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1. Scope

This user guide has been written to help you work with the Line Management element of the
ERP. As several services use the ERP, this user guide is specific to the area for which it is
written.

Line managers have a responsibility to manage any data concerning their direct reports. This
includes making sure any cases of absence from work are recorded in an accurate and
timely manner through the ERP.

Failure to do this can have major financial implications for individual employees, team
budgets and Shropshire Council as a whole.

2. Introduction

Line Management is about the viewing and maintaining employees’ personnel records,
recording unplanned absences, using forms to manage resources and positions, and
running reports.

Occupational Health Referrals may be raised by Line Managers. All OH Referrals are
workflowed to an OH Advisor. The outcome of the referral is notified to the Line Manager in
the form of a report and an Alert.

Resource and position changes can be raised on the relevant forms by Line Managers but
the changes in the ERP are actioned by HR Payroll.

3. Navigation

3.1 The Employee Home Dashboard
When you log into the ERP you will “land” on the Employee Home Dashboard.

uniT
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Main Menu — opens the main menu from the dashboard or any page you are working in.

Employee Home — shows an overview of some useful personal and main position
information, a pie chart of taken/booked annual leave and remaining entitlement, a calendar
showing your upcoming absences, shortcut to the Document Archive for easy access to your
payslips, P60s and other documents.

Personnel Information — under this tab you can find Contact Information, Payment
Information, Employment and Pension.

My Absences — under this tab you can find Request Absence, Annual leave (AL)
Entitlement Breakdown and Historic and Upcoming Absences.

Time and Expenses — under this tab you can find Submit Timesheets, Submit Expenses,
My Timesheets (last 90 days) and My Expenses (last 90 days.)

Common Reports — under this tab you can find quick links to My HR Forms report, My HR
Forms Workflow report, My Paid Timesheets report, My Paid Expenses report, Cost Centre
Authoriser Enquiry and the P2P Invoice Status Enquiry.

User Guides and Supporting Info Links - under this tab you can find links to the Intranet,
User Guides and "How to" Videos.

3.2 Global Toolbar

The Global Toolbar is visible from every screen in the ERP.

Shropshire Council SC-MANAGER Search (Alt+q)

Favourites - You can bookmark your most used functions (including forms and reports) by
clicking the heart in the top right when in that screen and then accessing them by clicking on
the heart on the Global Toolbar in the ERP or on the right-hand side in the Main Menu.

This can be useful for quickly navigating to frequently used pages or reports and can save
time by reducing the need to search for these pages or reports each time you need them.

Recently Used - The ERP will save shortcuts to your 20 most recently opened and closed
screens. They can then be accessed by clicking the clock icon on the Global Toolbar or on
the right-hand side in the Main Menu. This can also help to quickly navigate to frequently
used pages or reports and can save time.

Legal Entity - This displays the organisation you are logged in to i.e. Shropshire Council.

User - This displays your Username. In the dropdown you can Clear the Cache under About
Unit4 ERP, change your password under Your Profile and Logout.

Alerts - If an action has taken place within the ERP that you need to be notified about, then
you will receive an Alert which appears as a tick and/or a number on the Global Toolbar.
Alerts provide information that may be useful to you but do not require any action.



Tasks - If an action or a request has taken place within the ERP that you need to authorise
or respond to, then you will receive a Task which appear as a tick and/or a number on the
Global Toolbar. Tasks are generated to notify a person or team of an action requirement that
is specific to each type of transaction and approval level.

Collaboration - This is a messaging function for ERP users.
Search - The Search function is accessible on the Global Toolbar and can also be accessed

by pressing (Alt+q). You can start typing which function or form you need to go into and then
click into it from here.

3.3 Page Toolbar

The Page Toolbar icons will change to reflect the open screen.

?

Split View - This feature allows you to view and compare different sets of data in a single
screen. This can be useful for analysing and comparing data from different perspectives, or
for comparing data from different time periods.

Open Documents - Supporting documents can be added to records and forms as
attachments. Attachments can be added and viewed by clicking on the paperclip in the top
right corner.

Knowly — There are in-system guidance notes (Knowly or Knowlies) that can be followed
whilst working in that screen. They can be found by clicking on the blue lightbulb in the top
right.

Favourites - You can bookmark the screen you are in by clicking the heart in the top right
when in that screen. They can then be accessed by clicking the heart at the top of every
screen in the ERP or on the right-hand side in the Main Menu.

Help — Opens generic Unit4 guidance information.



3.4 Main Menu

Click on the Homescreen Menu button to bring up the Main Menu screen.

uniT

Homescreen menu

Start pages Your employment Dashboards

Main Menu — menu options available for your access.
Content Pane - is where the contents specific pages are opened and worked in.
Favourite Pane - contains shortcuts to any page you add to it.

Recently Used Pane - contains shortcuts to recently opened and closed pages.

3.5 Alerts

An Alert provides information that may be useful to you. They do not require actioning to
progress anything, but they may be related to an action or triggered by an action which has
taken place in a Workflow. An example would when a competence is added, you will receive
an alert to tell you which competence has been added. If you have any Alerts, a number will
appear telling you how many.



3.5.1. Click Alerts

Shropshire Counc Al :o Search (Alt+a)

Alerts | Current - |

H cCompetence Added b 4

IntellAigent

Change view = =i
I

3.5.2. Click a specific alert to see more details

x
Competence Added
pe= (D
Alert to the resource when a comptence is added
|Cumpetence T}'pe"iiumpetent}' Level
-|I-E—‘-..LfH [Fire Safety
HHEALTH Firs Extinguizher
Kind regards
HR. Depariment
This is an gutomatic alert generated by ERP system, please do not onswer this e-mail.
Please consider the environment before printing this e-mail.
When you have read the information, you can:
. Close the popup window using the cross. This will keep the alert in the list
. Click Archive alert, to send the alert to the archive
. Click Delete alert
3.6. Tasks

Workflow Tasks are generated in the ERP according to a set of rules which are:
. Specific to each type of transaction
. Specific to each approval level
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The Workflow Tasks ensure that:

. The correct person or team is notified of an action requirement.
. A link is provided to open the record requiring action
. The relevant action options are available

General users could get the following tasks when using the ERP:

. Rejected leave requests, timesheets or expense claims
. Returned forms to review

. Request for training rejected

. Annual leave over the limit task

You can see that you have tasks that need dealing with if you have a number by the tick
symbol on the Global Toolbar (in the top right.) The number of tasks displayed here will
show a tally of all the separate task lines that need to be dealt with across all your tasks. If
not all lines in a task are dealt with, the task will not be actioned fully so tasks should always
be dealt with in Task Management.

If you receive rejected tasks, go to Task Management and check the comments before
amending and resubmitting or rejecting and deleting the request.

You can also group your tasks so you can clearly see what they are for. Go to Tasks on the
Global Toolbar and click on the arrows next to Group by.

Council SC-EMPLOYEE E’ Search (Alt+q)
x
Your tasks (?) ¢, Groupby &
Level 1 -
User G Ve
Level 2 hd
falenda Level 3 e

Amend Expense Claim TransNo: 4073944 Resource ID; 202182
Review Form Co: 5C Attrvalue: ACIN10003729

Training Course Not approved Participant: 202132 Name: Simon Test C...

Go to Task management

10



On the dropdown for Level 1 select Element type.

~ Accident & Incident Form (W917)
Review Form Co: SC Attrvalue: ACIN10003729

* Training

~ Travel expenses

Amend Expense Claim TransMo: 4073944 Resource |1D: 202182

Go to Task management

b4
Your tasks (?) ¢, Groupby &
G Level 1 Element type -
Level 2 hd
-
ka Level 3
‘ Expand all H Collapse all ‘

Training Course Not approved Participant: 202182 Name: Simon Test...

| -

Your tasks will then be grouped into Element Type and will remain this way every time you

use the ERP.

3.7 Task Management

The best way to work through your tasks in the ERP, is to go into Task Management.

11

You can get into Task management by clicking on the Tasks icon on the Global Toolbar (the

tick) and selecting Task Management.

X

Your tasks (@ Group by ¥

| Expand all || Collapse all |

~ Accident & Incident Form (W917)
Review Form Co: 5C Attrvalue: ACIN10003729

~ Training
Training Course Not approved Participant: 202182 Name: Simon Test...

~ Travel expenses

Amend Expense Claim TransNo: 4073944 Resource 1D: 202182
e ——

‘ Go to Task management ’

11
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Within Task Management the tasks are categorised and when you have approved/rejected a
task, it will automatically move on to the next task.

= A Taskmanagement x

or tasks Q
All tasks Sort and group by

Clie Processname | Workflowstep  Task data

sC Training Appr...  Training Cour.. Participant: 202182, Name: Simon Test, CourselD: HS10001663, Lev: , Position: P11480
sC Expenses App.. Amend Expen. TransNo: 4073944, Resource 10: 202182
sC Accident/Inci Review Form Co: SC, Attrvalue: ACIN10003729

Overdue

Group by
Step Process

Amend Expense Claim

Review Form

Training Course Not
approved

Tasks are clearly labelled down the lefthand side so you can see what they refer to. Click on
the task you wish to deal with first and once you have clicked approval or reject, it will go into

the next task automatically. You don't need to go through them in that order you can click on
which one you want to look at and approve.

You can also click on Sort and Group by to perform a more detailed sort.

