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This work instruction was last updated: 8" April 2010

HR Re-Grading Process

This Work Instruction describes the HR Regrading Process for existing posts at the
University which are to be regraded.

You will need to regrade the post BEFORE you can regrade the
employee. Check if other occupants are attached to the post first.

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.

Finding Post Numbers on Employees

Changing the Grade of a Post

Checking the Occupants in a Post

Re-grading the Post

Starting the Regrading Process on the Employee
Personal Details data entry screen

Current Post Holding data entry screen

Holiday Entitlement data entry screen
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Employment Detail data entry screen

[
o

Fixed Pay Elements data entry screen
Standard Letters

=
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1 Finding Post Numbers on Employees

1.1 HR Tasks select All Screens

o NorthgateArinso Client - Menu Browser o =[O x|

Session Edi Yiew Help

e » - IDsd [ »BRBLCE - bE%® 2|
©Top @Back FastPah [ | @ 5% CodeView <A Printer [ Sessions (3] Authorisations L1 Diay € Log Oif

% e 5 K
4 W HRT

G oo ok List ¥ £l SR
o

&P rask History £

;T Pick a menu...

Ej“;a"”:‘”ms St or Yariation to
cpots

[ Search for Human Object

e 4 Detsike

3= Query Teal

- Al Screens

3~ Wk Pattems

3 Hierarchy Post to Post

Person Search

Type

G Employes v

Sumame

Irtisls

L ]

NatldNo

| IHRPZAG-tapy HRPATL 9/2/10 : Current Menu : UQ_HRTASKS Printer ; Not Selected |ADD [ I | MDMENUM4D | =

1.2 The following search form is made available

ol Task - HRZ/Additional Increments - Employee Selection Screen

v DEH s RRA LS - BeEd s

Employes Other Mumbers Structure Saved List Employment

a il
Employee Number I

ISurname I Initials

Sex Mat. Ins. Ko,
Current Employee Az at Date 24/03/2010
Previous Surname

Known As

|Ernp Murnber  [National 1D Mumber Start Date| Ford

[ Select ]I[ Ezit ][ Save List ]

[[Enter an Employe= Mmber CHAMGE | |Num MDS5522

1.3 The Employee Number, Surname, search and select options are highlighted
1.4 Entering either the Employee Number or Surname select search.

15 Select the appropriate staff member from the list
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1.6 Click on Screens =

CTTASKYW Yiew Current Screens in Task ﬂ

SCreen Screen Mame Status
MODEES3 Personal Details
002 (UVDFLT Employee Fixed Pay Element Sum
003 [MDEES12 Person Equal Opportunities
004 (MDEES4 Person Relationship Summary

005 (MD4751 Employment Detail
006 (MD4757 Employee Post Holding History
007 (MD47523 Employee Post Holding Costing
008 (MD4952 Employee Basic Pay Details
009 (MD4852 Employee Temporary Pay Element
010 (MDE25E Employee Holiday Entitlement
1|MDEESTE Asset Management hd

[ Add ] lgelect ] [Delete

1.7 The screen above will list all the screens available on a personnel record.
1.8 Scroll down the list and click on Employee Current Post Holding.

1.9 The system will move you directly into that screen:

Task - All Screens - Employee Current Post Details - 3x]

Session  Edit  Wiew Process Tools Display Help

0000050

Employee 1840355 : MR BM THOMPSOMN

EH tBRRE|ALSE - Dow® o7

Seq Start Post Il Grade Status | N | Detail Summar

4 pson: NENE | HE B

[ Add ] [Change] [Delete] [Expand

‘ﬂ Post Linking

|J|PseudD-Sequanca Mumber for Index Paging CHAMNGE UM |MD4?SIE
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1.10

1.11

1.12

1.13

1.14

1.15

If there is only row in the screen that means the employee is a single post
holder. If there is more than one, they are a multi-post holder.

If they are multi-post and you are unsure which one is the correct fixed term
contract post that requires extending, Window in* to the Summary field on

the row of a post.

