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HR Probation Process

This Work Instruction describes the HR Probation Process.

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 Completing the Probation Process on ResourceLink
2 Current Post Holding Data Entry Screen
3 Standard Letter
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1 Completing the Probation Process on ResourcelLink

1.1 ResourceLink HR Home Page — HR Tasks — Variation to Contract

HER Tasks

Pick a menu

O s
[+ Seach fox Human Otiect
G Al Detsis

B Qumy Ted

B Al Scoeens

B Wk Patems

[ Heaichy Post 1o Past

1.2 Variation to Contract — Probation

Pick a task

1.3 The following search form is made available
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1.4
15
1.6
1.7

1.8

1.9

o Task - HRZ/Additional Increments - Employee Selection Screen

S v DedibRlAT - DoHHo|?

Employee Other Numbers Structure Saved List Employment
Matoh Foll=eTe s L Dartial

IEmp\Dy’ee Murnber | I

ISumame I Initials

Sex Nat, Ins, No,
Current Employes As at Date 24/03/2010
Previous Surname
Known As

|Emp Mumnber  |Mational ID Number Start Date|Fory

[ Select ]I[ Exit ][ Save List ]

|[Enter an Emplayes Number CHAMGE | |NUM MDS552Z

The Employee Number, Surname, Search and Select options are highlighted
Entering either the Employee Number or Surname select search.
Select the appropriate staff member from the list

Use this search screen to open the record of the person whose probation
details you are updating.

o Task - Probation - Employee Personal Detail =100 x|

Session Edit View Other Process Tools Display Help
0000022 -0zt BR(A|E - [EoLmo|?]

Employee 2073595 : MRS E BUCKET

Title Details
Legislation Type
Surname

Title

First Forename
Other Farenames
Prev. Surname

Known As
Honours
Generation

Personal Details

Gender

F
Date of Birth 110741988 Age: 21 Years 8 Months

Nat. Ins. MNo. [TH110786F Case Murmber

\f Home Address (@l cont, addresses @ Passport/visa i Contact Tel

¥ Email Address i Marital Status i User Fields @ Haotes

IﬂEnter the person's Surname CHANGE | UM |mDs5s3

Check that the person’s personal details are correct.

Click on Q to move to the Current Post Holding tab.
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2 Current Post Holding Data Entry Screen

of Task - Probation - Employee Current Post Details o =[]

Session  Edit  Miew Process Tools Display  Help

Y R I Y NERET T

Employee 2073595 : MRS E BUCKET

ooz 01,/02/2010 AA01000001 ¥ GRADE 3 PS002

[ Add ] [Change] [Delete ] [Expand

_ﬂ Post Linking

|J|Pssudu-Sequsn:s Mumber For Index Faging CHANGE UM [MD47s1E

2.1 Click in the Details field and Window in.

oL, MD47L3 Employee Post Holding Details

Detail

Post DDO01003391 Clerical Assistant

Jaob MSA1BE:2 Manag, Spec and Admin 1B & 2
Employee Grade

Post Grade GRADE 1B Level 1b

General Conditions Misc Grade Contract

Start 14/02/2010 [EEN] | Mew Appointment
End I I hd

Service In Post 1 Month 12 Days
Projected End

Paost Main Flag I_ Suspended I_

Exc. from attracting Ee's Costs |_

@ T/5 Template @ Perf Management]@ User Fields [ Motes

il salary Planning

2.2 Click on the User Fields button at the bottom of the window to open a
window showing probation information.
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2.3

2.4

2.5

2.6

2.7

of MDODG32 Simple User Defined Field Data x|

Field Label Field Contents

Probation End Date 24/03/2010
Prob Confirmation

Prob Ext. Date 1

Prob Ext. Date 2

WHS Honorary C'tract

Sch/Dept Contact

If the employee has had their probation confirmed, click on the Prob
Confirmation line and enter a “Y” in the field, then press Tab to validate
through.

of MDODG32 Simple User Defined Field Data |

Field Label Field Contents

Probation End Date 24/03/2010

Prob Confirmation Y Yes - Probabtion Conf
Prob Ext. Date 1

Prob Ext. Date 2

WHS Honorary C'tract

Sch/Dept Contact

If the employee is having their probation period extended, click on Prob Ext.
Date 1 and enter the new date that the probation period ends.

If the employee is having their probation period extended for a second time,
click on Prob Ext. Date 2 and enter the new date that the probation period
ends.

Click on Exit to close the Probation User Field.

Click on Exit to close the Employee Post Holding Details screen.
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Standard Letter

3.1

3.2

3.3

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

conrFIrM  B|001 |[Confirmation of Appointment 0AC
002 [PROBEXTHN 001 Probation extension MNOACT 1
[
Add ] [Change] [Demte] [Expand]
Click on the appropriate letter and click in the Let Opts field
x
Seqg Letter | Verl Description | Let Opts |Copms|
001 JCONWFIRM -} 001 | Confirmation of Appaintment ~l1 B
002 |[PROBEXTN 001 Probation extension |[Code  [Desc [Long Description
MERGE Manua\ Immedlate r\nthth manual changes
FRINT Prmt N Immed|ate request and pnnt
FROMPT  Prompt Prompt on commit for user action
QUEUE  Reguest Request letter anly
SAVE Save Save the merged lettar
E
Add ] [Change] [Demte] [Expand]

Click on the drop down and click on MERGE

Click on Exit.
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of DRT125E% Employee Post Holding ﬂ

General
Select Employee Post Holding

End Date

Start Date
EMPLOYEE 01/02/2010
002 [DDO1003391 14/02/2010
003 |A401000001 01/02/2010 b

[ Add ] lgelect] [Delete

3.4 Click on the employees post.
x|

General

Select Post Structure Unit

Se Hierarch Eff Date

[ Add ] [ select | [Delete ]

3.5 Select the Latest Hierarchy.
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of MD109G3 Enter Pop Up Field Contents x|

ooz Please insert signatory's name

00z Please enter RA/PA's tel number

Add ] [Change] [Delete

3.6 Click in the first row and enter the signatory’s job title.
3.7 Click in the second row and enter the signatory’s name.

3.8 Click in the third row and enter the signatory’s telephone number.

3.9 Click on Exit.

of MD111U3A - Mail Merge for Word x|

Mail Merge In Progress

3.10 The letter should generate in Word and you can print as normal.
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