now appear on the screen, to add
other payments/deductions click on Add and repeat the process.

6.23 When complete, click on Next Q
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7 Holiday Entitlement data entry screen.

In order to work out the employee’s actual entitlement up until their
leaving date, the following instructions must be completed for this
screen:

i Task - all Details - Maintain Employee Holiday Basic Detail I ] |

Edit Wiew Process Tools Display Help

E=EE - =R

Employee :szon 1) whusosc

EI!

0i/10/2009 (30709 5 0.00 161.00
01/10/2008 SD,.“DEI,FEDDB
ni/10/2007  30/09/2008

[ Add ] [Qhange] [Qelete ] [Expand

@ work Pattern

J|Pseudn—5&quence tumber For Index Paging

71 Make a note of the Start Date, Entitlement and Taken fields for the current
holiday entitlement.

7.2 Delete the_current holiday entitiement row.
x|

["-\ ARE v0OU SURE?
L]

7.3 Click on Yes.

7.4 Click on Add.
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7.5 Enter the Start Date, noted in step 7.1 (this will normally be 01.10.XXXX).
7.6 Press Enter.

7.7 In the End Date field, enter the employee last working day (their leaving
date)

7.8 Press Enter.

7.9 The Entlmnt field will auto calculate the new holiday entitlement for up until
they leave.

7.10 Press Enter.

7.11  In the Extra field, enter the minus figure of how much leave had already
been taken in the current holiday year, e.g. -10.

712 The Remain field will calculate how much entitlement is
remaining/overspent.

oz2/11/2006( 014072007

& If there are any payment of deductions that need to be made relating to
holiday entitlement, these will be entered onto the system by Payroll. Please
email Payroll to inform them.

7.13 Click on Next Q
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8 Asset Management data entry screen

i Task - all Details - Employee Assets Management 10| =]

Edit Wiew Cther Process Tools Display  Help

R SNER L = 00000

Employee 1419633 : MRS 81 NOAKES

Seq Type Requested Asset Number alloc Date

Add ] [Qhange] [Qelete ] [Expand

J|Sequence MNumber
8.1 Check the Asset Management screen for any outstanding assets.

8.2 Use the Notes field to record information relating to the return of the
employee’s remaining assets.

0
Line Motes |
01 , =
[ |
[ Add ] [Qhange] [Qelete ]

8.3 Click on Next g to move to the Fixed Pay Element
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9 Fixed Pay Elements data entry screen

of Task - all Details - Employee Pay Elements - Detail [ = IEIIﬂ

Session  Edit  Wiew ©Other Process Tools Display  Help

00000 =2E D mB|A~[E =

Employee

E!l = Illlill-!

JBll coo1003418  |1000 |Rasic Pay 01/06/2010
002 |DD03006231 1000 Basic Pay 01/05/2010 1797.08

EEEEEE]

[ Add ] [Change] [Delete ] [Expand

ﬂ Currency

|J|Psaudn-Sequenca Mumber For Index Paging

9.1 Ensure that an asterisk appears in the Pay Element row BESE. This indicates
that there is an end date against the Basic Pay for when the employee leaves.

9.2 Click on Save

" CTCONFRM Confirm Action X
Zeneral

Are you sure you want to Save?

9.3 Click on Yes.
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10

Standard Letters

10.1 Click in the Let Opts field of the letter you want to produce.

o MD103G2 Standard Letters Attached to the Task x|
Seq Letter Description
EMERITUS [|001 |Emeritus Professor JOAC
002 [VISEXTH 001 ‘isitor Extension MNOACT 1
003 [VISIT-S0 001 “isitor - spin out MNOACT 1
004 |WISITOR 001 “isitor NOACT 1
005 |WIS_MNERC 001 “isitor NERC NOACT 1
006 |VIS_sSUsuy 001 Wisitor SUSU NOACT 1
E
Add ] [Change] [ Delete ] [Expand
Let Opts | -

NoAcT B
MOACT
FMOACT

10.2 Click on the drop down.

Code

Desc

Long Description

MERGE
MOACT

Manual

Mo Reguest

Immediate
Mo action to be taken (no request)