U n I T F p P Shropshire Council SC-MANAGER

= a Task management x
Search for tasks Q
All tasks Sort and group by
Client Process name Workflow step  Task data Due on
Today sc Expenses App... Line Manager.. TransNo: 4080142, Resource ID: 202182
Tomorrow
Overdue
x
Sort
Group by

Select a column hd

Client

Fort ascending | v | Group by Expanded | v

Due on
Expenses Approval Process name
Task data

Workflow step

12
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3.7.1 What sort of tasks could you receive?

As a Line Manager you will receive many tasks, some of the more common tasks will be:

. Annual leave requests
. Timesheets

. Expenses

. Forms

3.7.2 Action a Specific Task

Click the required task (for this example it will be a rejected absence request.) Read the
Workflow Log. Rejected tasks always have a reason entered.

Click Cancel Request if the request or product line is to be cancelled or enter the changes
and click Resubmit.

=2 H
-~
Absence approval
Personnel information
This section is currently empt
Name Simon Test v Pty 10/12/2024 09:17 Testy McTest (200454) - Rejected - "No cover
Resource ID 202182 on this date”
RQ/12/2024 17:00 Simon Test (202182) - Distributed
(Enter a comment)
Copy
¥ Balances
Absences
Map Action  Workflow st Resource ID  Absence co.. Position Absencere.. Description Date from Date to Open Days Hours
E Rejected Simon Test AL Tester 23/12/2024 23/12/2024 1 7.2
Absence entry
Cancel Request ’ Resubmit ‘ ‘ Advanced mode ‘ | ‘ Log book ‘ ‘ Export |
-
4 »

When cancelling the request, you will need add a comment and confirm Cancel Request.

Absence Not Approved - Cancel Request

Enter your comment No cover so cancelling request

Cancel Request

If you have any more tasks to deal with, it will then open the next task in the list.

13
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3.8 Favourites
Favourites is a means of bookmarking your most used functions to quickly navigate to

frequently used pages or reports. This can save time by reducing the need to search for
these pages or reports each time you need them.

3.8.1 Mark as Favourite

To add a page as a Favourite, click the heart in the top right when in that screen. The icon
will become blue. Clicking it again will remove it from the Favourites list.

Shropshire Council SC-EMPLOYEE Search (Alt+q)

o/ @2

3.8.2 View Favourites

Favourites can be accessed in two places. The Favourites icon on the Global Toolbar
produces a popup list of screen shortcuts.

Shropshire Council SC-EMPLOYEE
2] Incident Form
E‘| HR: My Sickness Absences
[Z] PSDZ: Contact Directory
17 Suppliers

1 Customer .
Cao * Guides and...
2] Sales orders

14
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The Favourites pane in the Main Menu contains the same list of screen shortcuts.

uniT

= A

Homescreen menu

Your employment
Forms

Time and expenses

Project management

Start pages
[ Absences
& Purchasing
' Expenses
= communities

Your employment

¥ Personnel information

R Activate your substitutes

Your employment

¥ Financial Approval Hierarchy

Your development

® Course catalogue

& Evalua
& Competences

Q, Competence information

Dashboards

Your activities

standard

Favourites 7

B Incident Forr

# Suppliers

Click any of the links listed to open them.

3.9 Recently Used

The Recently used pane is a list of shortcuts to the 20 most recently opened screens,
whether or not they are in the Favourites pane. Each new screen that is opened is
automatically added to the Recently used pane.

3.9.1 View Recently Used

It can can be accessed in two places. The Recently Used icon on the Global Toolbar
produces a popup list of screen shortcuts.

uniT
£ &

My Information

L Personnel Info

Welcome Simon

Personal Information

Absences v & TimeandExpen.. v

My Annual Leave
Annual Leave
Annual Leave

282%

Leg:

end |  Changeview = i

)l © I3
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The Recently Used pane in the Main Menu contains the same list of screen shortcuts.

unIT

= w

Homescreen menu
- Start pages

Your employment

' Absences

A 5 ;
Forms ' Purchasing

' Expenses

Time and expenses

I:f Communities
Procurement

Your employment
Project management *® Personnel information

¥ Activate your substitutes

Customers and sales

Information pages

Accounting

Your employment

Q, Employee Home

¥ Organisation Chai

# Line M;

¥ Financ

\pproval Hierarchy

Your development

E E B %

' a X
S\m 9 (?
Dashboards Favourites ?
& Incident Form
% Customes

Your activities

& Timesheets - standard

3.10 Split View

The Split View function allows you to have two screens open at the same time.

3.10.1 Open Two Screens

unIT

B Ll

Purchasing
ow request -

q Find products -

(}8 Banner Punchout

Open the first screen that you want, Purchasing in this example, and click Split view.

unNiIT

= ﬁ

Purchasing
New request 7

Q  Find products

@f Banner Punchout

" Confirmed

gE>o o

B Fuchase request

Homescreen menu

Start pages
' Absences
' Purchasing

' Expenses

[ Communities

Your employment

Q. Emplo)

Dashboards

16
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The Menu is now open to the right of the selected screen and the split view icon is
blue. Select the next screen to be opened from the menu, Suppliers in this example.

uUnNIT o
8 ﬁ EE .1, ) < [k

]
New request 7

Q Find products - Purchase request
Supplier

uuuuuuu

@8 8anner Punchout

A Note

Requisitions 7
Find purchases by order number, name, supplier, requisit

- Draft £ |nprogress

< Sent &/ Cenfirmed

Both the Purchasing and Suppliers screens are open at the same time.

3.10.2 Return to a Single Screen

To return to a single screen, click Split view again and now a single screen is open but there
are now two Screen tabs available.

unNiIT

Customer information

- Reports

rres

Inveicing Free-text invoicing
1 HR: My Sickness Absences

[ Free-text invoicing

4. Personnel and Your Employee Records

The Personnel section is where the details of all employees are held. It is the primary HR
record. It is also visible to Payroll/HR staff, as well as HR Business Partners and those with

the appropriate HR Menu Access Roles in the ERP.
A slimmed down version of this screen is accessible to Line Managers and all employees

where this screen is known as Your employees or Personnel information, respectively.

All staff and Line Managers are expected to maintain certain information for themselves,
such updating contact details (i.e. address, phone number and emergency contacts),

updating bank details and completing the Diversity tab.

17



To see your own personnel information, navigate to:

Your employment — Your employment — Personnel information
To see your employees’ information, navigate to:

Personnel — Personnel — Your employees

Different user roles have different levels of access to the HR screens. The table below
shows which screens can be seen by the different user types.

Tab HR Employee Line Manager

Resource

Contact information

Relations

Payment Information

Payroll

Employment

Personnel

Action Overview

Line Management

PRYTD

Diversity

Resource Checks

Probation Status

PDR

HR Casework

OH Referrals

OH Activity

Pension Auto-enrolment

Apprenticeship info

School Workforce Census

SWC Curriculum




4.1 Resource

This is the “header record" for the Resource Profile. It is used to capture basic

information such as name, start and finish dates, birthdate, etc.

19

uniT ACPTOL - Copy from PROD 23/03/26

iE A Your employees

Your employees

Resource  Contactinformation = Personnel ine Management  Probation Status = PDR  OH Referrals

Resource type Paid by Payrall

Simon

=1l ~ | © IMIK

Below is a table of some of the fields that may need further explanation.

Field Description
The field to use Type-Ahead to look for a name (first or surname), in
Your employees only. In Personnel information the resource
Lookup .
cannot be changed from the person logged in.
Resource ID The staff member’s unique resource number.
Date from The date this resource started at the Council/Other entities.
Date to Defaults to 31/12/2099 when the end date is not known.
The options are: Active, Parked, Closed and Terminated. Resources
Status in use must be Active. When a resource leaves, the Date to is
completed and the status changed to Closed.
Contract Hrs The contracted weekly hours.
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4.2 Contact Information

This tab is used to record all contact details for a resource. Every resource must have a
General address which is used to record details of where they work and a Home address.

Your employee
Resourcd Personnel  Line Management = Probation Status = PDR = OH Referrals

Resource

Lookup
[£22929

Simen Test

O Address type Street address Postcode Town Telephone Mobile E-mail
General The Shirehall Abbey Foregate SY2 6ND 01743222222 simon.test#shropshire.go...
Home Test Road SY26LP Shrewsbury 01743222222

Add Delete

¥ Address details

4 Personal contacts

Next ofkin | Emergency Beneficiary

O Name Relationship Address Date of Birth Telephone Mobile Notes Priority Next of kin Emergency Dependant Beneficiary

Add Delete

There are three sections on this tab:

. Resource — The field to use Type-Ahead to look for a name (first or surname), in
Your employees only. In Personnel information the resource cannot be changed from
the person logged in.

. Address — Every resource must have a General address which is used to
record details of where they work and a Home address. Amendments can be made
here by clicking on your Home address line, making the amendments and selecting
Save to update.

. Personal contacts — this section has three tabs for Next of Kin, Emergency
and Beneficiary contact details. These can be added by selecting the relevant tab and
clicking Add or amended by clicking on the line, amending the fields and selecting Save
to update.
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4.3 Payment Information

Seen in Personnel information only. This tab is where the personal bank details for the
resource are kept. It is added when the person starts as part of the starter details and initial
creation process. It can be amended by the resource here if they wish to be paid from a
different bank account. Amend the Account Number, Account Name (if applicable) and Sort

Code (numbers only) and select Save to update.

Personnel information

Resource  Contact information Personnel  Action overview  Line Management PRYTD  Diversity Resource Checks Probation Status = PDR

Resource

Lookup
200!

