UNIVERSITY OF

Southampton

This work instruction was last updated: 23" March 2010

HR Lump Sum Payment Process

This Work Instruction describes the HR Lump Sum Payment Process for existing
employees at the University who are to be given a lump sum payment.

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.

Starting the Lump Sum Payment Process
Personal Details data entry screen
Temporary Pay Elements data entry screen

A W DN P

Standard letters
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Starting the Lump Sum Payment Process
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Select Lump Sum Payment which gives the following Search Screen. The

racm IMDMENLI4D | | =

Employee Number, Surname, Search and Select options are highlighted.
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1.5
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=lojx|
Sen - DSHIEBA B bBeeda(?

Employee Other Numbers Structure Saved List Employment
atch [cl=re] L Doial

IEmponee Mumber I

ISumame I Initials

ex Mat, Ins. Mo.
Current Employee As at Date 23/03/2010
Previous Surname

Known As

|Ermp Mumber  |National ID Number Star Date| Forg

[ Select ]I[ Exit ][ Sawve List ]

|[Enter an Emplayee humber CHANGE | MUM MDS5522

Enter either the Employee Number or surname and search

Select the appropriate Staff Member from the List
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2 Personal Details data entry screen

As the person to whom a lump sum payment is being made is already
an existing employee the Personal Details screen should already be
completed. Check and update the information where necessary.

of Task - Lump Sum Payment - Employee Personal Detail - E||1|

Session Edit Wiew ©Other Process Tools Display Help
00000 DehinesA-E  Ses®o 9

Employee 2073595 : MRS E BUCKET

Title Details
Legislation Type
surnams

Title

First Forename
Other Faorenames
Prev. Surname
Known As [Enter the persor's Other Forenames
Honours
Generation

Personal Details

Gender F
Date of Birth 11/07/1988 I Age: 21 Vears 8 Months
Mat. Ins. Mo. [TH110788F Case Number I

\f Home address @ cont, addresses (@ Passport/visa ¥ Contact Tel

¥ Email Address A Marital Status g User Fields [ Notes

H|Enter the person’s Surname:

2.1 Click on Home Address to check and, where necessary, update the
address details.
x|
Address
Country I United Kingdom
Address 46 Eynham Avenue
SOUTHAMPTON
Hampshire
Post Code |so1g6LE
£ Clear W Wiew Postal
5 Auto Complete

Click on View Postal to see how the address will be displayed on
printed documentation.

2.2 Click Exit.

2.3 Click on Contact Tel to check and, where necessary, update the contact
telephone details.
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2.5

2.6

2.7

2.8

South
of MD55G3A Maintain Contact Numbers x|
N

Main Contact Mumbers

Home Phone Mo
Work Phone Mo

iMobile Phone Mo
Fax Mo

07849654123

Additional Contact Mumbers

Contactl Phone Mo
Contact? Phone Mo

Enter all known details and click on Exit.

UNIVERSITY OF

ampton

Click on Email Address check and, where necessary, update the email

address details

& The “Preferred Method” field should be ticked.

x
General
Preferred
Method
Ermail s1i@soton.ac.uk v
Desc |EDNA BUCKET
Click on Exit.

Click on Marital Status to check and where necessary update the relevant

information.

If the status has changed you will have to click on Add to enter a new row of

data.
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]

Se Start Date Marital Status Yerified?

[

[ add ] [ change | [Delete

Enter the known Marital Status information and click Exit.

2.9 Click on g to move to the next data entry screen.
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3 Temporary Pay Elements data entry screen

3.1 The following dialogue box will be displayed:
]

General

Tax Year m_ Tax Period I I Pay Type I vl

ENTER through the fields to complete the dialogue box.

You will notice that the current month’s Tax Period generates automatically
(see below). If the employee’s Lump Sum Payment is from a different
period you will need to enter the relevant month’s period number in the Tax
Period field before entering through. i.e. 05.

z Task - Lump Sum Payment - Temporary Pay Element Summary Screen - |EI ZI

Session Edit  Miew Other Process Tools Display Help

0000 @ 5 -Dedi=a A B -t o]

Employee 2073595 ;: MRS E BUCKET

Tax Period

Tax Year 2009 Tax Period 12

General W advance

Pay Mathod I "I Aadvance Periods

Sick all Period r Suspend [ advance Type

[ add ] [change] [pelete | [Exnand]

@ advance @ currency €3, Arrears 47 Select Period

3.2 Select the Pay Method from the drop down list.
This will normally be BACS.

3.3 ENTER through the Sick All Period and Suspend fields.
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2 Task - Lump Sum Payment - Temporary Pay Element Summary Screen - | a 5[

Session  Edit  View Other Process Tools Display Help
0000028~ DeaiBEAC - BDasDole

Employee 2073595 : MRS E BUCKET

Tax Period
Tax Year 2009 Tax Period

General Advance
Pay Method |BACS 'I Advance Periods
Sick all Period r Suspend [ Advance Type

