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Unpaid Leave Process

This Work Instruction describes the Unpaid Leave 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.

HR Tasks — Variation to Contract — Unpaid Leave OR HR Tasks — HR Absence
Recording - Unpaid Leave

1 Using the Unpaid Leave task
2 Personal Details Data Entry Screen
3 Unpaid Leave Standard Letter
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1

Using the Unpaid Leave task

1.1

1.2

1.3

HR Tasks — Variation to Contract or Absence Recoding
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Variation to Contract — Unpaid Leave
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HR Absence Recording — Unpaid Leave
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The following search form is made available

ol Task - HR2/ Additional Increments - Employee Selection Screen

o w-DEEHE=BA 5 -boess|t

Employee Other Numbers Structure Saved List Employment

Match Fall=ot: L Bartial

IEmponee Mumber | I

ISurname

Sex

Current Employee
Previous Surname
Known As

I Initials
MNat, Ins, Ma.
As at Date 2440372010

Search

|Emp Mumber  [Mational ID Mumber Start Date| Ford

[ Select ]I[ Exit ][ Save List ]

J Enter an Employee Mumber CHANGE UM MDE5522

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
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2

Personal Details Data Entry Screen

21
2.2
2.3

24

é It will be Payroll who actually enter the unpaid leave details on to

ResourcelLink:

o Task - All Details - Employee Personal Detail _ =] 3
Session Edit  Wiew Other Process Tools Display  Help

000002~ DcH s =B AE Doe®|9

Employee 2086506 : MS L LASTIC

Title Details
Legislation Type
Surname

Title

First Forename

Cther Forenames

Prev. Surname

Known &s

Honours

Generation

Personal Details
Gender

F
Date of Birth 31,4'10,!195?---[ Age: 52 Years 7 Months

Mat. Ins. Mo, [TH311087F Case Number

@ Home address (@ cont. addresses (@ Passport/visa i contact Tel

¥ Email Address },ﬂ Marital Status },ﬂ User Fields },ﬂ Motes

I“Enter the person's Surname

HR simply need to:
Print the Unpaid Leave Standard Letter, and

Email Payroll informing them that the letter has been sent and
providing them with the details of the Unpaid Leave.

Click on UQ save.
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Unpaid Leave Standard Letter

3.1

3.2

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

unpald |00l [Unpaid leave

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

In the Let Opts column, use the drop-down menu to select MERGE
(immediate print with manual changes).

|

Seql Letter | Verl Description | Let Opts |C0pies|
001 IUNDAID ~|001 Unpaid leave B =l

Code Desc Long Description

kanual Immediate print with manual changes

MOACT  MoReguest Mo action to be taken (no request)

FRINT Print Immediate request and print

FROMPT  Prompt Frormpt on commit for user action

QUEUE  Request Feguest letter anly

SAVE Save Save the merged letter

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

Click on Exit.
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3.3

3.4

o DRT125EW Employee Post Holding 5[

General

Select Employee Post Holding

Start Date End Date

DDO1003391
003 |A401000001 01/02/2010 b

oo | =

[ Add ] [gelect ] [Delete

Select the line which contains the person’s post (NOT the line with
‘EMPLOYEE” in it).

of) DRT533EW Complex Post Structure Selection x|

General

Select Post Structure Unit

Seq Hierarchy | Eff Date |
008 |HRMAINGDZ 01/04/2008 Al
009 |HRMAING4 01/08/2008

010 |HRMAINDS 01/09/2008

011 |Hr MaIN 01/11/2008

012 |HRMAINOS 01/11/2008

013 |HRMAINDT 01/05/2009

014 |HRMAINDS 01/01/1940

DS | v 2 1D 01/01/1940

[ Add ] lgelect ] [ Delete ]

Select the latest Hierarchy.
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ol DRT150E% Personnel Codeburst x|

General

Select Person Codeburst

Hierarch Post Start Date

HEMAIMOR 14, 110
002 |HRMAINOD 14/02/2010
[
[ Add ] [gelect ] [Delete

3.5 Select the latest Hierarchy.

oL DRT043CW Complex Employee Post Selection x|

General

Select Course Employee Post Haolding
Candidate : MRS E BUCKET (Employee: 2073595)

te

DDO1003391 14/02/2010
002 |4s01000001 01/02/2010 ki
[
[ &dd ] [gelect ] [Delete

3.6 Select the appropriate Post

Page 7 of 8



UNIVERSITY OF

Southampton

3.7
3.8
3.9

of MD109G3 Enter Pop Up Field Contents x|

[l cEnter whether this is a Schy Dept/Div

Please insert signatory's name
M Please enter RA/PA's tel number
M Please enter the unpaid from date
005 |

Please enter the unpaid to date

&dd ] [Change] [Delete

Enter the relevant details in the fields.
Click on Exit.

The system will then run a mail merge operation and in a few seconds the
Unpaid Leave standard letter will open in Word.

é You will now need to send an email (outside of ResourceLink —i.e.
using Outlook) to Payroll informing them that you have sent the
employee the Unpaid Leave standard letter. You will need to provide
Payroll with the relevant information (dates, etc.) so that they can enter
the unpaid leave onto the system.
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