Related supplier information Default payment information
Supplier ID* Pay method*
200519 = BACS

Account Number
12654564

Contract

MC TEST
Roll Number
o

ort Code
090908
I@ Clear Export Balance | | Rates | | Fixed/periodic PDs

OHRe

4.4 Employment

Seen in Personnel information only. This is the screen that links a resource to a position.
When creating a new resource, or adding position to an existing resource for the first time,
the fields in this screen will be blank. Once a position is linked to a resource, the current
and main position details will be displayed when this screen is first accessed.

The screen has two sections. An upper section in which the data relating to the main
position is displayed in row form, and a lower section in which the position(s) actual details
and position history can be displayed.
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4.4.1 Show History

Click on Show history to reveal previous Positions held by this resource.

Personnel information

Acti

Employment

Resource Contact information Relations Payment information Payrol

Resource

Lookup

Position Contract Hrs Pay scale Pay step
Test Manager 37.0000 NICAB12 NICA38 Active
Employment details ~ Employment relations = Tasks and responsibilities
Position details Pay step Position status

m Clear Export Balance Rates Fixed/periodic PDs

verview = LineManagement PRYTD = CompanyAssets Covid Vaccination — Resource Checks

4.4.2 Position Description

Click on the Position description, or the row, to reveal the bottom half of the screen’s
data.

Employments
[ ] Position Contract Hrs Pay scale. Pay step Status Date from Date to
370000 NICAB12 NICA3E Active 01/04/2019 31/12/2089
Test Manager 370000 Bi2 Lewad Active 01/03/2019 31/03/2019
Dummy position for histary (LGW} 370000 Active 11/06/1990 28/02/2019
Hide history
T mployment details = Employment relations || Tasks and responsibilities
Position details Pay step Position status
Position® Seniority date Status®
Test Manager 01/04/2020 Active -
Pzl LastIncrement Date from
Job Farmily 01/04/2019
Shropshire Local Government Workers
= Pay scale Dateto
12 - 31/12/2009
Contract Hrs [TSE 8 iz
37,0000 Alternative* Exclude Cost distribution
Work schedule -
Main position Personal/Group plan
37HS(74/74/74/7477470/0) ¥ Advancement code e e PPl
e Wage rule code 4
Sorting
Employment type* Pay step interval
E— - NICAZ4 - NICASE
Attribute Pay step®
nent Change Reason NICA3S
Reason change
= Headcount Position
Yes -

Main position
v
v

v

22
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Employment Details

Employment details

Position details

Position *
Test Manager
P11510

Job Family

i
Contract Hrs

Work schedule

37-7474747474NN
Employment type *
Permanent
Attribute

Employment Change Reason
Woz1

Attribute value

Migration

MIG

Employment relations

Shropshire Local Government Workers

37.0000

37Hrs(7A4/74/74/74/74/0/0)| =

Tasks and responsibilities

Pay step Position status

Seniority date Status*

01/04/2020 Active -
Last Increment Date from
01/04/2019
Pay scale Date to
NIC Band 12 - 31/12/2099
Alternative * Exclude Cost distribution
1 -
Advancement code I\:aln position Pjrsonal!Group plan
Wage rule code 4
Sorting
Pay step interval 0
- NICA34 - NJCA3S
Pay step*
NICA3E

Reason change

Headcount Position

Yes -

This shows detailed information for the selected position in the Employment section.

Field Description
Position This is the Position to which the resource is linked including the Position ID
(code P*****.)
Job Family The corresponding Job Family will be displayed here.

Contract hrs

This person’s agreed hours in this Position.

Work schedule | Every resource needs to be linked to a Work schedule to
correctly record their absence.
Employment This could be a Permanent, Temporary acting up or Casual position etc.
type
Attribute Relates directly to Attribute value field below. Acts as a heading only.

Attribute value

The reason for change, should this position and data have been changed. Will
show Migration if no change has happened.

Pay scale

Shows the default values of Pay scale, interval and interval pay step related
directly from the Position register. Applies to all in this position, but tailored for
the Resource should it be necessary.

Reason change

Will show one of 2 reasons (Cost of Living Increase or Incremental Increase)
should the Pay step have been altered.

Position status

Shows the status of the position on the record. Options are: Active:
Position is active and therefore in use.
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Parked: Position temporarily closed.
Closed: Position is closed but can be re-opened.
Terminated: Position is closed and cannot be re-opened.

Date from

The date that this person started in this Position only.

Date to

Will show 31/12/2099 if this is the current Position, except where it is a known
end date e.g. FTC. Historical positions will show when the person left that
position.

Main position

Ticked if this Position is their only or substantive Position. Should a person
have more than one Position then only one is ticked if both are current or
within date. Main Position is normally ticked for the Position with most hours
attributed to it.

4.4.4 Employment Relations

Employments

Pay (FERFRELPAY)

¢ Rata (WEEKPREM)
ca (DISTALL)

ol ASowance (CARTALOALL)
vertime (CONTOT)

ity Allowsncs (STATROLALL)

Rates Foxed/periodic PDs

370000 NICAB12 NICA38 Actve 01/04/2019 3171272008

Yes PD1033 (Pensionable pre 2 0

31/12/2089 Active

3141202009 Active
31/12/2088 Aetive
31/12/2089 Active
/1202099 Active
31/12/2000 Active
3141272089 Active

31/12/2099 Active

31/12/2000 Active

Employment relations are a sub-set of relations that relate to the person or resource in this
Position and therefore different to the Relations tab.

4.4.5 Tasks and responsibilities

Employments

I:‘ Position
Test Manager

Show history

Employment details

Employment relationg

Contract Hrs

37.0000

Tasks and responsibilities

This tab is not used.
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4.5 Personnel

This tab shows Resource dates relevant to the employee such as Continual Service
Date and Aggregated Service Date and length of service (LOS) in years and months.

Personnel information

Resource Contact information Relations Payment information Payroll Employme Personnel \ction overview Line Management PRYTD
Resource
Lookup
200454

Testy McTest

Resource codes Resource dates Additional information
Codel Graduation year LOS (YYMM)
. 0 3411
Code2 Age Customer ID
e 58
Code3 Retirement age Reservist
. 0
WTD Opt Out
Code3 Cont.Serv.Date
e 11/06/1990 Hourly paid
Codeb Teachers Entitl. Date
e 01/04/1990
Code6 LA Service Date
e 11/06/1990

Code? Aggregated Service Date
11/06/1990
CodeB

aen 01/01/1901

4.6 Line Management

On this tab in Your employees, you can see who the resource reports to. In Personnel
information, this screen will be blank.

Your employees

Resource || Contectinformation Persun

Resource

bation Status | PDR | OH Referrals

Lookup
==

Simon Test

HR:LM Resources

Search | Detail level Alllevels | Copy to clipboard

o ResD | ResD | poio Posion  Employment | Gontract Work Pay Pay Actual Position Position ne Line Resource Resource
@ @M Type (T) Hours schedule scale (T) step Salary Date from Dateto  Manager Manager(T)  Datefrom Date to
] B i) ]
1 222920 SimonTe.. P10627  Tester  Permanent 3700 37-747474747.. NICA Grade 8 - Grade NICA22 3369900 01/04/2025 31/12/2099 200519  TestyMcTest 19/11/2020 31/12/2099
b3 37.00 33,699.00

Time executed 27/08/2026 12:18:10  Number of rows 1
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4.7 Probation Status

This is set up for a New Starter or where it is necessary for an employee to go on a
probation period. It will be automatically completed for a New Starter but can be added
to/edited and updated by the Line Manager when they have completed the reviews.

Should the outcome be unsuccessful, this may invoke the Leaver Process and you should
seek HR advice.

Your employees

Resource = Contactinformation = Personnel = Line Manageme Probation Status DR = OH Referrals

Resource

Lookup
222920

Simon Test

Probation Status
Probation Status
Pass Date

]
Probation Details

O Pasition 1st Review Review Date Outcome 2nd Review Review Date Outcome
Add Delete

3rd Review Review Date QOutcome

4.8 Performance Development Review

This tab shows dates of the employee’s PDRs and confirms if copies of the document are

26

attached. All managers are expected to record the date in the ERP that the PDR conversation took

place and attach the document via the paperclip in the top right-hand corner.

Employees can view the document by clicking on the paperclip in the top right and select
the PDR Document folder.

PDR
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4.9 Diversity Tab

This tab collates details of Ethnicity, Religion, Disability, Sexual Orientation, Gender
Identity, Nationality, Marital Status and if you are an Armed Forces Reservist.

All staff are expected to complete this tab. Once the details have been completed or
amended select Save to update.

Personnel information -
Resource
Ethnicity
I Whatis your sthvic rous?
[Whte _British, English, Northern (R4
Religion
B Whatis yo
"
Disability
Bl || [ | [ | [

The action buttons apply to the Personnel information screen, whichever tab is being
viewed.

L]

Save - this will save any changes made to the record.

Export Balance Rates Fixed/periodic PDs

. Clear — this normally clears the current data. Does not work on Personnel information.

. Export — this isn’t used by Shropshire Council.

. Balance — this opens the Balance screen displaying balances for things such as Annual

Leave, Tax, NIC etc.
. Rates — this opens the Rates screen displaying rates of pay.

27
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4.10.1 Balance Screen

The balances screen shows a breakdown of the employee’s annual leave.

JE—

[ 4] & 200454 > Personnelinformation > Balance

1] = T - ;

H Employee Home l Personnel Infor... L My Absences v & Time and Expen... v G Common Reports v n User Guides and...

