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Using ResourcelLink to record annual leave

This Work Instruction explains how to record annual leave within ResourceL.ink.
Related work instructions include:

e Introduction to ResourcelLink & Cognos reports

¢ Using ResourcelLink to record sickness absence

e Using ResourcelLink to record other absence (i.e. absence which is not leave
or sickness)

Please also refer to the Estates & Facilities internal annual leave procedure, which
details the whole process of how annual leave should be requested and recorded
(including non-system aspects such as the use of paper leave cards).

T Brief overview of ResourceLink, MyView (web-based self service) & Cognos
reports

2. The Employee Absence Details screen

3., The Employee Absence Calendar screen

4 ... Using the Cognos Employee Work Pattern report to check an employee’s

start and end times
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1 Brief overview of ResourceLink, MyView (web-based self
service) & Cognos reports

ResourceLink

ResourceLink is the University’s core HR & Payroll system. It runs off software
installed on your pc and is used by approximately 120 people day-by-day at the
University. ResourceLink holds all HR and Payroll information and also feeds other
systems across the University.

MyView

MyView is the self-service front-end of ResourceLink. It is accessed through a web
browser (i.e. no additional software needs to be installed). By using MyView staff can
view various details about their employment, amend some of their personal details,
view and print their payslips and carry out other HR functions.

Cognos

Cognos is a reporting tool which the University uses to run all of its HR, Payroll,
sickness and Management Information reports. Cognos is also accessed through a
web browser (i.e. no additional software needs to be installed). The number of
reports available to a user will depend on their profile and School / Department.

Points to note:

As of September 2008 all staff on permanent or fixed-term contracts at the
University have access to MyView (the self-service part of the HR system).

As Estates & Facilities administrators you will be recording periods of annual
leave, sickness absence and other absence for Estates & Facilities staff by
entering these periods into ResourceLink (full step-by-step instructions are
given in these work instructions).

The periods of sickness absence that you enter can affect an employee’s
pay — such as where someone on long-term sickness goes down to half pay.

The periods of annual leave, sickness absence and other absence that you
enter will be visible to the individuals when they log in to MyView — see the
example screenshot below of what a user can see when they log in to
MyView:
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Welcome Tom
[ home ] [ view your details ] [ help ]
[ change password ] [ update profile ]

GO To:

UNIVERSITY OF
Southampton

[ Back |

Summary [ Meed Help? ]

To submit a holiday reqguest click on the request holiday tab button in the top right hand corner of the screen.

—

= Please note that annual leave can only currently be requested on your main post, For any other posts please
continue to use your current system eg paper cards.
Part time staff please refer to the online help instructions on requesting annual leave prior to submitting a request,
June
A | | e
July
—
2008 September | |
Gctober
L

Calendar showing each
employee their periods of annual
leave and sickness absence, etc.

Information about the employee’s
leave entitiement for the current

April

- leave year, showing their total
ay i
] _ : : . || entitlement, how much they've
oy [ sicknes: taken and how much is remaining.
Holiday History Entitlement (Days)
From To Form Type Status ] Period B/F Ent Ext Tkn Rem
01/12/2008 01/12/2008 0000003690 Request Rejected 01/10/2007-30/09/2008 0.0 30.0 1.0 29.0 2.0
04/08/2008 05/08/2008 0000008568 Request Withdrawn
13/06/2008 13/06/2008 0000010713 FRequest Withdrawn
14/05/2008 15/05/2008 0000007034 Request wWithdrawn
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2 The Employee Absence Details screen

2.1 Once logged in to ResourceLink, click on the EF Administration task.

of Northgatedrinso Client - Menu Browser 18 oy ] 3}
Sessian Edit Wiew Help

[oew--IDEdlim@las =5 - bE%D a2
§@Ton @Back FastPah [ | @ 5 CodeView A Pinter [ Sessions (2] Autharisations L Diayy 9K Log OH —

- P, e EE Administration
L Porson work List £2 £k

iy
v FI— %
[ EF Administiation [EF ADMIN] Pick a task

Favourites £ E" EE Administration

Person Search

Type

gl Employee v

Sumame

Iritials

L ]