Summary

|
General
Post General Dogsbody
Job MSALBER Manag, Spec and Admin 1B & 2
Employee Grade
Post Grade GRADE 4 Level 4
Service Cond ID MSA4+ Management Specialist & Administrative 4
Emp Paost Hold, Reasan Descriptian
Start 01/11/2008 PILOZ0 Casual to Permanent
End
Service In Post 1 ¥ear 5 Months 8 Days Projected End
Post Main Flag b Suspended
Contract Mumber
Position Status psooz Part Time - Permanent
Occupancy
Location HIGHFIELD Highfield Campus, Southampton
Wk Pattern 0MTWT SOM7.5T7.5W 7. 5T7. 5EFOS0
Contract Hours 30.00 Weekly Hours 30.00
Source COMTRACT FTE 8333
Pay Grade GRADE 4 Level 4
Jﬂ User Fields Jﬂ Motes

If this is the correct post, make a note of the Post number (10 digits).

Click on Exit.

Click on Cancel Q

Click on Exit.

! Click on the j at the end of the data entry field
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2 Changing the Grade of a Post

& Before you change the Grade on a post, check if there are any other
occupants within the post. If there are no other occupants or all people
attached to this post are being regraded then follow this work instruction.

& If there are other occupants in this post that aren’t being regraded you will
need to create a new post with the new grade that applies to the one
employee and transfer the employee into the new post. (See Creating
New Posts and Transfer work instructions).

2.1 ResourceLink HR Home Page > HR Tasks > Create/Maintain Posts

of Northgatearinso Client - Menu Browser =101
Session  Edit View Help

[eew—- Dl imels = bed® 2]
{ @ 1Top @Back FastPath I ] @ 3% CodeView S Pinter TlSessions [ Autharisations (1] Diary 3 Lag 0 -

% HR Tasks

GR Erployee

o [Name Pick a menu...

=1
& 1040355 MR B THOMPSON
8 074524 M5 L LASTIC

2.2 Change Post
Tk

Session Edt Yiew Help

[ w-DEE| BRI E - [eEd a2
§ @ Top @ Back FastPath [ ] @ % coteView —hFiiner [ Sessions [2] Authorisations 1] Diary 3K Log Off =

L Percon work List

G Enployee

0] Name:
8 1040355 MR B THOMPSON
8 2074624 M5 LLASTIC

B stucturs units
E"‘ Hierarc

Task Histary

2.3 Enter the number of the Post that is to be re-graded.
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2.4

o) Task nge Post - Post Selection Screen

o€ w0

Search
Match
Post

FH|iERA LB

o Exact

=0l x|

Ble® B

 Partial

Post Search |

IDB:’D‘L-"EDWD

Current at

r

History 7

Post Title Description

Select ] [

Exit

Click on Sear

ch .

Il
Session Edit  View Other Process Display Help
00000 =€~ DeH ibelx B -

Post DDOD3006231

General

Job Mumber

Paost

Short Desc

Long Description
Freeze Start Date
Grade

Current Location
Work Pattern

Add, Info
Post Class
Start Date
Grade Usage Level
Freeze Recruitment

¥ Fte

_ﬂ Mare Dets

: General Dogsbody

W Manag, Spec and Admin 1B B 2

DDO3006231 Desc N
GOE
General Dogsbody
Freeze End Date I
Level 4
Highfield Carmpus, Southampton
SOM7.2T7.2W7.2T7.2F7.250

GRADE 4
HIGHFIELD
3EAMTWTE >

FCO011 VI Administrative/Support

I_I
|

Obsolete Date
Pensionable Flag
Hierarchy “iew

01,/08/2008

@ Establishment ¥ Location

ﬂ MNotes

¥ Grade
ﬂ Roles

¥ User Fields

| [Enter delete made

|40D

[ uum [MDa3sz
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3 Checking the Occupants in a Post