Balance
Show all Show balances for~
] 20/05/2025 i)
Load
Employee balances
# Value reference Attribute 2 Attribute value 2 Date from Date to Original value Rest value
& &

1 Annual Leave Position (POSNO) Test Manager 01/01/2025 31/12/2025 0.00 488.40
2 Current Entitlement Position (POSNO) Test Manager 01/01/2025 31/12/2025 0.00 244.00
3 Bank Hol Entitlement Position (POSNO) Test Manager 01/01/2025 31/12/2025 0.00 0.00
4 Overall Entitlement Position (POSNO) Test Manager 01/01/2025 31/12/2025 0.00 244.00
5 Taken/Booked Position (POSNO) Test Manager 01/01/2025 31/12/2025 0.00 14.80
6 Remaining Entitlement Position (POSNO) Test Manager 01/01/2025 31/12/2025 0.00 229.20
7 Mileage Balance 06/04/2025 05/04/2026 0.00 0.00
8 Tax paid to date 06/04/2025 05/04/2026 0.00 1,104.60
9 Tax paid to date - previous employment 06/04/2025 05/04/2026 0.00 0.00
10 Taxable pay to date 06/04/2025 05/04/2026 0.00 7,619.72
11 Taxable pay to date - previous employ... 06/04/2025 05/04/2026 0.00 0.00
12 Employee's NIC to date 06/04/2025 05/04/2026 0.00 486.38
13 Employee's NI rebate to date 06/04/2025 05/04/2026 0.00 0.00
14 Total NIC to date 06/04/2025 05/04/2026 0.00 1,587.62

28

¢ Annual Leave shows the full time equivalent annual leave entitlement based on length of
service, either 28 days (207 hours) or 33 days (244 hours.)

e Current Entitlement shows the pro-rata leave entitlement for the employee.

¢ Bank Hol Entitlement shows the adjustments for bank holidays.

¢ Overall Entitlement shows the balance after adjustments have been made for bank
holidays.

o Taken/Booked shows annual leave that has been requested and taken.
Remaining Entitlement shows the leave balance available for the employee to book.
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5. Unplanned Absences

As a Line Manager you have access to Absence from two places:

UniTZ ER Shropshire Council AGER Search (Alt+q)
() »
Sl ael[?
Homescreen menu
- Favourites?
Start pages Your employment Your employment
No favourites
Your employment Q Employee Home R Personnel information
% Organisation Chart @
A
Expenses .
Forms [ e % Line Manager Structure ® Foubstitutes
2 Communities % Financial Approval Hierarchy
Time and expenses Q, Manager Dashboard
Q All Previous Forms for Your Resourees
Parsonne
Your development Your activities
Procurement ¥ Course catalogue @ Timesheets - standard Recently used
& Required courses &) Return to Work Form =~
Project management B Evaluation form 2 HR: LM Total Absence per resource
B Competences A LMO21. 1: Team Annual Leave Balances
Customers and sales Q Competence information =l Total Absence per Resourca for Year
*® Absences
Planner
Q 200454
1 Account Code List
AN Vs amanlouoone. ]

Your employment — Start pages — Absences is used to request Annual Leave and
planned absences. This is only for those who record Annual Leave or normal planned
absences, which for the most part will not be teaching staff.

Your employment — Your employment — Absences is used to report unplanned
absences for your employees especially Sick type absences but can be used for staff
member’s Annual Leave and planned absences if the staff member cannot access by
themselves.
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5.1 Staff Sickness — Recording Sickness

To record staff sickness or unplanned absences, navigate to
Your employment — Your employment — Absences

= A Absences x

Ol || [ =![?
Absences

¥ Balances

Absences

Workflow st.. Resource D Absenceco.. Position Absence rea Date from Dateto Open  Timefrom | Timeto = Days Hours Percent  Status

[} =

This section records the history of absences and is populated from the entries made in the
Absence entry section. Line Managers need to report absences for their employees

(especially Sick type absences) in the ERP to inform Payroll to make the relevant payment
adjustments.

Click Add to open the Absence entry section or when creating, amending or checking
absences you can select Open to view the full absence record for the employee (Resource.)
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5.1.2 Absence Entry

As this section is completed, the screen will change depending on the options used.

o o2 E©l[?

Absences

¢ Resource ID - if you have opened a resource record to add an absence, the
Resource ID will prepopulate or you can select from the dropdown, press the [Space
bar] or by typing ahead to select the resource.

e Absence code — select the type of absence from the dropdown or by typing ahead.

e Status - this defaults to Active.

e Absence reason — depending on the Absence code selected, an Absence reason
needs to be selected by typing ahead or pressing [Space bar] to select the reason.

¢ Position — if they have more than one position, select which position the absence
needs to be recorded against. If it needs to be recorded against both then select All
positions. Please note that if an absence is recorded against more than one
position, it will create an absence line for each position and any amendments to the
absence will need to be made to each line.

o Date from — this is the date that the absence starts, and the absence should be
recorded in the ERP the day the manager is notified or as soon as possible after.
When a date is added here, the Date to date will populate with the same date until
amended.

¢ Open ended absence — if there isn’t a definitive end date to the absence, select the
check box. A Preliminary end date of the last day of the current year will populate in
the Date to field.

o Date to / Preliminary end date — when the absence has ended, the Date to needs
to be confirmed in the ERP as soon as possible preferably the day the employee
returns to work. The Date to needs to be the last day of the absence and not the day
the employee returns to work.

e Percent — leave as default 100.00 or amend 50.00 to record half a day’s absence.
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The Absences section is populated with the details.

= &  Absences
mfl=1E < Il

Absences
¥ Balances

Wartom st Resowrce|D  Absencece Asnce reas Oate frem : Open  Tmehom  Tmets | Days  Haws ree fekd 1

Rasdy SmonTest  SICK ARpositions  Back Proble_ 16/06/2025 180612025 0o00 1622 3 2220 10000 Actve 000
T El 2220

add | Deete | Draht | Ready

Select Save to confirm any additions or amendments made in the Absences screen.
The Success popup opens.

x
@ Success
Successfully saved. The item is now sent for approval.
Click OK.
5.1.3 Details Section
Click Details.
P
] Time from Time to Hours Percent Planned hours Free field 1
16. 09:00 16:24 7.40 100.00 7.40 100
17 09:00 16:24 7.40 100.00 7.40 100
18 5 09:00 16:24 7.40 100.00 7.40 100
Update details Reset details

This section displays the work schedule for the resource and which days/hours are impacted
by the absence.
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5.2 Sickness Absences — Adjusting a Sickness Record

On occasion it will be necessary to open an absence line to amend or close it. This is more
prevalent for Sick type absences where an Open ended absence date, known as
Preliminary end date was recorded. It is very important the correct number of days of
absence is recorded as this may affect that person’s pay.

5.2.1 Changing a Submitted Absence

To amend or close an open absence, navigate to
Your employment — Your employment — Absences
1. Click Open.

Open previous absences

# Search criteria # Status
Resource Absence code Position v | Active Parked
218 | v v Transferred Partly transferred
Simon Tes
men fest Reversed Reversed transferred
Containing date Workflow state
-

2. Select Search Criteria and Status in Open previous absences:

e Resource - select the relevant employee (Resource) by typing ahead or pressing
[Space bar] and selecting the correct one.

e Absence code - you can search by the specific Absence code here or leave it
blank.

¢ Position - you can search by the specific Position here or leave it blank.
The following Status mean:
Active - still in the system and ready to be edited.
Transferred - transferred to Payroll for payroll calculations.
Reversed — those Transferred by Payroll, but then reversed.
Parked - any absence that isn’t in workflow.

Partly Transferred - where a long-term absence goes across 2 Payroll periods.
Reversed Transferred - those that had been fully processed by Payroll, but then reversed.

It can be advisable to tick all the Status boxes to load all the employees’ absences to avoid
duplication or errors occurring. If any amendments need to be made to an absence with the
status Transferred or Partly Transferred, you will need to contact Payroll as the absence
has gone through (or partly gone through) the payroll process.

33



34

3. Click Load.
4. Click on the Absences row that needs changing.

uniT soonce
iE A Absences x
nf2z] - Sl
Absences
~ Bak

Dete from Date to Ogen | Timefiom Timets  Days Houss  Percent  Status
Tester  Poid Compas 15/01/2020 17/01/2020 000 1524

Tonr ekt twoeas e oo a3 2 oo n<=

5. In the Absence entry section below, make the change required. For example, to end

an open ended absence, untick the Open ended absence box and change the Date
to the last day of the absence.

Absences
[[] Workilowstate = Resource|D Absenceco.. Position  Absence reas Date from Date to Cpen | Timefrom | Timeto | Days Hours Percent | Status | Free field 1
Finished SmonTest  SPL Tester  Paid Compa. 16/01/2020 17/01/2020 09:00  16:24 2 1480 10000 Active 0.00
No workflow SimonTest  SICK Tester  BackProble. 16/06/2025 18/06/2025 09:00 1624 3 2220 10000 Active 300

z 5 37.00

Add || Delete | Draft || Ready

Absence entry @

Resource ID* Absence code * Status*

202182 SICK - Active -

Simon Test Sick Absence

Absence reason Position

Back Problems e P11480 -

BACK Tester

Date from* Open ended absence Date to*

16/06/2025 B 18/06/2025 B

Time from Time to

08:00 16:24
Percent Days Hours Planned hours
100.00. 3 2220 2220

Costc Free field 1

11103 3.00

CT Infrastructure And Security

Edit work scheduls

6. Check your entries then click Save.

7. The Success banner will appear, and the Workflow state will change to Workflow

in progress. This, in turn, will become No workflow as this is self-approving by
managers.
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5.2.2 Deleting a Submitted Absence

You may need to delete an absence line. Note - this is not possible if it is Transferred or
Partly Transferred, and you will need to contact Payroll to action.

