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This work instruction was last updated: 18" March 2010

Sickness Notification

This Work Instruction describes the process to obtain the absence report so that Pay
Roll details can be updated.

Form Location: Employee Absence/Holidays — UK and Irl Based Absence — Single
Post Absence — Sickness Notification.
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1 Sickness Notification

1.1 Search Form

o Task - P45 Reports - Employee Selection - In ual &Group

9w~ DEd | {2l A 5 BeDdo|?

Employee Other Mumbers Structure Saved List Pay Group
Match & Exact

Employee Mumber

Surnarme Initials
I

Sex MNat. Ins. Mo,
Current Employee
45 at Date m
Prewious Surname

|Emp Number  |Mational ID Murmber Start Date|Forg

[ Select ][ Exit ][ Save List ]

1.2 To select All Payrolls use the Structure tab and Right Click on your

selection. The following option is then available

(o]
agw- DSl BERACE - bas®al?

Ermployee Other Numbers Structure Saved List Pay Group
Higrarchy PAYROLL

Sub |Selected Stucture Unit Availabile Structure Units

EE
Ll:j Add to Selection (All Lewvels)
. Addto Selection

[ PAYROLLS {unpaid)

1.3 Select

o Task - P45 Reports - Employee Selection - Individual &Group -10] x|
Session  Edit  View Help

Qe n-DEE iR A B besEa|?

Employee Other Numbers Structure Saved List Pay Group
Hierarchy PAYROLL

Level Sub_|Selected Structure Unit
Fayroll hd PAYROLLY (Main Payroll) i
Payroll Y PAYROLL? (Teachers Payrall PAYROLLI (main Payroll

Payrall v PAYROLL3 (Unpaic) 3 gijggﬁg;j;jjf”W“’

Select ] [ Ezit ] [ Remove ] [ Remove All ] [ Add ] [ Add Lewvels ] [ Sawve List

Page 2 of 9




UNIVERSITY OF

Southampton

14 _
red lightning sign

15

of Task - Sickness Notification - Sickness Notification

Session  Edit  Wiew Other Process Displey  Help

Select the select option and the system will show as collating records with a

| %

This will take several minutes.

The following screen is shown

=10l

00000 =2elx-DEd|[:E@B(AJE - BoaEBo| %

Selection

Employee I § I

From To

Seq |Pay Group

—

Start Date

[ Add ] [Change] [Delete ] [Expand

3;25__ Approve

IHEnter an Employee Number or press WINDOW Lo select

1.6

o Task - Sickness Notification - Sickness Notification

Session  Edit  Wiew Other Process Display Help

[cHanGE |

HUM [MDszs8s

Tab through to see the following report which will be populated

=101 x|

OO00E=el»-DEA|ike A |E- BoBnda|?

Selection

Employee §

From To

Sog [PayGoup___|Employee ___ [StaiDate__ [EndDate___[Det |
| -] -]

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

!;,L Approve

IHPSEUDO-SEQUENCE NUMBER. FOR INDE: PAGING

1.7 Select Approve

|CHANGE Jrauna | [MD52565
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of Task - Sickness Notification - Sickness Notification 100 x|
Session  Edit  Wiew Other Process Display Help

OO00E=el»-DEA|ike A |E- BoBnda|?

Selection

Employee §
Frarm To

Sog [PayGoup___|Employee ___ [StaiDate__ [EndDate___[Det |
| -] []

[ add ][Change] Delete Expand

"’A Approve

IHPSEUDO-SEQUENCE NUMBER FOR INDEY PAGING |CHANGE Jrauna | [MD52565

1.8 Select Yes and then Save

x
General
Approve all Sickness Notifications on save / commit?
ves | [ mo
1.9 If there are any anomalies in the system the following will appear and each

will have to be dealt with. This is an expanded view

General .