MatId No

[ ]

Gender

Employee Stalus

<

|| HRPZAG: PreFrad 14-05-10: Current Merus : LIQ_EFADMIN Frinker : Not Selected laoD | um | |MDMENU4D |

2.2 A pop-up window will appear as shown below:

2.3 The following search form is made available

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

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

Select [ Exit ] [ Save List ]

[Eniter an Emplayee Number CHAMGE | UM MDS5522

24 The Employee Number, Surname, search and select options are
highlighted

2.5 Entering either the Employee Number or Surname select search.

2.6 Select the appropriate staff member from the list
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You will only have access to records of staff working in Estates & Facilities.

If you enter a surname, which more than one Estates & Facilities staff
member holds, then the following screen will appear, whereupon you simply
click on the record you are interested in and then click on the Select button:

& You may get the following information pop-up message if/when Payroll are

processing pay — just click on the OK button to continue:

PROIV® Windows Client X

\i‘) “warning - Emplovee iz being paid for period 2008 06 Std

2.7 The Absence Details screen will now open, showing any absence details

for the person you have selected.

This screen will show a row for each annual leave request, each period
of sickness absence or any other period of other absence that the person
has had. Therefore each employee’s Absence Details screen will show
more and more information over time.

of Task - E&F Administration - Attendance / Absence ol =|
Session Edit  Wiew Process Tools Display Help

000002€ D meA. O~ bo¥®e 9

Employee

Seq | Start Date Time End Date Time | Absence Type | UF | N

Add ] [Change] [Delete ] [Expand

|J|Pseud0-Sequence Mumber For Index Paging |LookUR UM IMDEzs1

2.8 Click on the Add button to add a new row of annual leave.

2.9 In the Start Date field, enter the start date of the holiday period.

& All dates must be entered in the format: ddmmyy (you do not need to input

the forward slashes — the system will add these in).
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For example: if someone’s leave card has the period: Mon 8" Sept 2008 to
Wed 10" Sept 2008 you would enter 080908 in the Start Date field.

2.10  Once you have input the start date, press Tab or Return on your keyboard
to move into the Time field. The system will then add the default start time
from the person’s work pattern — however you can overwrite this if
necessary.

Explaining work patterns on ResourceLink:
1) All work patterns use a 24 hours clock (i.e. 4pm must be entered as 16:00)

2) For consistency and ease of maintenance, all work patterns at the University have
been set up to start at 09:00, regardless of when a person actually happens to start
their day. (The only exceptions are security staff who work nights.)

3) All work patterns where someone works more than 4 hours in a day have a one
hour lunch break in them.

& If you are entering annual leave for a member of the security team (or
anyone else who works nights) you will need to check their work pattern
start hours, using the Work Pattern Lookup report. See Section 4 below.

Examples of what start and end times to enter for part time staff who have
requested annual leave:

a) Someone who works 1 hour = start time: 09:00 end time: 10:00

b) Someone who works 2 hours = start time: 09:00 end time: 11:00

¢) Someone who works 3 hours = start time: 09:00 end time: 12:00

d) Someone who works 4 hours exactly = start time: 09:00 end time: 13:00

e) Someone who works 4 hours and 1 minute = start time: 09:00 end time: 14:01
(the system sees them as working 09:00-12:00 and 13:00-14:01 with a one hour lunch break)

f) Someone who works 5 hours = start time of 09:00 and end time of 15:00
(the system sees them as working 09:00-12:00 and 13:00-15:00 with a one hour lunch break)

g) Someone who works 6 hours = start time of 09:00 and end time of 16:00
(the system sees them as working 09:00-12:00 and 13:00-16:00 with a one hour lunch break)

h) Someone who works 7 hours = start time of 09:00 and end time of 17:00
(the system sees them as working 09:00-12:00 and 13:00-17:00 with a one hour lunch break)

1) Someone who works 8 hours = start time of 09:00 and end time of 18:00
(the system sees them as working 09:00-12:00 and 13:00-18:00 with a one hour lunch break)
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Press Tab or Return on your keyboard to move into the End Date field.