[Seq |Post ____|Code JDesc I [Amount ____|OFide [Detmil |
| |

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

ﬂ Advance ﬂ currency !,,3,_ Arrears !,,3,_ Select Period

|J|Psaudn—Saquanca Murmber For Index Paging

3.4 Click on Add.

of MD48G21 Select Pay Ele x|

General

Pay Element I I

3.5 Type in the Pay Element code and press ENTER.

The Pay Element code should be on the form received by HR.

of MD48GE2 'N' Type Pay Element Detail ﬂ

Pay Element
Pay Element Id 3033  Staff Achievement Award
Post

Start Date
End Date

Employees Detail

Amaunt I 2nd Currency Table IO I_

Cost Code | ]

Employers Detail

Armount 2nd Currency I Table ID I_

Cost Code |
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3.6 Window in to the Post field.
%]

Start Date End Date Main Flag
Clerical & 14/02/2010
002 |4401000001 Trainer 01/02/2010 Y

[
[ Add ] [gelect ] [ Delete ]
3.7 Select the post to which the Lump Sum Payment refers.
|

Pay Element

Pay Element Id 3033  Staff Achievement Award

Post IEMPLOYEE l EMPLOYEE DEFAULT POST

Start Date 01032010

End Date

Employees Detail

Jamount | 500.00 |pnd Currency Tableo [

7]

Employers Detail

Amount 2nd Currency I Table ID I_
Cost Code |

3.8 Press ENTER.

3.9 The Start Date of the period selected will generate automatically in the Start
Date field. Press ENTER.

3.10 Enter the End Date of the monthly period selected in the End Date field.
Press ENTER.

3.11 Type in the Amount and ENTER through to the Cost Code field.
3.12 Type in the Cost Code and press ENTER.

The Cost Code should be on the form received by HR.
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z Task - Lump Sum Payment - Temporary Pay Element Summary Screen -0 5[

Session Edit Wiew Other Process Tooks Display Help

0000G =€l - DEdiBRA B~ Ho®®a|?

Employee 2073595 : MRS E BUCKET

Tax Period
Tax Year 2009 Tax Period

General Advance
Pay Method IEIACS 'I Advance Periods
Sick All Period [T suspend [ Advance Type

Il

EI APLOVEE

[ add ] [Change] [Delete ] [Expand]

@ rdvance @ currency 3, Arrears £, Select Period

|J|Pseudo—Sequence Mumber For Indes: Paging

3.13 Click on SAVE Q to trigger the Letter
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4 Standard letters

of MD103G2 Standard Letters Attached to the Task x|
Letter i

Description

- 001 |Staff schievement

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

4.1 Click in the Let Opts field of the Staff Achievement letter.

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

changes.
zl
Seql Letter | Verl Description | Let Opts | Cepies|
001]4CHIEVE  -|001 | Staff Achievement =l =l
Caode [esc Long Descriptian
hdanual Immediate print with manual changes
MOACT  MNoReguest  MNo action to be taken (no request)
PRINT Print Immediate request and print
PROMFT  Prompt Prompt on commit for user action
QUEUE  Reguest Reguest letter only
SAVE Save Save the merged letter
|
Add ] [Change] [ Delete ] [Expand

4.3 Click on Exit.
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of, DRT125EW Employee Post Holding

x|

General
Select Employee Post Holding

End Date

Start Date
EMPLOYEE 01/02/2010
002 (DD01003391 14/02/2010
003 (4401000001 01/02/2010 b
004
o

006

DEI'.-"l
0os
oog

[ Al ] [gelect ] [Delete

The screen will display all posts the employee is attached to. Click on the

post to which this Lump Sum Payment relates.

Click on Select.

x|
General
Select Post Structure Unit
Seq| Hierarchy | Eff Date |
008 |HRMAINO3 01/04/2003 [ |
009 [HEMAIMNO4 01/08/2008
010 |HEMAIMNOS 01/09/2008
011 |HR mMaln 01/11/2008
012 [HEMAINODG 01/11/2008
013 [HEMAINOT 01/05/2009
014 |HEMAIMNOS 01/01/1940
IR v 411400 01/01/1940
[ 4dd ] [gelect ] [ Delete ]

Select the Latest Hierarchy and Click on Select.
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4 DRT168EW Employee Post Grade History
General
Select Post Holding Grade History
Seq Grade | Start Date | End Date
001 [GRADE 3 01/05/2007

0 Add t‘)gelect O Delete

Q Exit

Click on Select.

ol MD109G3 Enter Pop Up Field Contents

Please insert signatory's name
oo3 Please enter RA/PA's tel number
on4 Please enter the sum to be paid

oos Pleaze enter the award band

Add ] [Change] [Delete

Complete the required Pop Up field contents.

Click Exit.
of MD111U3A - Mail Merge for Word

rail Merge In Progress
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4.10 The Staff Achievement letter should generate in Word. Three copies of the
contract will be sent to Word in the one document. You can make manual
changes and print as normal.
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