Area SCKMOT = Sickness Motification
Execution 01012803 I

Employee Description

-ation overlaps

1867555 E 06/03/2008; Notification owverlaps

oaoz2
existing absence
0003 | 1871269 E 18/03/2008; MNotification overlaps

existing absence

Those records reported need to be manually investigated/processed.

1.10  This will then move the information to the relevant fields for processing and
generate a report in Cognos
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o Administration Reward/HESA Finance and Planning Human Resources Payroll and Pensions :

Payroll and Pensions

Name £

Labels

Salaty Sactifice

Absence - Sickness as at today

oo

Busy Biees NMW Warning (FROL7E

FO00L0 - Yisibors by PSUB

FRO0S - Paper Pavslip - Staff List Reportvz
Leavers (Pension

Leavets - Whole University (FRODES

Leavets with Temporary Pay Elements

New Posts Temp Bank (FROZES

[ew Starters

BASNAS Mew Starters

Pensioners with Additional Posts

PSUB1 - 'With & T in the Suspend Box (FROZES)
PSUBS - Main Flag set on Yisitors Post (FRO285)
PSUES - Mo T in the Suspend Box
Resourcelink Pay Elements

Sickness Motifications

Temp Bank Grade 3 or Higher Mot 35 Hours (FRO28S)
Temporary Pay Elements Current Period - ¥2

LSS MNew Starters

‘WWages and Salary

eielelelelelelRlelelelele]H el elelelele]H

Rk

o

* Long Term sickness should only be entered per month i.e. if in October
payroll and period in sickness notification is 01/10/08-15/11/08 this
should be changed 01/10/08-31/10/08. Payroll use a diary to record this
and enter 01/11/08 to 15/11/08 on the November payroll.

& Occupational Sick Pay flashes up if near %2 pay.
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2 Processing the Individual Staff Record

2.1 The process is completed in the Absence Details Screen

Start Date

19/02/2010|09: 00 il of17:12 S

ooz 17/02/2010 13:06 17/02/2010 1712 S M N

003| 06/01/2010 09:00 06/01/2010 17:12 P NN

004 04/01/2010 09:00 0470142010 17:12 H Mo

00s| 21/12/2009 09:00 2312420091712 H Mo

006 26/11/2009 09:00 26/11/2009 1712 H Mo e
007 02/10/2009 09:00 021042009 17:12 H Mo

008 28/09/2009 09:00 28/09/2009 1712 H Mo

009 25/09/2009 09:00 26/09/2009 1712 H Mo

010 24/09/2009 09:00 24/09/2009 1712 H Mo

011] 18/09/2009 09:00 18/09/2009 1712 H Mo

012] 14/09/2009 09:00 14/08/2009 17:12 H Mo

013 11/09/2009 09:00 11/09/2009 17:12 H Mo

014 01/09/2009 09:00 02/08/2009 17:12 H Mo

015 17,/08/2009 09:00 17/08/2009 17:12 H NN 4,
[ Add ] [Change] [ Delete ] [ Expand ]

2.2 Enter the form by use of the Y on the details. The earliest record to be dealt
with first or the system will show a warning.

Start Date
19; '010|09; 00
17/02/2010 13:06

Seq

Absence Type

20101712
1702201712

ooz 5 ™ M
M 0&/01/2010 09:00 06/01/201a 1712 P ] M
M 04/01/2010 09:00 o4/mzmatdaz H I M
EJ 21/12/2009 09:00 231ef20091712 H ™ M
0o& 256/11/2009 09:00 26/11/2009 1712 H ] M

2.3 The following form is displayed and if this form has already been processed
it will show Complete under Status and not Sick Period as below and the
Proceed option will not be available.