3.1 Click on the Post Occupants Tab.
= 1

Session  Edit  View Process Display Help
00000 |2 -t A.|ET - (BuHs 2

Post DD03006231 : General Dogsbody

Selection

Seq] Employes ] MNarne I Start Date ] End Date
001 |1840355 B THOMPSON 01/11/2008

|Enter 3 Location or press WINDOW to select |

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

I”Enter the date From which occupancy information is required |cHANGE MM [MDa3s7

3.2 Press Enter to change the dates of search.
3.3 The screen will list all people attached to the post.

If there is only 1 person attached to the post (the person who is being
regraded) continue with regrading the post. If there is more than 1
person attached to the post and only 1 is being regraded, then cancel
out of the task, you will need to create a new post.
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4 Re-grading the Post

If you are re-grading from grade 2 to 3 or from 3 to 4, there will be a
change to the contractual hours worked. As it is not possible to enter a
start date against the Service Condition / hours at post level, you
should not make this change until the date comes to pass, otherwise it
will change the person’s hours immediately.

& You will need to change the service conditions at Post Holding level as
this is date driven.

You can enter a change of hours with an effective date on the
individual’'s record, under the Current Post Holding screen, but you
will still need to change the hours at post level when the
commencement date arrives.

& Please remember to return to the post and change the working hours
once the regrading date has been reached.

4.1 Click on the Post Details tab.
=l x|

Session  Edit  View Other Process Display Help
0000022 DR IBEALD B9 Do?

Post DD03006231 : General Dogsbody

General

Job NMumber m__l Manag, Spec and Admin 1B & 2

Post DDO2005231 Desc M

Short Desc IGDB I

Long Description General Dogsbody

Freeze Start Date I Freeze End Date

Grade GRADE 4 Level 4

Current Location HIGHFIELD Highfield Campus, Southampton
Work Pattern JEAMTWTE x| SOM7 2T7.2W7.2T7.2F7.250

Add. Info
Post Class FCO11 VI Administrative/Support
Start Date 0170972008 Obsolete Date
Grade Usage Level I Pensionable Flag
Freeze Recruitment [ Hierarchy “iew

¥ Fte (@ Establishment ¥ Location ¥ Grade

:[l More Dets W User Fields ,’,z Maotes ,!,z Roles

|J\Enter Job Murnber or press WINDOW to select |40D UM [Moz3s2

;ﬁ Grade

4.2 Click on Grade.
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4.3

4.4

4.5
4.6

4.7

4.8

4.9

of MD33G4 Post Grade History x|

Start Date End Date Description
24/02/2010|GRADE 4

ooz 01/11/2008 GRADE 2B 23/02/2010 Level 2b N
003 01/09/2008 GRADE 24 311072008 Level 2a N

Add ] [Change] [Delete ] [Expand

Click on Change.

Enter the End Date for this grading. This will be the day before the
regrading takes effect.

& Dates MUST be entered in the format ddmmyyyy. For example 16031975

for 16 March 1975.
ENTER through the rest of the fields.
Click on Add to add the new grade to the post.

Type in the Start Date for this grading. This will be the day after the End
Date entered in step 4.4.

& Dates MUST be entered in the format ddmmyyyy. For example 16031975

for 16 March 1975.
Press ENTER to move to the Grade field.

Window in to the Grade field and press ENTER twice to display a list of the
grades.

x|
Selection

Grade

Obsolete Date
Seq Grade J Description J
00001 |AMCF Research Consultant Fellow (Hon Caonsult) ﬂ
00002 |AMCR Reader (Honorary Consultant)

00003 |AMCS Senior Lecturer {Honarary Consultant)

00004 |AMDT Dental Clinical Tutors {Hon Consultant)

00005 |ARMMNL Clinical Lecturer

00006 |AMMNR Clinical Reader

00007 JAMMNS Clinical Senior Lecturer

00008 |AMPL Clinical Psychologist

00009 ]AMPR Professor (Honorary Consultant) hd|
[ A ] [gelect ] [ Delete ]
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4.10
411
412

4.13

Select the new grade from the list.

ENTER through the remaining fields.

Click Exit.