FRIMNT Frint Immediate request and print
FROMFT  Prompt Frompt on commitforuser action
QUELE Fequest Fequest letter only

oANE =] oawve the merged letter

arint with rmanual changes

10.3 Click on MERGE Immediate print with manual changes.

10.4 Click on Exit

General
Select Employee Post Haolding
Start Date End Date
EMPLOYEE 01/04/2010
002 |DDO00-YISIT 01/04/2010 30/04/2010 Y
003 |DDO1003418 01/06/2010 ki
004 |DDO3006231 01/05/2010 31/05/2010 ki
ook
[u]u]s]
aov
aog
009

[ add ] [gelect ] [Delete
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10.5 If there is more than 1 Post Holding ending on the same day, ensure you select
the post for which a letter has not yet been produced.

0 Select
10.6 Click on Select " I

ol DRT533EW Complex Post Structure Selection |
General
Select Post Structure Unit
Seq Hierarchy | Eff Date |
007 |HRMAINDZ 14/01/2008 Al
008 |HRMAINDS o1/04/2008
009 |HRMAIND4 o1/08/2008
010 |HRMAINOS 01/09/2008
011 |HR MATN o1/11/2008
012 |HEMAIMOG 01/11/2008
013 |HRMAINOT 01/08/2009
DO 21005 01/01/1940

[ Add ] [gelect ] [ Delete ]

0 Select
10.7 Click on Select " I

of DRT125E% Employee Post Holding 5[
General

Select Employee Post Holding

End Date

Start Date
01/04/2010

EMPLOYEE

002 (DDa0-%ISIT oi1/04/2010 20/04/2010 W

003 |DD01003418 01/06/2010 b

004 |DDOZ006231 01/05/2010  31/05/2010 W

005

[a]u]s]

oo7

oog

oog ;l
[ Add ] lgelect] [Delete

10.8 If there is more than 1 Post Holding ending on the same day, ensure you select
the post for which a letter has not yet been produced.

0 Select
10.9 Click on Select " I
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of MD109G3 Enter Pop Up Field Contents x|

Up Prompt

Please enter the fte & as shown on BL

Enter whether full or part time

IIIIII3| please enter amount/no of points
004 Enter name contact Pers Asst /Recr Asst
IZIIIIS| Employee to report to {building no):

006 Employee to report to {room nal:

[ Add ] [Change] [Delete ]

10.10 Click in the first row and enter the signatory’s job title
10.11 Click in the second row and enter the signatory’s name
10.12 Click in the third row and enter the signatory’s telephone number.

10.13 Click on Exit

") MD111U3A - Mail Merge for Word

Mail Merge In Progress

10.14 The letter will generate in Word and can be update where required then
printed.
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1M Setting up the Employee as a Visitor

11.1 HR Tasks > Starter/Rejoiner/Visitor

Eﬁ HR Tasks

Pick a menu...

Starter/Rejoiner/\isitor [ Yariation to Contract
te/Maintain Posts

HRE Absence Recording

11.2 Starter/Rejoiner/Visitor > Visitor

E Starter/Rejoiner/VYisitor

Pick a task
E"’ HE Mew Starter Process E-" Rejainer

Er" Yisitars E-" rMulti-Post starter
Er" Contract Return

The Employee Selection Screen will be displayed if there is nobody selected
in the Person Work List.

(  Before you click on the Visitor task, ensure the person is already
selected in the Person Work List.
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=10] x|
R = IRE N ERE =T ==

Employee Cther Numbers Structure Saved List Employment
Match & Exact {~ Fartial

Employee Mumber I

Surnarme Initials

Sex |_ Mat. Ins. Mo.
I

Current Employee As at Date 29/04/2010

Previous Surnameg

Krnown As

Add ] [ Search

Title  |Emp Number  |National ID Number Stant Date|For

[ Select ][ Exit ][ Sawve List ]

|J|Enter an Employes Number

¢ If you have already selected the person (the visitors’s past personnel
number) in the Person Work List you will not see this screen and you
will move directly into the task. If you do see this screen you will need to
enter the persons original personnel number into the Employee field and
click on Select.