x
General
Start Date 17/02/2010 End Date 17/02/2010 Days 1

Absence Reason

Sickness Type m

Reasan SCROT
Reason Detail

Sickness

Back and Meck Problems

[ K [ [

Cause

Interview Date

Absence Detail

Certification SELF 'I Self Certified

Expiry Date Due Date |
Hurt st wark [
Status
Entry Status Entitlement
:[l Motification jﬂ Clairn Detail :[! Motes
‘¥ Hours Lost :ﬂ Daily Detail Proceed ][ Exit
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2.4 Check the details and select Proceed

x
General
Start Date 17/02/2010 End Date 17/02/2010 Days 1

Absence Reason

Sickness Type m

Reason SCROT
Reasaon Detail

Sickness

Back and Meck Problems

[ |

Cause

Interview Date

Absence Detail

Certification SELF 'I Self Certified

Expiry Date Due Date |
Hurt 4t wark [
Status
Entry Status Entitlement
{[l Motification {ﬂ Clairn Detail {[l MNotes
‘¥ Hours Lost Qﬂ Daily Detail [ Proceed Exit ]

2.5 This form deals with SSP - Statutory Sick Pay, Ent — Entitlement, OSP —
Occupational Sick Pay and Hours. The Y on the form indicates the sick days

x
General
Sun J Mon ] Tue ] Wed ] Thu ] Fri Sat ]
S5P Qualifying Days N ¥ ¥ i ¥ ¥ B
OSP Entitlement Days N ¥ ¥ s ' ¥ )
OSP Qualifying Days Y ¥ ¥ i ¥ ¥ T
OSP Working Hours 5.14 5.14 5.14 5.14 5.14 5.14 5.14

14/02/2010 |k

002 |MOoM 15/02/2010 Y hi il 071z
003 |TUE 16/02/2010 Y e e 07z
004 |\WED 17/02/2010 Y hi il 071z A
005 | THU 18/02/2010 ¥ e e 07z
006 |FRI 19/02/2010 Y hi il 071z
007 [SaT 20/02/2010 N I e
=
[ Add ] [Change] [Delete ] [Expand
Proceed Exit
2.6 If the staff member does not work full time or the whole week is not taken for

Part Time Staff then you may have to adjust the hours in order to ensure that
the SSP, OSP and Hours are correct.

2.7 When checked and amended as required select Proceed
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2.8

2.9

2.10

x|
General [E]
Sun | Man | Tue | Wed | Thu | Fri | Sat |
SSP Qualifying Days 2 K4 ¥ ¥ k4 ¥ B
OSP Entitlement Days N s ¥ ¥ Y ¥ N
0SP Qualifying Days Y T ¥ Y Y ¥ ¥
OSP Working Hours 5.14 5.14 5.14 5.14 5.14 5.14 5.14

’
002 |MON 15/02/2010 % N i
003 | TUE 15/02/2010 N A 0wz
004 |wED 17/02/2010 Y Y Y 0712 ¥
005 | THU 18/02/2010 hd i 07z
006 |FRI 19/02/2010 N i 0wz
007 |SaT 20/02/2010 M M A
[ |

[ Add ] [Change] [Delete ] [Expand

Proceed ] Exit

Check that the SSP Average Pay is correct and Tab through

x|
i [
S5SP Average Pay m
B4 in i) e S5P Days withheld |
SSP Excl Reason 'I
OSP Maormal Pay 1455.00
OSP Excl Reason 'I
Cverride B |
NIB Days Owverride I NIB Rate Owerride I
Ignore OSP Waiting Days I_ OSP Wait Days Override I
Ignore OSP Link Days I_ OSP Link Days Owverride I

il NI Grosses \view Pay Elements

The details are then shown of the entitlement

oL MD52L2 SSP/DSP Payment Details x|

Select Exit
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2.11

2.12

z MD52G36 Generate OSP 7 55P Payments

Xl
Payments
SSP Paid Days @  Standard Total
OSP Paid .5 Days Taotal 25.98
NIB Paid Days @ Total
Options
Sick &ll Period [
Tax Year 2009
Tax Period 12 I
Pay, Record Or Abort E-

This form gives the option of P — Pay, R- Record or A — Abort. P is the usual
options but R can be selected to record for a staff member who has left.

Exit and save
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