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E-HR View

This Work Instruction explains how to use the E-HR task in ResourceLink to view
staff personnel information.

Using E-HR

E-HR View

Details screen
Employment screen

g A W N -

Visit/Temp screen
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1 Using E-HR

of, NorthgateArinso Client - Menu Browser - E||1|

Session Edit  View Help

@ ww--DEH i{RrlA B beee a2
@Top @Back Fast Path l:l @ %Cade Wiew Q Printer DSessiDns ﬁAuthonsalians |2 Diary xLog off |
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Favourites

Pick a task

Edit Favourites &,- E-HR
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[ Search for Human Objzct
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- Person Search
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Gender

Employee Statug
Search
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I”HRPZAG—COW HRPATL 9/2/10 : Current Menu : UQ_SCHOOL Printer : Not Selected |a0D M |MDMEMU4D

1.1 Search screen with the Employee Number, Surname, Search and Select
options highlighted

=lolx]
v - Dl 2BAs B -BHHda|?

Employee Other Numbers Structure Saved List Employment
Liatoh & ot L Doartial

IEmpIDyee MNurnber | I

ISumame I Initials

Sex Mat. Ins. Mo,
Current Employee As at Date 23/03/200
Previous Surnarme
Known As

Search I

|Emp Mumber  [National ID Number Start Date|Fore

I[ Select ] [ Exit ] [ Save List ]

|JEnter an Emplayes Number |cHamzE | MM | [MDSSszz
1.2 Enter either Staff Number or Surname and Search. You can then select the

appropriate staff member from the list
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2 E-HR View

of Task - E-HR. Yiew - Tab Folder Yiewer
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Exit

Details

Employee 2073595 : MRS E BUCKET

Employment

Temp/Wisit

Title : MRS

First Mame : EDMNA

Last Mame : BUCKET

Known as :

Age : 21 Years 8§ Months

Gender : F

ﬂ Relationship

Employee Mumber : 2073595

ﬂ Holiday Ent

46 Eynham Avenue

SOUTHAMPTON

| Hampshire | '?

| Postcode : 5019 5LB | v

Home Tel No. : 02380555444

Date of Birth : 11/07/1988

I

2.1 The E-HR View holds 3 tabs of information:

Tab

Information

Details

(All staff)

Employee Number; Title; Name; Home
Address; Age; Gender; Date of Birth;
Home Telephone number; Emergency
Contact (Relationship).

Employment

(All staff)

Main Post ID and Post description; Start
Date; Continuous Service Date; Sub
Project Code; Account Code; Position
Status; Probation Details; Grade & Point;
Pay Elements; Current Post Holding
Details (inc contract hrs; work pattern;
service conditions etc.) and Hierarchy
details.

Visit/Temp

(This tab is used for Visitors & Temp
Bank staff only)

Visitor & Temp Bank staff details only:

School/Dept Contact; Authorised
Signatory; Contact Ext No; Job Details
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3 Details screen

of Task - E-HR. Yiew - Tab Folder Yiewer
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Exit

Employee 2073595 : MRS E BUCKET

Details Employment Temp/Wisit

Employee Mumber : 2073595 46 Eynham Avenue

Title : MRS

First Name : EDMA SOUTHAMPTON

Last Name : BUCKET | Hampshire | '?

Known as : | Postcode : 5019 5LB | v

Age : 21 Years 8§ Months Home Tel No. : 02380555444

Gender : F Date of Birth : 11/07/1988

ﬂ Relationship ﬂ Holiday Ent

I

3.1 This screen can be used to locate personal details about the employee
including name, home address, age, date of birth and telephone number.

3.2 To view the emergency contact / next of kin, click on Relationship
_ﬂ Relationship

of, MD903G4 Employee Relationship Summary ﬂ

Relationship Person
Mes=t Kin

MRS LM SMITH

Add ] [gelect ] [ Delete ] [Expand

3.3 Click on Expand to view contact details.
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x|

Click on Exit
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4 Employment screen
ol Task - E-HR ¥iew - Tab Folder Yiewer 1O x|
S w- DSt BN E - bewE |2
Resou rce_!ji [nulg
Post Description : Trainer
Main Post : AAOD1000001 HMS Ref No:
Continuous Service : 01/02/2010 Probation End Date :
Original Start Date : 01/02/2010 Probation Confirmation : ’?‘
Sub Project Code : 500740101 Prob Ext. Date 1 : v
Account Code : 1310 Prob Ext. Date 2 :
Position Status :
_ﬂ Post Grades _ﬂ Post Holding _ﬂ Hierarchy Yiew
I
4.1 This screen contains information relating to an employee’s post(s). The
information on the front of this screen relates to the employee’s Main post.
4.2 To look at all the posts that the employee currently holds or has held in the
) ) @ Post Holding
past, click on Post Holding.
x|
End Date| Fast
DDO1003391
4401000001 ¥ MSA3 GRADE 3
[ ]
Add ] [Change] [ Delete ] [Expand]
4.3 If the employee is a single post holder, there will be only one row without

an end date. If the employee is a multi-post holder there will be a row
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4.6