11.3  The screen below should appear to highlight to the user that this employee
has left the University.

Northgate HR Client [5_<|

1 Warning - Emploves is a leaver,

11.4  Click on OK.
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o Task - ¥isitors - Employee Personal Detail ol =l

Session  Edit  Wiew Other Process Tools Display Help
0000028 - DEE =i~ 5 bosdse

Employee 2074524 :

Title Details
Legislation Type
Surname

Title

First Forename
Other Forenames
Prev, Surname
Known As
Honours
Generation

Personal Details
Gender
Date of Birth

Mat. Ins. Mo, Case Number

@ Home Address @ cont. Addresses @l Passport/visa @ contact Tel

@ Email address @ Marital Status @ User Fields @ Notes

| [Enter the person's Surname lcHameE | oM [Mpassa

11.5 The Personal Details screen should already be completed, check and
update fields where necessary

i@ user Fields

11.6  Click on User Fields

Field Label Field Contents

Unique Identifier
Pay Point

Trade Union Opt Out
Research Passpart ID
Res Passport Expiry

11.7  Click on Pay Point and on the drop down arrow in the field. The following
dialog box will appear.
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11.8

11.9

of MD37G4A Narrative Table Search x|
Search
MNarr Code I

Seql Code | Desc | Long Description |

Press the ENTER key to display the list of available Pay Points.

of MD37G4A Narrative Table Search x|
P L o
Search
Harr Code
Se Code Desc Long Description
002 |0z o2 Maternity
003 o3 o3 Living Abroad
004 |03C o3c Living Abroad + Chegue
005 |04 04 Place in Personal File
006 |05 as Send out every December
007 |06 g Send out every June and December
oos |07 a7 Leaver - Send with P45
008 o9 juj=] Pensionable Fee Payment =l
[ Add ] lge\ect ] [Delete

Click on the required Pay Point.

11.10 Click on Exit.

11.11

Click on e

— to move to the next data entry screen.
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12 Relationship Summary data entry screen

o, Task - ¥isitors - Relationship Summary =131 x|

Session  Edit  View Process Tools Display Help

0000@°el DA me A+ 5+ bos®a ?

Employee 2074524 : MS L LASTIC

Seq Code Description Emp Mo, Dets| UF

[ Add ] [Change] [De\ete I [Expand]

IJ\Pseudn-Saquence Nurnber For Indez Paging |CHANGE NUM [Mosss4

121 Click on Add to enter the details of the visitor's next of kin.

Employee 2074524 : MS L LASTIC

Seql Code | Description | Emp Mo, |Dets| UF|

(001 |NOK ~[Hext Kin = = =

12.2  Click on the down arrow in the Code field and select NOK.
12.3 ENTER past the Emp No. field.

12.4  Window in to the Dets field and complete the known personal details for the
visitor's next of kin.

I
e R R R R R O O A:
Title Details
Relation MNext Kin Relation Detail I
Surname
Title =

First Forename

Other Forenames

Prewious Surname

Known As 3|
Fersonal Details

Gender [

Date Of Birth g

Country of Birth [

Mationality,/Citizenship x

Nat. Ins. No.

ﬂ Additional ﬁ Telephone ﬂ Passport/Visa
jﬂ Address ﬂ Motes
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12.5
12.6
12.7

12.8

Click on the Address and Telephone fields to enter this information.
Click on Exit.

If you wish to add more than one next of kin contact repeat the steps in
Error! Reference source not found.