If there is any planned leave recorded for the period of the unplanned absence, it will need
amending before recording the unexpected absence otherwise an Overlap in date interval
error will occur. Before deleting any approved absences, please refer to the policy to check
eligibility.

1. Follow all the steps previously, up to step 4.

2. Check the details, in case this is not the correct one to delete.

3. Tick the checkbox on the left of the row of Absence (or rows, as necessary.)

Absences

[] Workflow state Resource D Absenceco.. Position = Absence reas Date from Date to Open Time from | Timeto Days Hours Percen t Status Free field 1

inished Simen Test SPL Tester Paid Compa.. 16/01/2020 17/01/2020 09:00 16:24 2 14.80 100.00 Active 0.00
o workflow Simon Test SICK Tester Back Proble..  16/06/2025 18/12/2025 09:00 1624 133 98420 10000 Active 186.00

b1 135 99900
Adrsll Ready

4. Click Delete and Save.
6. Competence

Competences can be recorded for your resources, but the norm is that they enter their own.
These are then routed to the Line Manager as a Task. Examples are Educational &
Professional qualifications or Job-related competencies.

As a Line Manager you can enter a Competence from two places, but each has a different
use.

Your employment — Your development — Competences is used to enter competences
for yourself.

Personnel — Competence — Competence is used to record competences for your
employees and yourself.
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6.1 Staff Competence Entry

To record staff competences, navigate to Personnel — Competence — Competence

36

i= w Competence x

Competence

Name

Competence type

Educational Qualification -

1. Name - press [Space bar] or use type ahead to select the resource.

2. Competence type — select the type of competence from the dropdown.

2 Competence

[] WarkFlow state Competence University/College Education Subject Qualification Result Year Qualification Gained
" Delete

3. Competence — click Add to open Competence entry.
6.1.1 Competence Entry Section

As this section is completed, the screen will change depending on the options used.

# Competence

O Workflow state Competence University/College Education Subject Qualification Result Year Qualification Gained
Degres Liverpool lohn Moores
Add Delete
Competence entry
Competence* University/College Education Subject Qualification Result
Degree - Liverpool John Moores Journalism - 1st Class
DEGREE P500 1STCLASS

Year Qualification Gained
2019 -

2019
Comment

nfo

1. Competence - select the competence type from the dropdown. This will determine

what the following fields are called. This example uses Degree.
University/College — type in the name of the university or college.
Education Subject — press [Space bar] or use type ahead to select from the
dropdown.

wn
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8. Click Save.

The Success popup opens.

@ Success

Successfully saved. The item is now sent for approval.

9. Click OK.

The Competence section is populated with the details.

Qualification Result — select from the dropdown.

Year Qualification Gained — select from the dropdown.
Comment — relevant comments can be entered.
Attachment — add an image/scanned copy of the relevant certificate for HR
confirmation checks.
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‘Workflow in progress Degree

Delete

(] Workflow state Competence

University/College

Liverpool John Moores

Education Subject

Journalism

1st Class

Qualification Result

Year Qualification Gained

2019

nfo

Initially the Workflow will state Workflow in Progress but will then become Finished, as this

is self-approving.

6.1.2 Viewing Current Competences

Viewing a Competence for staff members is a case of loading the name, then the
Competence Type, or using a Global report such as HR: LM Current Competence Record

per Resource.

Competence

Name

Competence type

Educational Qualification

# Competence

O Waorkflow state Competence

Workflow in progress Degree

Delets

University/College

Liverpool lohn Meores

Education Subject

Journalism

Qualification Result

1st Class

Year Qualification Gained nfo

2019
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1. Name - press [Space bar] or use type ahead to select the resource.

2. Competence type — select the type of competence from the dropdown.

3. Competence — use the dropdown to choose Educational Qualification, for
example.

7. Activate Your Substitutes

For any periods of planned leave where tasks may workflow for action, a substitute must be
activated to act on your behalf to receive Tasks and Alerts, and to action them with the same
levels of approval as yourself.

You can do this as a General substitute where one person assumes all of your

responsibilities and you can only select a substitute from a pre-defined list of resources
(usually your direct line manager.)

7.1 Activate Substitutes

Navigate to
Your employment — Your employment — Activate your substitutes

Activate your substitutes

Substitute date range
WF user

200454

Testy McTest (200454)

Absence status *

| am currently out of the office -
Absence date from Absence date to

23/06/2025 27/06/2025

In the Substitute date range:

1. Absence status — change to I'm currently out of the office.

2. Absence date from — add the date the absence starts from by either clicking on the
calendar icon to the right of the date field and selecting the date or just typing in the
date and tabbing across.

3. Absence date to - add the date the absence ends by either clicking on the calendar
icon to the right of the date field and selecting the date or just typing in the date and
tabbing across.
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Substitutes

Show only valid substitutes

O Type Element typs Substitute Valid from Valid until

* General - *|:| *|23/06/2025 £ | |27/06/2025 =

G
Add Delete

In the Substitutes section:

4. Click Add to one a new line.

5. Type — select General from the dropdown.

6. Substitute — press [Space bar] to show who can be selected and select the
substitute.

7. Valid from — enter the date the substitution needs to start from.

8. Valid until — enter the date the substitution needs to end.

9. Click Save.

7.1.1 End Active Substitutes

Substitutes automatically end at midnight on the Valid until date.

If you return early, you can simply change the Absence status to | am currently in the

office. This will turn off the Workflow substitution.

Activate your substitutes

Substitute date range

WF user
200454
Testy McTest (200454)

Absence status*®

“I am currently in the office -

| am currently out of the office
| am currently in the office

8. Attachments

It is possible to add supporting attachments of any standard file format to records in the
ERP. The documents are added to the Document Archive and can be seen by anybody

who has access to the relevant record.
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8.1 Adding Attachments

1. Navigate to the required person, position record or other relevant screen.
Shropshire Council SC-MAMNAGER Search (Alt+q)
= 9]
2.

Click Open documents (paperclip.) The Document Archive popup opens.

thy | Document type priorty | Search q

3. Click Add a document, the icon or the button.
4. Click Upload to locate the required file.

Add a document 7

Document type™*(?)

Training & Qualification Documents - |
File name *
Upload

Document title *

Document description

Save Cancel
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5. You can change the Document title if required.
6. Click Save.

The Add a document popup closes.

Document archive 7

a
| |
1]
>
H
g
[}
g
g
3
5
g
Ii
o
o

w

ertificate
19.06.2025

(&

Add a documiipt

[ e |

The document appears in the Document archive, the folder it is in is indicated with the
number of documents in that folder and the All documents folder shows how many
documents in total are held against the person or position.

7. Close the Document archive.
8.2 Viewing Attachments

If a record has attachments in the Document archive, the Open documents icon will be
blue.

Shropshire Council SC-MANAGER Search (Alt+q)

mE] ~ Il

1. Click Open documents to open the Document archive.
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2. Click on the folder you wish to view documents within or select All documents.

3. Double click the file to view.

42

Document archive (7

A
dd a documiit Certificate

19.06.2025

4. Click Full screen to maximise the image size.

5. Click the direction arrows to navigate to additional attachments.

6. Click the Change view icons to return to all attachments.

Certificate 19.06.2025.pdF

Certificate

ocum
Add a document ( uadate

Document archive (7
Al documents ‘cl‘am - Sortby | Document type pricrity
focuments
Accident 100C
)

8.3. Deleting Attachments

Documents can’t be deleted by individuals so you will need to contact HR, Payroll or
Systems Admin to request the removal of any documents.
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9. Forms

9.1 Form Description

Each form has a Form description field. On most forms this is greyed out, but for some it is
a mandatory free text box. You can see that it's mandatory because there is a red* at the
side and you will not be able to save or submit the form without having something in all the
mandatory boxes.

If you need to complete the Form description field it should be named in line with the
organisation naming convention or should indicate what the change is (such as Change of
Line Manager, Change of Authoriser Role, Change of Budget Holder etc) to ensure that no
sensitive data is added into the form title. The naming convention is Form
Description/Resource ID/Initials/Directorate/mm/yy.

Form ID*

[NEW]

[NEW]

Form description ™

Position Change Form/200454/TMcT/ICT/06/2025

1]

Form owner
Testy McTest

200454

9.2 Form Introduction

Forms are all stored within the forms tab from the main menu in various sections.

Case Management (SC) Absence (SC) Mew Starter (SC)

nd Positi . Contractual Changes (5C) eaver (SC)

8
EEEBE g
[
B EBE

Performance (SC)

% =
BEH%®0CHH D
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Review this user guides section Forms and Scenarios — Overview for more summary
information about the forms, when they are to be used and the documents that are to be
attached with the form.

To attach a document to a form, you should complete the form details first, and then click
Save as draft. Then you can attach the documents as required and then if needed, click
Submit form.

Forms are sent for approval where needed to the appropriate approvers.

Some forms are designed that you should retrieve a previously saved or submitted form and
update this with the latest details at a later date or a later stage in the staff member’s
induction or probation.

9.3 Position Change Form

The Position Change Form is used to Amend and Close positions. Use the New Position
Form to create a new post in the establishment.