Click on Save.
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Starting the Regrading Process on the Employee

5.1

5.2

5.3

HR Tasks — Variation to Contract

of Northgatearinso Client - Menu Browser =] |

Session  Edit Wiew Help

2 %D s ERAE - E a2
{ @ Top @ Back FastPah [ ] @ % CodeView 4 Piner [ Sessions [2) Authorsalions L1 Diary € Log Off

HR Tasks

Personwiork List

QR Employee

L = Pick a menu...

‘TEADEEE MR BM THOMPSON
8 2074524 M5 L LASTIC

Task Histon

[ Change Fost (UQ_CHFOST)
[ &1 Screens (UG_ALLSCRE]

Favourites

Edit Favouites... - ge - e Eng
[ Reports

[ Search for Human Dbject
[ 0l Details

[ Guery Taol

ment Enguiry

JHRPZAG-mpy HRPATL 9/2{10 : Current Menu ; UQ_HRTASKS Printer ; Mot Selected |ADD. | [N | MDMENLI4D [ | =

Promotion/Regrading

o NorthgateArinso Client - Menu Browser =101

Session Edit Yiew Help

sew--Dzdls=els = lvEe® 2|
} @ 1Top @ Back FastPelh [ ] @ % CodeView b Printer [lSessions 9] Authorisations L1 Diary € Log O =

LS Person ok List

@R Employee

D
8 1840355 R BM THOMPSON
l 2074524 WS L LASTIC

Task History

[b Change Post {UO_CHPOST)
[P All Scresns [UO_ALLSCRE]

Favourites

Edit Favourites.
[ Reports
[ Search for Humen Object
[ 4l Detais

[ Quey Tool

Ao

<

I"HRPZAG-chy HRPATL 9/2{10 : Current Menu : UQ_YARTC Printer : Mot Selected |noD. [ raura | MDMENU4D |

The following search form is made available
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o Task - HRZ/Additional Increments - Employee Gelection Screen

S8 w - IFH IBER(ASNE - BodH |2

Emplayee Other Mumbers Structure Saved List Employment
Ll=toh ol =T L Eatial

IEmp\Dyee HNumber I— I

ISumame I Initials

Sex Mat. Ins. No.
Current Employee As at Date 24/03/2010
Previous Surname
Known As

[ Add ]I[ Search

|Ernp Murnber  [National 1D Mumber Start Date| For

[ Select ]I[ Exit ][ Save List ]

[Eniter an Emplayee Number CHAMGE | UM MDS5522

5.4 The Employee Number, Surname, search and select options are highlighted
5.5 Entering either the Employee Number or Surname select search.

5.6 Select the appropriate staff member from the list

Page 12 of 29



UNIVERSITY OF

Southampton

6 Personal Details data entry screen

As the person being regraded is already an existing employee the
Personal Details screen should already be completed. Check and
update the information where necessary.

o Task - Promotion/Regrading - Employee Personal Detail i =] 5]
Session  Edit  Wiew Other Process Tools Display Help

000002l DEHrBBALE - Sood o2

Employee 2074524 : MS L LASTIC

Title Details
Legislation Type
Surname

Title

First Forename
Other Faorenames
Prew. Surname
Known As

Honours

Generation

Personal Details
Gender

=
Date of Birth 30;’06!19?5---' Age: 34 Years 9 Months
Mat. Ins. Mo, [TH300675F Case Number I

¥ Home Address ﬂ Cont. Addresses ﬂ Passport/Yisa Jﬂ Contact Tel

@ Email address @ marital Status il User Fields @ notes

| [Enter the person's Surname lcHamcE | [um MoEsss

6.1 Check you are working on the correct employee.

6.2 Click on Q to move to the next data entry screen.
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7

Current Post Holding data entry screen

As this employee already has an existing contract this screen will

contain a row for each post they currently hold. To view
the existing post(s) Window in to the Summary field on

of Task - Promotion/Regrading - Employee Current Post Details

Session Edit  VWiew Process Tools Display Help

=0l

information on
that row.