Click on 6

— to move to the next data entry screen.
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13 Employment Detail data entry screen

o Task - ¥isitors - Employment Detail i =] |

Session  Edit  Wiew Other Process Tools Display  Help
0000022~ -DedsaRA = 595557

Employee

Dates

S G006
SGO0G
LGO36 -] End of ¥isitaor status

[Enter the emplopee's Cument Start Fieason or WINDOW to select |

Original Start Conversion

Current Start

| Conversion

28/05/1998
3040542009

Termination
To Staff
Probation

Additional
Service 11 Years
Employee Type
Self Service Unit
Willing to Job Share
MWotice Period

Mo Of Current Posts

3 Days

ﬂ MHotes

ﬂ User Fields

jﬂ Service Breaks

¥ Empl. History

|J\Enter the employee's Criginal Stark Date |40D LM [MD47s1a

13.1  Click in the Current Start field and the date from which their visit
commences.
13.2 In the adjacent field to Current Start, window in and select SG003 — Visitor
Appointment.
|
Seq| Code Description Score
Retirement
002 |LE037 Yisitor to Staff
003 |PILOO4  Promotion
004 |PJILO0S  Internal Transfer {in depti-Restructure
005 |[PILOO6  Int. Transfer (in dept)-Breakdown in Rel
006 [PILOOT  Internal Transfer {in dept) - Other
007 |PILO0E  Int. Transfer {in dept)-Flex. Warking
008 |PILA0S  Internal transfer (out dept)-Restructure
009 |PILO10  Int.Transfer {out depti-Breakdown in Rel
010 |PJLO11  Internal Transfer {out dept) - Other
011 [PILO12  Secondment
012 |PILO13 Acting Up LI
Add ] [gelect ] [ Delete ]
13.3  Press Enter.
13.4  Click on —0 to move to the next data entry screen.
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14 Post Holding History data entry screen

ol Task - ¥isitors - Employee Post Holding History =] 3]

Session Edit  View Process Tools Display Help

000002 —DsE i be s+ - Ba®®ol ¢

Employee

Seq Start End Date Sumrmar
o1/ 06 09|DDO0-YISIT i
ooz 28/09/1998 31/08/2006 9999999999

Add ] [Change] [Delete ] [Expand

|J|PseudofSequance MNumber For Index Paging [cHANGE UM [MDa7s7

This screen will list each time the visitor has visited the University, with the
start and end dates of each visit.

14.1  Click on Q to move to the next data entry screen.
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15 Current Post Holding data entry screen

of Task - ¥isitors - Employee Current Post Details o ] [

Session Edit  View Process Tools Display Help

00000 =€ - Dsd BRAL = - BoBBo| 2

Employee 2074524 : MS L LASTIC

Seq Start Post I Grade Status | M | Detail Summar;

[ Add ] [Change] [Delete ] [Expand

ﬂ Post Linking

|J|Pseud0-Sequence Iumber For Index Paging |CHANGE UM [MD47516

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

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

15.3 Press ENTER.

15.4  Type the Visitor Post Number (for the appropriate school/dept) into the Post
field.

15.5 Press Enter.

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

15.6 Click in the Details field and Window in.
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15.7

15.8

15.9

oL MD47L3 Employee Post Holding Details

X

Detail

Post KWW 04-%ISIT Yisitor

Jaob UNPAIDYIS Unpaid Yisitor

Employee Grade

Post Grade DEFALULT SYSTEM DEFALULT GRADE

General Conditions Misc Grade Contract

Start 31/03/2010 EEIM =~ Wew Appointment
End I I hd

Service In Post
Projected End

Paost Main Flag I_ Suspended I_
Exc. from attracting Ee's Costs I_
ﬂ T/S Template ﬂ Perf Management ﬂ User Fields ﬂ Motes

ﬂ Salary Planning

Click in Post Main Flag field and Type Y.

Press the Enter key to move through the remaining fields and on to the

Conditions tab.

oL MD47L3 Employee Post Holding Details

=
Detail
Post KW 04-%ISIT Yisitor
Jaob UNPAIDYIS Unpaid Yisitor
Employee Grade
Post Grade DEFAULT SYSTEM DEFAULT GRADE
General Conditions Misc Grade Contract
Service Cond ID m__l unpaid wvisitor
Source JoOB
Position Status I l
Occupancy 'I
Wk Pattern DEFAULT —| Default Wark Pattern
Source POST
Contract Hours 0.00:- Weekly Hours 00,0000
Source JoOB FTE 1.0000
ﬂ T/S Template ﬂ Perf Management ﬂ User Fields ﬂ Motes

ﬂ Salary Planning

Window in to the Service Cond ID field
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X

MD55G27 Employee Service Conditions

General
Post KWW04-4%1SIT Wisitor
From 31/03/2010 To

Seq Start Date End Date|Service Condition |Descripti0n |N0tes I;l
001 m | | ~)

[ Add ] [Change] [Delete ] [Expand]

15.10 Click on Add and press Enter three times to pull through the Service
Conditions. The service condition should be UNPAIDVIS.