Navigate to Forms — Organisation and Position (SC) — Position Change Form

UNITZ ERP Shropshire Counc SC-MANAGER position

- ] & ¢ Position Change Form %
Position Change Form

# Position Change Form

mi=iEl © IZIE

Form ID*

The Position Change Form is completed by the Line Manager requesting the change and
starts with the Position Change Form section by entering a Form description that indicates
what the change is.

9.3.1 Requester Details Section

Position Change Form

Requester Details

Position*
P11510
Test Manager
Line Manager st Centy
John Test . ICT Infrastructure And Security

Requested By
Testy McTest
200454

223380 11103
Request Date
19/06/2025

Position - press [Space bar] to select the position in which you are completing this form.
The remaining fields in this section are read only.
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9.3.2 Request Type Section

Request Type

[ 1 you have selected Amend Position please give details of the type of change required in the Supporting Comments box below

Type of Request

Amend Position

AMEND

Supporting Comments

This post will now report to position P12244

Type of Request - press [Space bar] to select Amend or Close.
Supporting Comments - explain why the change is required.

9.3.3 Position Details Sections

Pasition 1D Position Title Budget Hours

P11480 * |ue | Tester 37.00

Tester P114s0

Weeks Per Year Job Family Grade/Pay Scale

5214 Shropshire Local € .. NIC Band 11

10 NICAB11

Line Manager Position Location Contract Type

Test Manager The Shirehall Permanent

P1i510 241 Po1

FTC Reason End Date Headcount Position?
31/12/2099 B Yes -

v

Cost Centre Division Directorate

ICT Infrastructure And Sscurity A2R026 .| [atRo12

11103 Finance & Technology Resource:

Position ID - press [Space bar] to select the affected position. The remaining position
details are populated based on the position selected. Make the required changes to the
Position Details such as changing the Line Manager Position.

9.3.4 Position Relations

Position Relations

Politically Restrict Post*
No
N

LGA Number

School Number

Politically Restrict Post — this field is mandatory, and you must confirm if the post needs to
be politically restricted by selecting Yes or No if not.

LGA Number — confirm the LGA Number here if applicable, if not it will be greyed out.
School Number — confirm the School Number here if applicable, if not it will be greyed out.
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9.3.5 Allowance Details

Allowance Details

O Allowance Type Allowance Value Amount End Date (if known)

Add Delete

Allowance details — confirm any allowance details from the dropdown that need amending
for this position if applicable (such as on call allowance, shift allowance, contractual overtime
etc.)

9.3.6 System Menu Access

System Menu Access

[ Piease tick the relevant boxes below if this post requires additional sccess roles within ERP. Note that you cannot be both @ requisitioner and spprover so selecting both of those may resuitin the form being rejected.

Line Manager Raise Requisition/PO
Approve Requisition/PO Supplier Payment Enquiry
Sales Ordering Journal Processing

GL Transaction History Budget Holder

Capital Project Manager

Finance Use Only
Please add additional information here (=.g. cost centres for budget holders/ which capital projects etc) if applicatle.

System Menu Access - tick the relevant boxes if this post requires additional access roles
within ERP. Note that you cannot be both a requisitioner and approver so selecting both of
those may result in the form being rejected.

9.3.7 Action Buttons

‘ Print preview Submit form Save as draft Export

Clear - clears the contents of the form.

Print preview — this isn’t used by Shropshire Council.

Submit form - sends the form into workflow for approval.

Save as draft - saves the form without sending it into the workflow.
Export — this isn’t used by Shropshire Council.

The Success message opens.
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@ Success

Successfully saved. Changes in PCHG10006037 will not take effect until they
are approved.

Click OK to close the message.

9.4 Position Grade Evaluation (Manager) Form

47

This form has a workflow associated with it because it may require action by Payroll and will

require approval by a corporate director. This example covers the change in pay grade
option.

Navigate to
Forms — Organisation and Position (SC) — Position Grade Evaluation (Manager)

UNniT4 ERP
P

i= 1] @Srade Evaluation (Manaj))

Position Grade Evaluation (Manager)

# MGR Position Grade Eval Req

Form ID*
TNEW] =v
[NEW]

Form description®

Position Grade Evaluation (Manager)

Form owner
Testy McTest

200454

This form is completed by the Line Manager requesting the change and starts with the
Grade Evaluation Details section as the Form description field is greyed out in the MGR
Position Grade Eval Req section.
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9.4.1 Grade Evaluation Details Tab

Grade Evaluation Details

Grade Evaluation Form

board for the job evaluation to proceed

This form can only be used for existing positions. For new position job evaluations please contact HR_ Pleass note this form should only be submitted following approval at the directorate workforce

48

Details

Resource ID* Position *
202182 ¥ s Pi1480 ¥ e
Simon Test Tester
Team Directorate
T10257 Al1RQ12
Technology Resources
New Position? Current Grade
MNICBand 11
NICAB11

Request Reason
Manager Request/Advice

Relevant Details
Please provide relevant details below or appropriate business case / report. This can also be attached to the form

Approvalinfo 1
Please tick to indicate you have attached an up to date Job Description and Person Specification

lob Description Attached

Approvalinfo 2
Please tick to indicate you are approving the form and information contained within for further consideration

Form Approval

New Job Title if applic

Position — use the dropdown, type ahead or press [Space bar] to select the position

1. Resource ID — use the dropdown, type ahead or press [Space bar] to select the
resource for whom you are completing this form.

2.
for which you are completing this form.

3. Team — populated from the position.

4. Directorate - populated from the position.

5. New Position? — select if applicable.

6. Current Grade — populated from the position.

7. Request Reason — press [Space bar] to select the reason.

8. New Job Title if applic — add the new job title if applicable.

9. Details — enter/attach relevant details or appropriate business case/report.

10. Job Description Attached — tick the box to confirm you have attached the Job
Description and Person Specification before submitting.

11. Form Approval — tick the box to confirm you are approving the form and the

information contained within for further consideration.

9.4.2 Action Buttons

Submit form

Print preview

Save as draft

Export

| Clear

Clear - clears the contents of the form.

Print preview — this isn’t used by Shropshire Council.
Submit form - sends the form into workflow to the HR Business Partner for approval.
Save as draft - saves the form without sending it into the workflow.
Export — this isn’t used by Shropshire Council.
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9.5 Contract/Position Change Form — Change in Hours

This form covers changes to contractual obligations with the type of change being
selected from within the form. This example covers the Change in Hours option.

Navigate to
Forms — Contractual Changes (SC) — Contract/Position Change Form

1) < Contract/Position Change Form x p )

Contract/Position Change Form

# Contractual/Position Cha@

Form ID*
v
[NEW]

Form description*

=v

Contract/Position Change Form

Form owner
Testy McTest
200454

The Contract/Position Change Form is completed by the Line Manager requesting
the change and enables managers to change both the employee’s contract and their
position in one form.

9.5.1 Resource Details Section

Resource Details

1. Resource Details

Position *

Name*
202182 * |

Line Manager

P11480 e Testy McTest

Tester 200454

Cost Centre ReEoUrce Start Date Date of Form Submission

1. Name - press [Space bar] to select the resource for whom you are completing this
form.

2. Position — if the resource has more than one position, press [Space bar] to select
the position for which you are completing this form.

3. Effective date changes — enter by typing or using the calendar.
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9.5.2 Finance Approval

2. Finance Approval

n Please confirm you have gained approval from Finance for any applicable changes in this form.

Finance Approval
e -
s

1. Finance Approval — select Yes or No from the dropdown. This approval should be
obtained before submitting this form for approval.

9.5.3 Position Change Section

3. Position Change

Please indicate whether you wish to change the Position as well as the Employee’s Contract.

ﬂ « If you do not, please select ‘No’ and proceed to section ‘4. Contract Change Detail’.
« If youdo require a change to the Position, please select "Yes' and complete sections 3a and 3b.

However, please note, if your contractual change does also require a change to the position itself, HR may reject this form if you do not complete sections 3a and 3b, as well as section 4 onwards.

Change to Position
Y -

1. Change to Position — select Yes or No from the dropdown to indicate whether you
wish to change the Position as well as the Employee’s Contract. If you do not,
please select No and proceed to section 4 Contract Change Detail. If you do
require a change to the Position, please select Yes and complete sections 3a and
3b. If your contractual change does also require a change to the position itself, HR
may reject this form if you do not complete sections 3a and 3b, as well as section 4
onwards.
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9.5.4 Position Details

51

3a. Position Details

Position ID
P11480

Budget Hours
37.00

Weeks Per Year
52.14]

Job Family
Shropshire Local (| ...
Grade/Pay Scale

NJC Band 11 o
NICAB11

Contract Type
Permanent
POL

FTC Reason

Headcount Pesition?

Yes

End Date

31/12/2099

Cost Centre

ICT Infrastructure And Security o
11103

Question

Service
Technology -
A3R120

Do you need to add any additional Menu access for this position in ERP?

Position Title

P11480

Tester

New Budget Hours
0.00

New Weeks Per Year
0.00

Line Manager Position

Test Manager

P11510

New Grade/Pay Scale

New Contract Type

Location
The Shirehall
New Headcount Value

New End Date

Division

Finance & Technology
AIRD2G

Answer

Directorate
Resources

AiR012

1. Position ID — press [Space bar] to select the position for which you are completing

this form.

Then make the required changes to the position such as New Grade/Pay Scale or New

Contract Type.

9.5.5 Contract Change Detail Section

4. Contract Change Detail

Please indicate the type of change you want to make below.

Type of Change*
‘Additmna\ Increment .