00000[2e > Ded  BeAs D - blo®®]2]

Employee 2074524 : MS L LASTIC

Seq Start Post

01/04/2010(DDO3006231

il Grade
V¥ |GRADE 4

Status
PSO0Z2

M| Detail

M - ' . -

Summary

[ Add ] [Change] [Delete] [Expand

ﬂ Post Linking

|J|Pseudm-Sequence Mumber for Index Paging

[cHamGE | UM [

1B

7.1 Window in to the Detail field of the post to which the regrading applies.
7.2 If the regrading means that the Service Conditions will be changing with
the grade select the Conditions tab; otherwise go to step 7.13.
x
Detail
Post DOO03006231 General Dogsbody
Jaob MSA1B8:2 Manag, Spec and Admin 1B & 2
Employee Grade
Post Grade GRADE 4 Level 4
W Misc Grade Contract
Service Cond ID m__l Management Specialist & Administrative 1
Source JOB
Position Status IPSDDZ l Part Time - Permanent
Occupancy 'I
Wk Pattern SO0MTWT SOM7.5T7.5W 7. 5T7. 5F050
Source EMPPOST
Contract Hours I SD.DD---I Weekly Hours 30,00 Wks Per Year 00,0000
Source CONTRACT FTE .8333 WPY FTE 8333
jﬂ T/S Template jﬂ Perf Management jﬂ User Fields jﬂ Motes
jﬂ Salary Planning
7.3 Window in to the Service Cond ID field.
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x
General
Post DOO3006231 General Dogsbody
From 01/04/2010 To
Seq Start Datel End Date| Serice Condition |Description |Notes I;l
001 01/04/2010 MIAIBAZ M54 1BR2 I
oz | | | gl =
Add ] [Change] [ Delete ] [Expand

7.4 Select the current Service Conditions (row with no end date) and click on
Change.

7.5 Type in the End Date for the current Service Conditions — this will be the day
before the regrading takes effect.

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

7.6 ENTER through the remaining fields.
7.7 Click on Add to add the new Service Conditions.
7.8 Type in the Start Date for the new Service Conditions.

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

7.9 Window in to the Service Condition field and select the appropriate service
condition.

7.10 The following dialog box may be displayed:

Task - Promotion/Regrading ﬂ

\l") Wwharning - Thiz could affect holiday enfitlement

Click OK.
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7.11 ENTER through the remaining fields.
7.12  Click on Exit.
& The current Service Cond ID will be displayed until the date that the
regrading comes into effect.
7.13  Select the Grade tab.
x
Detail
Post DOO03006231 General Dogshody
Jaob MSA1BE:2 Manag, Spec and Admin 1B & 2
Employee Grade
Post Grade GRADE 4 Level 4
General Conditions Misc TGEEITTW\
Pay Grade m__l Level 2b
Source EMPPOST
Start Date 01/04/2010
End Date
Paoint 17
Point &mount 17785.82
Point Rate 11,3700
ﬂ T/S Template ﬂ Perf Management ﬂ User Fields ﬂ Motes
ﬂ Salary Planning
7.14 Window in to the Pay Grade field and click on Add. The following screen
will be displayed:
x|
General
Post DDO3006231 General Dogsbody
Fram 01/04/2010 7.
Change Grade
Seq | StanDatel End Date| Grade Reason Source  |Source PDinﬂN I;l
001 01/04/2010 GRADE 2B POSTRL POSTGD 17 N
Paoint Rate 11.3700 Enh.Rate Point Amount 17785.82
Override Date Override Reason
Override Step Carry Forward
Bar Point Current Bar Point 19
ooz Iy 1L [} = ] |
Point Rate Enh.Rate Point Amount
COwerride Date COwerride Reason l
Cverride Step Carry Forward
Bar Point | o= Current Bar Point =l
[ Add J [Change] [ Delete ] [Expand]
7.15

Type the date that the regrading takes effect into the Start Date field.

& Dates MUST be entered in the format ddmmyyyy. For example 16031975

for 16 March 1975.
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7.16

7.17

7.18

It is not necessary to type in an end date for the existing pay grade as
this will be done automatically.

Press ENTER twice. The following dialog box will be displayed:
x|

General

MNew Grade History record overlaps with current
Open Grade History record.