4.7
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without an end date relating to each post they currently occupy at the

To view further details relating to a post, click on the row of the post you wish

to see.

x|
Employrment
Start Date oi/02/2010 End Date
Post Holding
Post Long Desc Clerical Assistant
Post Start Date 14/02/2010
Grade Lewve| 1b
Contract Hours 12,00 FTE 33
Spinal Point 3 Rate 5.1390
Spinal Point Salary 5092.66
Position Status Part Time - Permanent
Projected End Date
Location Highfield Campus, Southampton
ﬂ Costing Details ?,,:’__ Contract Hours. ..

To look at cost centre information related to this post, click on Costing
ﬂ Costing Details

Details.
x|
Se Cost Centre Code Ee's % Er's 9%
Add ] [gelect ] [ Delete

When you have finished viewing the information, click on Exit.

Continue to click Exit out of the screens until you return to the Employment

tab.
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of Task - E-HR Yiew - Tab Folder Yiewer
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Employment

Temp/Yisit

Employee 2073595 : MRS E BUCKET

Post Description : Trainer

Main Post : AAD1000001 HMS Ref MNo:

Continuous Service : 0170272010 Probation End Date :

Original Start Date : 01/02/2010

Prob Ext. Date 1 :

Sub Project Code : 500740101

Account Code : 1310 Prob Ext. Date 2 :

Position Status :

ﬂ Post Grades ﬂ Post Holding ﬂ Hierarchy Yiew

Probation Confirmation :

In

4.8 To view details on current and historical post grades click on Post Grades

i Post Grades

]
002 | 4401000001 GRADE 3 22 13.5584 1413943
E
Add ] [Change] [ Delete ] [Expand]

4.9 The table will list the current grades for each post the employee holds and

the historical grades and posts held in the past.

410 To look at further details, click on a row and click on Expand .
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Start Date|E | Grade

10 GRADE 1B

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

4.11  When you have finished viewing the information, click on Exit to return to
the Employment screen.

oL Task - E-HR Yiew - Tab Folder Yiewer
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Employee 2073595 : MRS E BUCKET

Employrment

Post Description : Trainer

Temp/Yisit

Main Post : AAD1000001 HMS Ref Mo:

Continuous Service : 01/02/2010 Probation End Date :

Original Start Date : 01/02/2010 Probation Confirmation :

=)

Sub Project Code : 500740101 Prob Ext. Date 1 : v

Account Code : 1310 Prob Ext. Date 2 :

Position Status :

ﬂ Post Grades ﬂ Post Holding ﬂ Hierarchy Yiew

I

4.12  To view where the employee sits within the HR Hierarchy, click on

Hierarchy View i Hierarchy Yiew
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Start Date End Date| Post
14/02/2010 DoO1003391 &2
aoz 01/02/2010 AAD1000001 ¥ MSAZ GRADE 3 Pso02

[ Add ] [gelect ] [Delete ] [Expand]

413 Click on Select

z MDODG45S Structure Unit Position

Description

002 |UEG PEOODODODD  Professional Services Group

003 [SCHOOL PEGROOOOOO  University Secretary
004 [DIVISION PKGRDDOOOO  Human Resources
005 [SuUB DIY PEGRDDO100 Client Services

005 [TEAM PKGRDDO110 Service Centre

[ Add ] [Change] [Delete

414  Click on Exit

4.15  Click on Exit to return to the Employment tab.
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5 Visit/Temp screen
of Task - E-HR Yiew - Tab Folder ¥iewer =10l x|
Session  Edit  Miew Help
Sew-Ded i BRACNE - boBd®d o] 2|
Resou rce_L_i [nE
:
Details Employment Temp/Yisit
School/Dept Contact :
Authorised Signatory :
Contact Extension No :
Job Details :
visitor Title :
I

5.1 This screen displays information relating only to Visitors and Temp Bank
staff.

5.2 The screen shows the school or department contact for this person and the
person who is their authorised signatory. It shows the telephone extension
number where the employee can be contacted and the details of the job that
they are carrying out.

5.3 To exit out of E-HR View, click on EXxit.
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