Additional Increment 40

10

20

3 Schedule 70

Change in Working Weeks 80

Change to Contract Type 60

Extension to Fixed Term Dates 30

Once you select your type of change, scroll up and you will find the relevant tab to complete above section 1.
If you need to make more than one kind of change to the contract, you will be given that oppertunity later in the form.

1. Type of Change — select the type of change from the dropdown. A second tab

opens.
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9.5.6 Change in Hours Tab

A new tab opens where the details of the changes are entered. The current details are
populated in read only fields.

Change in Howrs

o Piease mput the current cantract hours if you are only changing the weork schedule. You should aksys aim ta choase fram the available work schedules where passible, § you cannot, please specify
belaw in additianal nformation the work schedule reguirements in detail. HR will scrubmse any new schedule and reject any that are not genuincly now.

Cunrent howrs

Current FTE

Mew Contracted Hours
2500
g FTE (if applicabl
Cunrent Wark Schedule
47 Mrs (7.4 4

iear VWl Schedule
25 haurs (7745700000}

Armwer

Mo -

Authonzabon

{as the Flexible Retirement and Business Case been autharsed?
Armwer

Wariable Hours Contract
i this iz e Hours Contract, pleas

Addrioral r||:r1|:r. an

Type of Change
Change n Warking Scheduke

1. New Contracted Hours — enter the new hours.

2 New Work Schedule — use the Value Lookup to search for the new work schedule if
applicable.

3. Range of hours — enter the range for Variable Hours Contracts.

4. Additional Information — enter any additional details about the change.

5. Do you wish to add another change as part of this change form? — select Yes or

No from the dropdown and select the Type of Change from the dropdown to open
another tab for completion.

9.5.7 Action Buttons

Print preview Submit form Save as draft Export

e Clear - clears the contents of the form.
e Print preview — this isn’t used by Shropshire Council.
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o Submit form - sends the form into workflow for approval.
e Save as draft - saves the form without sending it into the workflow.
o Export — this isn’t used by Shropshire Council.

The Success message opens.

@ Success

Successfully saved. COPO10004821 is now created and is sent for approval.

Click OK to close the message.

9.6 Contract/Position Change Form - Change in Working Schedule

This form covers changes to contractual obligations with the type of change being
selected from within the form. This example covers the Change in Working
Schedule option.

Navigate to
Forms — Contractual Changes (SC) — Contract/Position Change Form

Follow the steps previously for Change in Hours, up to the Contract Change Details
section.

9.6.1 Contract Change Details Section

53

4. Contract Change Detail

Please indicate the type of change you want to make below.
Once you select your type of change, scroll up and you will find the relevant tab to complete above section 1.
If you need to make more than one kind of change to the contract, you will be given that opportunity later in the form.

Type of Change*
‘Change in Working Schedule
70

)

1. Type of Change — select the type of change from the dropdown. A second tab
opens.
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9.6.2 Change in Work Schedule Tab

A new tab opens where the details of the changes are entered. The current details are
populated in read only fields.

Resource Detail Change in Work Schedule

Change in Work Schedule

ﬂ Change in work schedule: You should always aim to choose from the available work schedules where possible, if you cannot, please specify below in additional information the work schedule
requirements in detail. HR will scrutinise any new schedule and reject any that are not genuinely new.

Current Work Schedule
37THrs(7.4/74/74/74/74/0/0)
37-7474747474NN

WS Detail (if not in list

New Work Schedule
25 hours (7/7/4/7/0/0/0)
25 - 7747NNN

Question

Do you wish to add another change as part of this form?

1. New Work Schedule - press [Space bar] to select the new work schedule.

2 WSDetail (if not in list) — enter the details if it is not in the list of new work
schedules.

3. Do you wish to add another change as part of this change form? — select Yes or

No from the dropdown and select the Type of Change from the dropdown to open
another tab for completion.

9.7  Contract/Change Position Change Form - Extension to Fixed Term Dates

This form covers changes to contractual obligations with the type of change being
selected from within the form. This example covers the Extension to Fixed Term Dates
option.

Navigate to
Forms — Contractual Changes (SC) — Contract/Position Change Form

Follow the steps previously for Change in Hours, up to the Contract Change Details section.

9.7.1 Contract Change Details Tab

4. Contract Change Detail

Please indicate the type of change you want to make below.
Once you se\em yourtype of change, scroll up and you will find the relevant tab to complete above section 1.
If you pe ke more than one kind of change to the contract, you will be given that opportunity later in the form.

Type of Change *

Extension to Fixed Term Dates

1. Type of Change — select the type of change from the dropdown. A second tab
opens.
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9.7.2 Extension to Fixed Term Tab

A new tab opens where the details of the changes are entered. The current details are
populated in read only fields.

Resource Details " Extension to Fixed Term

Extension to Fixed Term

Curr Employment End Date New End Date
31/12/2090 = 30/06/2025 m

FTC Justification
Short Term Additional Support
ST

Question
Do you wish to add another change as part of this change form?

New End Date — enter the new contract end date.

FTC Justification - press [Space bar] to select the justification.

Additional Information — enter any additional details about the change.

Do you wish to add another change as part of this change form? — select Yes or
No from the dropdown and select the Type of Change from the dropdown to open
another tab for completion.

PON=

9.8 Induction Form

This form covers the induction checklist for new starters, a resource beginning on an
additional position, or a resource transferring into a different position.
It is completed by the resource’s line manager.

There is no approval required for this form, instead, the form can be saved and then later re-
opened by the line manager. The form should be saved and then updated as needed
throughout the staff member’s induction programme.

The form is complete when each section of the Induction checklist tab has been updated
with the appropriate Date completed.
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To create a new induction checklist for your staff member, navigate to
Forms — New Starter — Induction Form

(1] Induction Form

Induction Form

A Induction Form

FormTB
[New]
[NEW]

Form description™

1]

Induction Form

Form owner
Testy McTest
200454

9.8.1 Resource Details Section

Resource Details = Induction Checklist

Resource Details

Name*
202182

Lin

Testy McTest
200454

ICT Infrastructure And Security | ,,,

Start Date
01/04/2023

1. Name - press [Space bar] to select the resource for whom you are completing this
form.

2. Position — if the resource has more than one position, or if this field is blank, press
[Space bar] to select the position for which you are completing this form.

3. Start date — the date that the staff member started is entered automatically. This
could be changed if needed.

4. Reason for induction — press [Space bar] to select the applicable reason; New

Starter, Additional Post or Transfer.
9.8.2 Induction Checklist

1. Choose the Induction Checklist tab. This section contains topics to be covered at
each stage of a staff member’s induction; Getting Started, Business Area & Role
Fam (Familiarity), and Technical Training Reqgs (Requirements).
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9.8.2.1 Getting Started

Resource Detailg®”  Induction Checklist

Getting Started

Checked Personal Details Evacuation & First Aid Operating Times & Breaks

v v v

Premises Security & ID Logins & Systems Access Safety & Accident Report
v v

H&S / Orientation HR Policies Useful Contacts/Customers

v

List Other ltems

Date Completed
23/06/2025 &=

1. Review each topic listed and tick the corresponding checkboxes to confirm
that this has been covered with the employee.

2. Enter any other areas/topics covered during the induction with the staff
member in the List Other Iltems text field.

3. Enter the Data completed for this section.

9.8.2.2 Business Area Role & Fam.

Business Area & Role Fam.

Meet Key Colleagues Contract, Benefit, Reward Absence Policy
v v
Meet Key Stakeholders Job Description Confidentiality
v v v
Processes & Procedures Reviewing Performance Communication
v
Services We Provide Service Development
v

List Other ltems

Date Completed

23/06/2029]

1. Review each topic listed and tick the corresponding checkboxes to confirm
that this has been covered with the employee.

2. Enter any other areas/topics covered during the induction with the staff member in
the List Other Items text field.

3. Enter the Data completed for this section.
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9.8.2.3 Technical Training Regs

List Other Training
ERP eLearning Courses on Leap into Learning

Technical Training Reqs

ﬂ Please select relevant tick boxes as required.

Tech Skill Requires
v

Date Completed
23/06/2025

Review the Mandatory Requirements for the position with the staff member; when
completed/achieved tick the checkbox, and enter the corresponding Date
completed.

Review the Tech Skill Requirements for the position with the staff member; when
completed/achieved tick the checkbox, and enter the corresponding Date
completed.

Review the Corporate Induction for the position with the staff member; when
completed/achieved tick the checkbox, and enter the corresponding Date
completed.

Enter any other training completed during the induction with the staff member in the
List Other Training text field.

Enter the Data completed for this section.

9.8.3 Action Buttons

Print preview Submit form Save as draft Export

Clear - clears the contents of the form.

Print preview — this isn’t used by Shropshire Council.
Submit form — this saves the form.

Save as draft - saves the form as a draft.

Export — this isn’t used by Shropshire Council.

The Success message opens if you click Submit form or Save as draft.
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@ Success

Successfully saved. INDU10000178 is now created.

Click OK to close the message.
You can now close the form.
9.8.4 How to reopen a previously saved form

You need to re-access the Induction form and update the form throughout the staff
member’s induction programme.

1. Navigate to Forms — New Starter — Induction Form
2. To reopen the existing form, you need to first delete the tag [NEW] from the
FormliD field.