This procedure will automatically update the end date
of the existing open Grade History record.

Confirm (v ar M) m'

Type Y to confirm and press ENTER.

The new grade should appear in the Grade field. If this is correct, Enter
through the field.

If the employee is on a Off Scale Salary or works above the standard
hours for their grade (i.e. is paid on Hourly Rate Grades e.g. Nursery
staff, Halls Cleaning, Security), window into the Grade field to view the
list of available grades:

x|
Selection
Grade
Ohsalete Date
Seq Grade I Description I
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 | AMML Clinical Lecturer
00006 |AMMR Clinical Reader
00007 |AMMNS Clinical Senior Lecturer
a000g jamMPL Clinical Psychologist
oooog ]AMPR Professor (Honorary Consultant) hd|
[ Add ] [gelect ] [ Delete ]

Format of Off Scale Grades
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Description

0S5 GRADE1R |Off Scale
00056 |05 GRADEZA  Off Scale Level 24
00057 |OS GRADEZE Off Scale Level 2B
00058 |OS GRADES Off Scale Level 3
00059 |OS GRADE4 Off Scale Level 4
00060 |OS GRADES Off Scale Level &

D006l [0S GRADES  Off Scale Level 6 J
00062 |0OS GRADET Off Scale Level 7
ooo63 ]OS PROF 22  Off Scale Professorial Zone 2 hd|

Format of Hourly Rate Grades

Description

GRD1B35.5H |Grade 1B 35.5 Hours
000229 |GRD24A 36H Grade Za 36hours
00030 |GRD2A35.5H  Grade 2a 35.5 Hours

00031 |GROD2BE 36H Grade Zb 36 hours J
00032 |GRD2B35.5H  Grade 2b 35.Shours

00033 |GRD3 35H Grade 3 3Shours

7.19  Click on the appropriate Grade or Grade Equivalent for this employee.

7.20 Press Enter to move to the Reason field, window in and select
“Re-grading” from the drop down list.

7.21  Window in to the Point field and select the Salary Point for this employee.

é 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.
ﬁ
General
Post DDO3006231 General Dogshody
Fram 01/04/2010 T,
Change Grade
Seq | Start Datel End Date|Grade Feasaon Source  |Source PointIN I;l
M 01/04/2010 GRADE 2B POSTRPL POSTGD 17 N
Point Rate 11.3700 Enh.Rate Point amount 17785.82
Override Date Override Reason
Override Step Carry Forward
Bar Point Current Bar Point 19
002|  08/04/2010, |GRADE 3 =jcbool =|PosSTPL POSTGD =
Point Rate Enh.Rate Point Armount
Override Date Override Reasaon !
Override Step Carry Forward L
Bar Point Lo L= Current Bar Paint =l
Add ] [Change] [ Delete ] [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 on the next page.

So, if you are entering a new starter to the University who is starting between
1°' August and 31° January then you can safely leave the “Override date” field
blank as they will have been in post for over 6 months by 1°' August and
should receive an additional 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).

| If you have been instructed that a new starter should receive their additional
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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.

7.22  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.

'MD47G47 Employee Grade Bar Point History |

General

Post 0003006231 General Dogsbody

Post Start 01/04/2010

Grade GR&DE 3 Level 3

Grade Start 02/04/2010

Point Start 02/04/2010 Point 25

Feason j

Seq |Bar Point Femoved|Reason

Z =

002 27 N

003 28 M

004 29 M

[nfuf an I

006 31 I

o007 | 3z M =l
[ Add ] [Change] [ Delete

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

7.24  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
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7.25 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.

7.26 Click on Exit.

7.27  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

7.28  Press Enter to move through the remaining fields and click EXxit.

& The current Pay Grade will be displayed until the date that the regrading
comes into effect.

7.29 Click on Q to move to the next data entry screen.

& If you are prompted to recalculate the Holiday Entitlement select No.
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Holiday Entitlement data entry screen

8.1

8.2

8.3

8.4

As the person being regraded is already an existing employee the
Holiday Entitlement screen should already be completed for their
previous grade.