Enter the end date of the leave period (using the format ddmmyy).

In the example where someone was requesting leave for the period: Mon
8™ Sept 2008 to Wed 10" Sept 2008 you would enter 080908 in the Start
Date field and 100908 in the End Date field.

If the person is just having one day off as leave, then the date you enter in
the End Date will field will be the same as what you entered in the Start
Date field.

Press Tab or Return on your keyboard to move into the second Time field.

Again, the system will automatically add the default end time from the
person’s work pattern — however you can overwrite this if necessary.

For example, if someone who works full time only want to take half a day
off, you will keep the start time of 09:00 but overwrite the end date (which
will appear as 17:00 when you tab into the Time field) to 13:30.

Entering a start time of 09:00 and an end time 0f13:30 will result in the
system deducting 0.5 days from a full time employee’s leave entitlement.

Press Tab or Return on your keyboard to move into the Absence Type
field.

Use the drop-down list to select the relevant absence type, which for annual
leave is: H - Holiday

Code |DES|:: |L|:|r'u:| Description |
& Absence Ahsence =
B SPPR{Birthy  Statutory Paternity Pay (Birth}

c SPP{Adopt) Statutory Paternity Pay {Adoption)

] ﬂdDEtiDﬂ Statuturi f-‘«duﬁtinn F'ai

==

Maternity Maternity
MN-Std Wark MNon-Standard Waork
Auth Abs Authorised (Permitted) Absence i

The screen will look similar to the example below (although the record you
are using may have many more rows in it):

Employee 1893092 : MR RJ IRONMONGER

Seq| Start Date End Date
0oL 2 010{09:00 ? 0

Press Tab or Return on your keyboard — a pop-up window will appear:
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i
General
Holiday Type I_E
Seql Day| Date | Working Day | Hours | _
2.19  Click on the small grey button - to reveal a further pop-up window:
|
Description
Annual Lea
[
Add Select Delete
2.20  Annual Leave is the only option available, so simply click on the Select
button.
2.21  Press Tab or Return on your keyboard. You will then see the following

screen (with information relevant to what you have just entered):

x|
General
Holiday Type Mﬂm I
Seq Dayl Date | Warking Day | Hours |
001 |FRI 21/05/2010 Y 07:00 ii
002 |saT | 22/05/2010 M a0:00 ‘\
Whether this is a How many hours
"work" day according the system will
to the person’s work deduct from the
person's annual
leave entitlement d
[ Add ] [Change] [Delete]

& Note: if under the “Hours” column it reads “0” hours and you were expecting
that day to be one of the employee’s working days then there is a problem,
as this will not deduct anything from the person’s leave entitlement. The

Page 8 of 16



UNIVERSITY OF

Southampton

most likely cause is that you have entered a day of the week when the
person does not work.

2.22 Click on the Exit button.

2.23 The following summary screen will appear, confirming how many hours (for a
part-time member of staff) or days (for a full-time member of staff) will be
deducted from their annual leave entitlement:

of CTMESS4 Dialogue Box |

General

Number of days taken: 1.0

Exit

2.24 Click on the Exit button to be taken back to the main Absence Details
screen:

of Task - E&F Administration - Attendance / Absence =] |

Session Edit  View Process Tools Display Help

00000[=e» - 0zH  selasE - bo®5e|e

Employee

Seq| Start Date Time End Date Time | Absence Type [ UF

& You have now recorded the period of annual leave for the person. The
information will now appear on their leave calendar within MyView.

If you ever want to check the details of how many hours the system is
deducting you can click on the “Det” button (short for details).
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3 The Employee Absence Calendar screen

The Employee Absence Calendar screen is for information only. You do not need to
enter anything on this screen. It simply provides an alternate way of viewing absence
details for an employee.

