
 
Appendix A – User Profiles 

 
User Profiles 
 

User Profile Allocated to 
HRUSER 

 
Staff in HR that do not need access to HR records 

HRUSER+HR 
 

Staff in HR that need access to HR records 

HRCPP Staff in HR responsible for creating and maintaining Posts and Structure Units 
HRHESA 

 
Staff in HR responsible for the HESA Staff Return 

HRTEMP 
 

Staff in the Temp Bank 

HRNOCS 
 

Staff in HR at NOCS 

PAYOFFICER Staff in Payroll who are not require to setup and maintain the payroll 
PAY_SUPERV Staff in Payroll who are required to setup and maintain the payroll 

PENSIONS 
 

Staff in Pensions Office 

HRACCTS 
 

Accountants in Finance 

SERVICELIN 
 

ServiceLine staff 

HRSCHOOL Default for all Schools and Professional Service Department access.  (A separate profile is set up for each school to 
which security is applied to control access to relevant staff records) 
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User Profiles - Role and Responsibilities  
 
The table below shows at a high level which processes (responsibilities) are applicable to which user profiles (roles). 
  

User Profile/Process C
re

at
in

g/
  M

ai
nt

ai
ni

ng
 P

os
t

C
re

at
in

g/
 M

ai
nt

ai
ni

ng
 S

tr
uc

tu
ra

l U
ni

ts
Po

st
 to

 P
os

t r
ep

or
tin

g
C

re
at

in
g 

N
ew

 M
ai

n 
Pa

yr
ol

l E
m

pl
oy

ee
s

C
re

at
in

g 
N

ew
 F

ee
s/

 C
as

ua
l  

Em
pl

oy
ee

s
Pa

yr
ol

l C
re

at
in

g 
N

ew
 E

m
pl

oy
ee

C
re

at
in

g 
N

ew
 V

is
ito

rs
Va

ria
tio

n 
to

 C
on

tr
ac

t
Fe

es
/ C

as
ua

l V
ar

ia
tio

n 
to

 C
on

tr
ac

t
Le

av
er

s
St

an
da

rd
 L

et
te

rs
 M

ai
nt

en
an

ce
H

R
 A

bs
en

ce
 E

nt
ry

C
ha

ng
in

g 
Pe

rs
on

al
 D

et
ai

ls
H

ES
A

 R
et

ur
ns

Ti
m

e 
Sh

ee
t I

np
ut

E-
H

R
 V

ie
w

A
ll 

Sc
re

en
s

Pe
ns

io
ns

 A
dm

in
is

tr
at

io
n

Pa
yr

ol
l R

un
ni

ng
Pa

yr
ol

l A
bs

en
ce

 E
nt

ry
Pa

yr
ol

l S
et

 U
p 

an
d 

M
ai

nt
en

an
ce

Pa
yr

ol
l O

ut
pu

ts
O

pe
ra

to
r C

re
at

io
n 

an
d 

M
ai

nt
en

an
ce

R
ep

or
ts

HR User

HR CPP

HR HESA

HR School

HR Temp

Pay Officer

Pay_Superv

Pensions

Serviceline  
 
 
 
 
 
 

2 



Home page menus 
The table below shows what is on the home page menu of each user profile. 
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Second level menus 
The table below shows what is on the second level menu of each user profile. 
 

U
se

r P
ro

fil
e

St
ar

te
r/R

ej
oi

ne
r/V

is
to

r M
en

u
H

R
 L

ea
ve

rs
Va

ria
tio

n 
to

 C
on

tr
ac

t
C

re
at

e/
 M

ai
nt

ai
n 

Po
st

s
H

R
 A

bs
en

ce
 R

ec
or

di
ng

Le
tte

rs
Em

pl
oy

ee
 L

et
te

rs
Em

pl
oy

m
en

t C
he

ck
s

H
ES

A
 B

ac
kg

ro
un

d
Pa

y 
C

yc
le

 P
ro

ce
ss

in
g

Em
pl

oy
ee

 A
dm

in
is

tr
at

io
n

St
an

da
rd

 B
ac

k 
Pa

y
En

ha
nc

ed
 B

ac
k 

Pa
y

Si
ng

le
 P

os
t A

bs
en

ce
M

ul
ti-

Po
st

 A
bs

en
ce

G
en

er
al

 R
ef

er
en

ce
s

Pa
yr

ol
l B

ac
kg

ro
un

d
Em

pl
oy

ee
 B

ul
k 

A
m

en
dm

en
t

Sp
ec

ia
l O

pe
ra

tio
ns

Ex
te

nd
 In

te
rf

ac
e

Pa
yr

ol
l R

ep
or

ts
Pa

yr
ol

l Y
ea

r E
nd

C
on

tr
ol

 T
ot

al
s

HR User
HR CPP
HR HESA
HR School
HR Temp
Pay Officer
Pay_Superv
Pensions
Serviceline  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 



Third level menus 
The table below shows what is on the third level menu of each user profile. 
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Fourth level menus 
The table below shows what is on the fourth level menu of each user profile. 
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Fifth level menus 
The table below shows what is on the fourth level menu of each user profile. 
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Tasks – All Users 
The table below shows what tasks each user profile can perform. 
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Tasks – Payroll and Pensions Users only 
The table below shows what tasks each payroll and pensions user profile can perform. 
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