15.11 Click Exit.
15.12 Window in the Position Status Field. The following screen will appear:

MD55G30 Employee Position Status =]

General
Post EWO04-YISIT Visitor
From 31/03/2010 To

Seq Start Datell End Date|Fosition Status IDescriptiDn INDtes I;I
001 | :i I

Add ] [Change] [Delete] [Expand

15.13 Click on Add.

15.14 Press Enter twice to move to the Position Status field and display the drop
down list.
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Code |Desc |Long Description
Fz=003 TTOR Term Time Only - Permanent
Fz=004 TTOFT Term Time Only - Fixed Term
Fz005 FTFT Full Tirne - Fixed Term
FZ006 FTFT Fart Time - Fixed Term
F=007 TBANE Temp Bank
FS003 CASUAL Casual Staff

04 WSITORT Vigitar - Bequires System Access
FS010 YISITORZ “igitor - Mo Svstem Access

15.15 Select either VISITOR1 or VISITOR2 (depending on if they requires access

to systems).
15.16 Press Enter to move through the remaining fields and click Exit.
15.17 Leave the Wk Pattern field as Default.
15.18 Leave the Contract Hours field as 0.

15.19 Click on to the Misc tab.

General Conditions Misc Grade Contract
Location

Location m__l Highfield Campus, Southampton
Source POST

Awverage Pay

Average Pay I Average Hours I

Auto Recalc AvP I_
;-j T/S Template 1 Perf Management 1 User Fields 1 Motes
;-j Salary Planning

15.20 Window in to the Location field.

|
General
Post EWWO4-YISIT Wisitar
Frarm 31/03/2010  To
Seq | StartDatel End DatelLocation |Descriptian |SDurce |Reason |N0tes I;l
01| =21/03/2010 | | |
E
Add ] [Change] [ Delete ] [Expand]
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15.21
15.22
15.23
15.24
15.25
15.26

15.27

15.28

Click on Add and press Enter twice.

Select the location from the Location field drop down list.

Press Enter.

Window in to the Reason field and select SG003 Visitor Appointment.
Press Enter.

Click Exit.

Click on the Grade tab.
x|

General

Post KW04-YISIT Yisitor
From 31/03/2010 To

Seq Start Datel End Datel Location |Descripti0n ISDurce IReason |Notes I;I

ooi| 31/03/2010 | il = | |

[ Add ] [Change] [Delete] [Expand]

Do not complete this tab.

Click on the Contract tab.

General Conditions Misc Grade Contract

Redeployment Reasaon 'I

Projected End Date

Contract Number l

HES4 Indicatar [

ﬂ T/5 Template ﬂ Perf Management ﬂ User Fields ﬂ MNotes

ﬂ Salary Planning

15.29

Click in the Projected End Date field.
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15.30 Enter the date the visit is expected to finish.

) ) ] ﬂ User Fields
15.31 Click on the User Field icon at the bottom of the screen
15.32 Click in the School/Dept Contact field
15.33 Type the name of the Contact
x|

Field Label Field Contents

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

15.34 Press Enter

15.35 Type the Contact Ext No in the highlighted field

ol MD00G32 Simple User Defined Field Data |

Field Label Field Contents

Contact Extension No

Authorised Signatory
Job Details

Location

Yisitor Title

HMS Reference Mumber

15.36 Press Enter

15.37 Type the name of the Authorised Signatory in the highlighted field
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of, MDO0G32 Simple User Defined Field Data