3.1 Once you are in someone’s record, to view the Absence Calendar screen
simply click on the tab at the top of the window or click on the “Next” button
on the left-hand scroll bar:

o Task - E&F Administration - Attendance / Ahsence —1|lml ﬂ
Session Edit Wiew Process Tools Display Help
0000 D Or dlick orfthe Screens | T DD BB S 2
oyee SCrEENS ~ button and select
"Absence Calendar”
Seq| sfft Date | Time End Die. Titnad ibearsa Tuns G K Det
08/01/2010 17:00 H M M
2740342009 17:00 H M &
il on/na/o000.00.00 20/03/2009 17.00 H R
005 10/03/2009 09:00 13/03/2009 17:00 S M & hé
004 03/11/2008 09:00 14411/2008 17:00 H M M
007 08/10/2007 0S:00 1441042007 17:00 5 I & '’
Add ] [Change] [ Celete ] [Expand
3.2 You will then see the following screen:
=

Session  Edit  View Process Tools  Display  Help
00000@|2e Dt mRAE - [B58 B2

Employee

BIE =] (<[>

MIWIFSSMIWIFSSMIWIFSSMITWIFSSMTWTF SSMT
Wan, [ [H-—-H
\Feb | 575
\Mar |

ER 14 15 16
Jun ‘
Jul E1 g2 23

Ps 29 30

il sbsence Totals

3.3 It will default to show the current month but you can click on any month to
see the details.
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3.4 If you click on the Absence Totals button it will list the total number of
working days that the employee has been absent (by type) for that month:

ol MD235L1 Absence Totals x|

Se Description Days Working Days

s

002 |SPR(Birth)
o3 |5F'F'(f-‘«dept)
DD4|Adepﬂen

005 |He|ide\,r 5.00 5.00

005 |Maternity

007 [M-Std ‘Work

008 |Auth Abs

009 |Sickness 3.00 3.00
010 |Unauth Abs

[

[ &dd ] [Change] [Delete

Exit

35 Click on Exit to return to the Absence Calendar screen.

3.6 When you have finished looking at the Absence Calendar screen, either
click on the Absence Details tab to return to that screen or, if you have
finished, click on the Save button to exit.

O (

Save
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Using the Cognos Employee Work Pattern report to check an
employee’s start and end times

4.1

4.2

Click on the Reports link found in the Favourites area of the Control Panel
on the left hand side of your ResourceLink Home Page.

_@Top_ _@Back Fast Path _ @ %Code Wigw 5 Printer m Sessions @Authorisations E.EI Diary x Log Off

; i f' drmini !
i Person Work List m EE Administration

‘ Employes

[ LT

ane Pick a task

Ej“" EE Administration

Access to Congnos reports

(0 Alternatively you can simply open a web browser (such as Internet Explorer)
and click on your Cognos bookmark if you have created one.

é The following warning box may appear:

Security Alert |z|

r?‘; Infarmation pou exchange with thiz site cannot be viewed or
?. changed by others. Howewer, there is a problem with the gite's
; zecurity certificate.

0 The securty certificate is from a trusted certifying authority.

Q The zecurity certificate date iz valid.

The name on the security certificate iz invalid or does not
match the name of the site

Do you want ta proceed?

@ Mo J [\-"iew Certificate

If it does, click on Yes.
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The following Cognos screen will appear:

COGNOS’ 8

nd1d06 Log OFf

View Cognos content
Use Coanos Comnection to access reports, analyses and other Cognos content. Information for broad distribution can be stored and accessed from shared Folders and pages. Private information,
personalized content, and Favorite reports can be stored and accessed from personal Folders and pages.

Manage Cognos content
Use Coonos Connection to manage the Cognos cantent, This includes searching content, selscting output Formats, setting schedules, emaling canitent, and managing saved output versians,
Cognos Connection can also be used to define portal pages gathering related content into integrated subject arsas,

Show this pags in the future

Copyricht (C) 2007 Cognes Incorporated. Al rights reserved.
Cognos and the Cognos lago are trademarks of Cognos Incorporated.

4.3 This screen appears each time you log on to the Cognos reports unless you
un-tick the box labelled “Show this page in future, so it is worth un-ticking
this box the first time you ever log in to Cognos.