Only complete this screen if the employee’s Service Conditions
have changed and this has affected their holiday entitlement. For
example, the regrading is from Grade 3 to Grade 4.

of Task - Promotion/Regrading - Maintain Employee Holiday Basic Detail = Ellﬁl

Session  Edit  Wiew Process Tools Display  Help

00000 "€l - DcEH| e A~ |0 boBwe 2

Employee 2074524 : MS L LASTIC

El!

II1II4— 2010 ||||i 2010 0.00 0.00

[ Add ] [Change] [Delete ] [Expand

@ work Pattern

|J|Pseudo-Sequance Mumber For Index Paging |Lookup I_IWI_ [MDa2ss
& Make a note of the employee’s start date, their holiday entitlement for the
current leave year and their remaining entittement BEFORE proceeding
with this instruction.
Select the record for the current leave year and click on Delete
& DO NOT delete records for previous years.

Click on Add to add a new record.

Re-enter the line with the same start date but enter the End Date — this will
be the day before the regrading takes effect.

Press ENTER to move through the remaining field on this row.
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é If the employee uses MyView you will see any holiday that has already
been approved in MyView between these dates:

017102007 304042008 2. 50 Q.00

8.5 Click on Add to add a new record to reflect the regarding.
8.6 Type the date that the regrading takes effect into the Start Date field.

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

8.7 Press ENTER to move to the End Date field.

8.8 Type in the End Date for the current leave year — this will be 30 September
of the current year.

8.9 Press ENTER to move through the remaining fields on this row

é If the employee uses MyView you will see any holiday that has already
been approved in MyView between these dates:

oi/08/2008| 30/09/2008 13.00 0.00
o0z | 01/10/2007  30/04/2008 1?5 0.00 0.0 9,00

8.10 Click on Q to move to the next data entry screen.
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9 Employment Detail data entry screen

As the person being regraded is already an existing employee the
Employment Detail screen should already be completed.

This screen SHOULD NOT be changed.

o Task - Promotion/Regrading - Employment Detail i =] 5]
Session  Edit  View Other Process Tools Display Help

000002 CzuibBAE - 555559

Employee 2074524 : MS L LASTIC

Dates
Original Start m SGO0T ] Mew Appointment
Current Start /032010 [SG001 = MNew Appointment
Termination
To Staff
Probation

additional

Service

Employee Type
Self Service Unit
Willing to Job Share
Notice Period

Mo Of Current Posts

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

|J\Enter the employee's Original Start Date |A0D MUM [MD47s1A

9.1 Click on Q to move to the next data entry screen.
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10 Fixed Pay Elements data entry screen

As the person being regraded is already an existing employee the
Fixed Pay Elements screen should already be completed. The
asterisk (*) in the E field indicates that the pay element has been
ended. There should now be a new Basic Pay row that starts on the

date of the regrading and reflects the employees monthly pay for their
new grade.

o Task - Promotion/Regrading - Employee Pay Elements - Detail - | Ellil
Session Edt View Other Process Tools Display Help

0000 @2 - DER:=eAE

Employee 2074524 : MS L LASTIC

El €| | Illlill-!

0001 (Tax Paid Calculated
DDE EMPLOYEE 0040 NI C/O 31!03,-"2010 Calculated N

= | Blow® o7

[ Add ] [Change] [Delete ] [Expand

Jﬂ Currency

|J|Pseud0-53quence Number For Indesx Paging |CHAmNGE UM |MD48s34

10.1  This is the last screen in this process.

10.2 Click on save
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11 Standard Letters

of MD103G2 Standard Letters Attached to the Task

Description

vel 4+ academic promotion CIAC 1
002 |4+PROM2 001 Lewvel 4+ non-academic promotion NOACT 1
003 |CLINCOMP 001 Clinical Consultants - promotion MNOACT 1
004 |CLINPROM 001 Clinical Change of Title - Promotion MNOACT 1
005 |PROFPROM 001 Professorial - promotion MNOACT 1
006 |PROMOTE 001 Promotion NOACT 1
007 |REGRADE 001 Regrade MNOACT 1