x|

Field Label Field Contents

Contact Extension No
Authorised Signatory
Job Details

Location

Yisitor Title

HMS Reference Number

15.38 Press ENTER and click on Exit.

15.39 Click on Q to move to the next data entry screen.
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16

Basic Pay Details data entry screen

16.1
16.2
16.3
16.4

of Task - ¥isitors - Basic Pay Detail

Session  Edit  Wiew Other Process Tools Display Help

000002¢» - D=l sBela=E - Bo5® o2

Employee 2074524 : MS L LASTIC

Pay Contraol
Pay Group I I
Ctrl group
Pay Type

Pay Method CHEQUE VI Cheque

Chegue Pay |

Other

Last Paid ¥ear
Period

Date
Suspended Flag
Industrial Action
Starter Flag

Backdate NI

@ additional

@ Fin Inst Det @ pas(Leaver)

_ﬂ Motes

_ﬂ P.Grp History

@ Pay Currency

|J|Press WINDOW o select the struckure unit the employee belongs to

Check that the Pay Group is set as PSUBS.
If not, window in and select PSUBS.
Ensure the Pay method is set as Cheque.

There are no more tabs to complete, click on Save.

[cHemGE [ [num [MD4a52
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17 Standard letters

MD103G2 Standard Letters Attached to the Task x|
Letter Description Let Opts i

EMERITUS Emeritus Pro AL 1
002 [WISEXTH 001 “isitor Extension MOACT 1
003 [VISIT-S0 001 “isitor - spin out MNOACT 1
004 |VISITOR 001 “isitor NOACT 1
005 |WIS_MNERC 001 Wisitor NERC MNOACT 1
006 |VYIS_Susu 001 Wisitor SUSU NOACT 1

[ add ] [change] [Delete | [Expand ]

17.1  Click in the Let Opts field of the standard letter you want to produce

17.2  Click on the drop down and select MERGE — Immediate print with manual

changes.
MD103G2 Standard Letters Attached to the Task x|
Seq Letter | wer] Description | Let opts ]Ceples]
001 |EMERITUS 001 Emeritus Professor MNOACT 1
002 |YISEXTM 001 Wisitor Extension MNOACT 1
003 [VISIT-S0 001 Misitor - spin out MNOACT 1
004 |VISITOR --j001  Wisitor
005 |WIS_MERC 001 “isitor NERC
o MERGE ual arint with ma Ces
006 |vIS_SUSU 001 visitor SUSU
- NOACT Ne Request Mo aetlen te he taken (ne request
PRINT Print Immediate request and print
FROMPT  Prompt Prampt on commit for user action
QUEUE  Reguest Feguest letter anly
SANVE Save Sawve the merged letter
-l
17.3  Click on Exit.
17.4  Select appropriate Post
]

General
Select Employee Post Holding

End Date

KWO4-ISIT 31/03/2010 Y

o
o
ra

|

o
o
w

|

=]
[=]
=

|

o
o
[La]

|

o
(o))

[u]
[u]
oos
oo9 LI

Add ] [geleet ] [ Delete

|

o
1

|

|
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17.5

17.6

17.7
17.8
17.9
17.10
17.11

Select the latest hierarchy

DRT533EW Complex Post Structure Selection x|

General

Select Post Structure Unit

Eff Date
01/11/2008

002 [HR MATM 01/09/2008

003 [HR rMalM 01,/08/2008

004 [HR MATM 01/04/2008

005 [HR rATM 14/01/2008

006 |HR MaI|Post Mumber|g1/01/1940

007 |HRMAINDL 01/01/1940

008 [HRMAINOZ 14/01/2008

009 |HRMAINOZ 01/04/2008 =l
[ Add ] [gelect ] [ Delete ]
Complete the following form

MD109G3 Enter Pop Up Field Contents x|

Sedq

Enter whether this is a Schy Dept/Div

[oo1
02|
M Please enter name of signatory
004

Please enter R&/Pa's tel number

[ |

[ Add ] [ changs | [Delete ]

Click in the first row and type the name of the visitor’s supervisor.
Click in the second row and type in the if Sch/Dept/Div.

Click in the third row and type the signatory’s name.

Click on the fourth row and type the signatory’s telephone number.

Click on Exit.
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17.12 The visitor’s letter should generate in Word and you can print as normal.
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