4.4 Your Operator log in will be shown at the top of the screen next to the link
that enables you to Log Off

COGNOS’ 8

nd1d06 Log Off

Yiew Cogr
Ulse Cogno:

nerannalize

4.5 To enter and view the reports, click on the Cognos Connection link under
View Cognos Content.

Home

COGNOS' 8 H H

nd1d06 Log Off

Yiew Cogres-centen
Use Cognos Connection to Sigess reports, analyses and other Cognos content, Information for broad distribution can be stored and accessed from shared Folders and pages. Private information,
mersonalized content, and favorite reports can be stored and accessed from personal folders and pages.

Manage Cognos content
Use Cognos Connection ko manage the Cognos content. This includes searching content, selecting output formats, setting schedules, emailing content, and managing saved output wersions,

Zognos Connection can also be used to define portal pages gathering related content inbo integrated subject areas,

Shaw this page in the Future

Copyright {Z) 2007 Cognos Incorporated. All rights reserved.
Cognos and the Cognos logo are trademarks of Cognos Incorporated,

4.6 You will now see the Cognos reporting homepage:
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Cognos Connection

hrtrn2  Log Off |He| -
| Estates and Facilities Administrators l To Iog Off, click he re] ":‘F'

If wou need A report that is not on your list please complete a repart request form on the ASRP HR and Payral
website,

ASRP HR ‘Website Useful links
Reporting FAQS

Estates & Facilities

Entries: -ﬂ ‘ JJJJ

|Nameé
Tlp  work pattern lockup

The Work Pattern
Lookup report

4.7 From the Cognos homepage, simply click on the title of the report you wish
to run — in your case click on “Work pattern lookup” report:

& Depending on your web browser settings, the following warning box may
appear:

Security Information fg|

rir‘"__,l This page contains bath zecure and nonsecurs

?. itermns.

Do you want to display the nonsecure items?

[ fes H Mo l l Mare Info

4.8 If it does, click on Yes.

4.9 You will now see the following screen:

Work Pattern Lookup Soutﬁgﬁ‘{]sgt%n
Ermploves Nurmber + Choices:
g [ : 2) Click on the

‘_ "Insert" button
1) Insert employee
number

Select all Deselect all

Cancel

3) Click on "Finish"
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Insert the employee’s number in the Employee Number field.

Click on the Insert button to move the employee’s number across to the
Choices field.

Note, you can lookup more than one employee at a time by repeating
steps 7.4 and 7.5 so that there are multiple numbers in the Choices field.

Click on the Finish button.

After a few seconds the Work pattern lookup report should open, showing
the work pattern of the employee you have selected:

hrtrn2 Log OFf ﬁ@ About
= » B - I
Work Pattern Lookup S tHN'VEP‘S'TYtOF
Lookup only shows current post holders
Employee Marme Location | Post Number Fost Title Wrark Work Pattern Wark Wweekly Day/Session Start | End
Nurnber Pattern Dretail Pattern Hours
Start Date
WATERTOM, HR DD03003777  HR & Payroll BSMTWTF | SOMFTAWITIFFS0 2 Apr 35.00 Monday/aM 09:00 1z:00
TOM MR QORG Systemns 2007 . .
DEV Training Monday/PH 13:00 17:00

Adviser Tuesday/aMm  09:00 12:00
Tuesday/FM 13:00 17:00

Wednesday/aM  09:00 12:00

wednesday/PM  13:00 17:00

Thursday/aM  09:00 12:00

Thursday/PM 13:00 17:00

Friday/aM 09:00 1z:00

Friday/PM 1300 17:00

wiork pattern lookup/19 Sep 2008/11:53:00 1/7

& This Work Pattern Lookup report will show the following information:

The employee’s number and name

The post location (that is, which School / Department and division they work
in)

Their post number and title

The short and long description of the work pattern they have on their HR record
The details of this work pattern (showing day and start and end times)

This information may be useful to you when you record periods of annual
leave and / or sickness absence for an employee.

Once you have viewed the information about this employee’s work pattern,
you can return to the Cognos home page by clicking on the home icon
located at the top-right of the page:
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