[

[ add ] [change] [Deete | [Expand |

11.1  Click on the Let Opts field for the letter you want to produce and window in.

x|
Seq| Letter | Verl Description | Let Opts | Copiesl
001 |4+PROM 001 Lewvel 4+ academic promotion NOACT 1 ;I
002 |4+PROM2 001 Lewvel 4+ non-academic promotion NOACT 1
003 |CLINCONP 001 Clinical Consultants - promotion NOACT 1
004 | CLINPROM 001 CcClinical Change of Title - Promation NOACT 1
005 |PROFPROM 001 Professorial - promotion NOACT 1
006 |PROMOTE 001 Promotion NOACT 1
007 |REGRADE - 001 |Regrade 1

MERGE  kanual dig

Mo Reguest Mo action to be taken (no request)
FRINT Frint Immediate request and print
PROMPT  Prompt Prompt on commit for user action

£ QUELE  Reguest Feguest letter only

[ cicld ] [Change] [Delete ] SAVE Save Save the merged letter

11.2  Click on MERGE.

11.3 Click on Exit.
x|

General

Select Employee Post Halding

Start Date End Date

002 |9999999999 13/03/2006 11/02/2007 A

003 |DDO0-TBME 20/11/2007 30/09/2008 A

004 |EHD3003948 12,/02/2007 04,/05/2007 Y

0a5 |0Doo-TBOS 01/10/2008 31/10/2008 A

006 |DD03006231 01/11/2008 A

007

008

009 | =
[ &dd ] [gelect ] [Delete ]
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11.4  Click on the Post that this extension applies to (if they are a multi-post holder
there will be more than 1 post listed in this screen).

of DRT135EW Post Grade x|

General

Select Post Grade

Start Date

End Date

24/02/2010
anz 01/11/2008 23/02/2010 GRADE 2B
003 01/09/2008 31/10/2008 GRADE ZA
[ & dd ] [gelect ] [ Delete ]

11.5 Click on the Grade that this extension applies to (if they are a multi-post
holder there may be more than 1 grade listed in this screen).

DRT533EW Complex Post Structure Selection x|

General

Select Post Structure Unit

Hierarch Eff Date

01/11/2008
002 |HR MAIN 01/09/2008
003 |HRMAIMOS 01/09/2008
004 |HRMAINDE 01/11/2008
005 |HRMAINOT 01/05/2009
006 |HRMAIMOS 01/01/1940
007 |HRMAINDD 01/01/1940

[

[ Add ] [gelect ] [ Delete ]

11.6  Click on the latest hierarchy
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o DRT150EW Personnel Codeburst 5[
General
Select Person Codeburst
Post Start Date

01/11/2008
002 |HRMAINOS 01/11/2008
003 [HRMAIMOG 01/11/2008
004 |HRMAINOT 01/11/2008
005 [HRMAIMOS 01/11/2008
006 |HRMAINOD 01/11/2008

=
Add ] [gelect ] [ Delete

11.7  Click on the latest hierarchy

al DRT168EW Employee Post Grade History x|

General

Select Post Holding Grade History

Start Date
10
002 |GRADE 2B 01/02/2010 23/02/2010
003 |GRADE 2B 01/10/2009 31/01/2010
004 |GRADE 2B 01/08/2009 30/09/2009
005 |GRADE 2B 01/03/2009 31/07/2009
006 |GRADE 24 01/11/2008 28/02/2009

End Date

Add ] [gelect ] [Delete

11.8 Select the grade

11.9 Complete the following fields as required
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of MD109G3 Enter Pop Up Field Contents x|

L Prompt

nter the job family

ooz Enter whether this is a Schy Dept/Div

Pleasze enter signatory's job title

Please enter RA/PA's tel number

DDS'
DD4| Please insert signatory's name
DDSl

[ Add ] [Change] [Delete

11.10 Click on Exit.

o MD111U3A - Mail Merge for Word X|

Mail Merge In Progress

11.11 The extension letter will be produced in Word where you can print as
normal.
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