A Induction Form

Form ID*

[NEW]

i

3. With the cursor in the empty Form ID field, press [Space bar] to view the list of
forms you have previously saved. (Alternatively, you can start typing in part of
the form description that you used when you first saved or submitted the form.)
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A Induction Form

Form ID*
INDU1000017d

INDU10000178 Induction Form
Form deseription™

i

Induction Form

Form owner
Testy McTest
200454

4. Select the required form from the list that appears, and press [Tab].

5. You can now amend the form as necessary.

6. You can click Submit form or Save as draft to keep your changes. (Note that
if you have previously clicked Submit form, then Save as draft is no longer
an option.)

9.9 Probation Form

This form covers the probation process for new starters, or any staff member that requires a
period of probation.

It is completed by the resource’s line manager.
The form can be saved and then later re-opened by the line manager. You need to re-open
and update the form for each probation review that you complete for the staff member.

If during the probation period the Second or Final Review section of the form is marked with
an Outcome as Unsuccessful, then the form is submitted to the HR team to initiate the staff
leaver process. The Line manager must discuss this with their HR Business Partner.

To initiate a probation period for your staff member, navigate to
Forms — New Starter — Probation Form

(- A Probation Form x

Probation Form

A Probation Form

Form D"
[NEW]

"
<

Form desoription *
P11480 Probation, 202182, ST, ICT, 06/25

Breayner
Testy McTest
200454

Enter a meaningful Form description, as a title. Use the naming convention (Description,
Resource ID, Initials, Directorate, mm/yy.)
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9.9.1 Resource Details Section

Resource Details

lame * Resource ID Position *
202182 ¥ | |202182 . P11480 -
on g Simon Test Raler

Line Manager* Division Directorate

;

1. Name - press [Space bar] and select the resource for whom you are
completing this form. Press [Tab].

2. Position — if the resource has more than one position, or if this field is blank,
press [Space bar] to select the position for which you are completing this form.

3. Probation Date From — enter the first date of the probation period.

4, End Date Probation Period — enter the expected last first date of the probation
period.

9.9.2 Target Review Section

Target Review

1st Target Review 2nd target review 3rel target review

23/06/2025 =B 23/07/2025 &= 25/08/2025 B

1. Enter the expected dates for the 1st, 2nd and 3rd target review dates. You need
to keep this information up to date throughout the probation process.

2. You can now click Submit form using the action buttons at the bottom of the

screen to save a copy of the probation form.

"
Print preview I'w Save as draft Export
_all
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@ Success

Successfully saved. PROB10000909 is now created.

3. Click OK to close the message. You can close the form.

You need to re-access the form, and update the First Review, Second Review, Final
Review or Third Review tab as appropriate throughout the probation period.

9.9.3 How to re-open a previously saved form.

62

At the appropriate stages of the staff member’s probation, you need to re-access the existing

probation form and update the results for each review. To re-open an existing Probation

form,
1. Navigate to Forms — New Starter — Probation Form
2. To reopen the existing form, you need to delete the tag [NEW] from the

FormlD field.

2 Probation Form

Form ID*
[NEW]
[NEW]

i

3. With the cursor in the empty Form ID field, press [Space bar] to view the list of

forms you have previously saved. (Alternatively, you can start typing in part of
the form description that you used when you first saved or submitted the form.)

A Probation Form

Form ID*

PROB10000909

w

PROB10000909

P11480 Probation, 202182, ST, ICT, 06/25

62



63

Select the form from the list that appears, and press [Tab].

You can now amend the form as necessary.

You can click Submit form or Save as draft to keep your changes. (Note that
if you have previously clicked Submit form, then Save as draft is no longer
an option.)

o oabk

9.9.4 First Review Tab

1. Choose the First Review tab.

Resource Dela\\sSecond Review  Final Review = Third Review

Review Details

At the end of any probation period the employee must have demonstrated the capacity to fully meet the normal requirements of the position or grade concerned. All comments on this report must be
discussed with the employee during the probation review meetings. The Reporting Officer must comment on why a marking has been given but also what improvements may be necessary.

Review Date
24/06/2025 &

Overall Performance

Achieved Fully Effective Not Achieved
v

Comments

Enter comments here

This tab contains sections for you to record the outcomes and comments from the first
review.

2. Enter the actual Review date.

3. Review the Overall Performance section.
a. Mark by ticking the appropriate checkbox if this was Achieved Fully
Effective, or Not Achieved.
b. Enter your supporting Comments.
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Overall Attendance

Overall Attendance
Acceptable
ACC
Comments
Enter comments here

Overall Attitude/Conduct

Attitude / Conduct
Acceptable
ACC
Comment
Enter comments here

Resource Comments

Comments
Resource comments here

4. Review the Overall Attendance section.

a. Select the Overall Attendance field. Press [Spacebar] to view the possible
results. Select the achieved outcome and press [Tab]. (Acceptable, Not
acceptable, Not applicable.)

b. Enter your supporting Comments to explain the outcome.

5. Review the Overall Attitude/Conduct section
a. Select the Attitude/Conduct field. Press [Spacebar] to view the
possibly results. Select the achieved outcome and press [Tab].
(Acceptable, Not acceptable, Not applicable.)
b. Enter your supporting Comments to explain the outcome.

5. Enter Resource Comments noted by the staff member during the review.
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<
Duties
[What duties have been undertaken to date?]

Employee Perception
[How does the employee think they have performed so far?]

Areas of Difficulty
[Are there any areas of difficulty?]

Job Satisfaction
[Is the employee achieving job satisfaction?]

LM Judgement
[Line Manager's professional judgement of the performance so far and if there are any areas that require improvement]

Improvement Plans
[Qutline any plans to improve performance]

6. Review the Duties section:
a. Provide the details as directed in each field; Duties, Employee Perception,
Areas of difficulty, Job Satisfaction, LM Judgement, Improvement Plan

to save the changes to the form.

@ Success

Successfully saved. Changes in PROB10000909 will not take effect until they
are approved.

8. Click OK to close the message. You can close the form.

You need to re-access the form, and update the First Review, Second Review, Final
Review or Third Review tab as appropriate throughout the probation period.

You can now click Submit form using the action buttons at the bottom of the screen
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9.9.5 Second Review tab, Final Review tab, or Third Review

1. Choose the Second Review tab (or Final Review or Third Review as
appropriate.)

Resource Details | First Review Final Review = Third Review

Review Details

At the end of any probation period the employee must have demonstrated the capacity to fully meet the normal requirements of the post or grade concerned. All comments on this report must be
discussed with the employee during the probation review meetings. The Reporting Officer must comment on why a marking has been given but also what improvements may be necessary.

Review Date Outcome Extension Months
24/06/2025 & Successful - 0

This tab contains sections for you to record the outcomes and comments from the
subsequent reviews.

2. Enter the actual Review date (or Extended Review Date if this is a third review.)

3. Use the dropdown menu to choose the appropriate Outcome (Extended, Successful,
Unsuccessful.)

4, If the outcome is an extension, enter the Extension months.

5. Follow steps 3 to 9 previously for First Review.

You need to re-access the form, and update the First Review, Second Review, Final
Review or Third Review tab as appropriate throughout the probation period.

9.9.6 Further Probation Details

The Line Manager is also required to update the Probation tab on the
Personnel— Personnel — Your Employees screen for the resource.

Line managers can run reports to view details about their staff members that are currently on
probation.

1. Navigate to Reports — Reports across client — Global reports — HR / Payroll —
Line Manager Reports — Probation.
2. Hover your mouse over each report to read the full report name.
3. Click to open a report.
4. Click Search to view the results.
9.10 Return to Work Form

This form covers the Return to Work interview and administration required for a staff
member returning after a period of sickness absence. It is to be completed after any period
of sickness absence for a staff member.

It needs to be completed by the resource or by the resource’s line manager.

66



67

To record a Return to Work, navigate to Forms — Absence (SC) — Return to work

1) Return to Work Form  x

Return to Work Form

A Return to Work Form

Form ID*

NEW]
Form description *

RTW FORM

Form owner
Testy McTest
200454

9.10.1 Resource Details Section

Resource Details

Name*
202182

QN Test
Line Manager
Testy McTest
200454
Date Raised
24/06/2025

Position*
P11480
Tester
Cost Centre

ICT Infrastructure And Security
11103

N —

Name - press [Space bar] or click on the arrow to select the resource.

Position — if the resource has more than one position, or if this field is blank, press
[Space bar] or click on the arrow to select the position for which you are completing
this form.
Date Raised - this is filled in automatically.

9.10.2 Absence Management Section

Absence Management

First day of absence

01/06/2025

Date of meeting
24/06/2025

i §

Return to work date

23/06/2025 )

Conducted by
The Manager

PN~

Enter the First day of absence.

Enter the Return to work date.

Enter the Date of meeting.

Enter the name of the person the meeting was Conducted by.
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9.10.3 Discussion Points Section

Discussion Points

Reason for absence
Anxiety/stress/depression/| ..
X

Absence certhed

Was the absence certified?

Yes or No

No

Question 1
Does the employes have any underlying medical conditions? (if yes, please specify).

Answer 1

Yes

Y

Additional Info
Type 1 Diabetes

Question 2
Does the employee require further treatment that may require future absence? (if yes, please specify)

Answer 2
No
N

Additional Info

1. Reason for absence - use the dropdown menu to choose the relevant reason.
2. Absence certified — press [Space bar] to select Yes or No.
3. Answer questions 1 to 10 and add any Additional Info if appropriate.

Question 11
Number of sickness absences in the last 12 months?

Answer 11
15

Total working days?
10

4. Number of sickness absences in the last 12 months? — confirm how many days
sickness the resource has had over the last 12 months and the Total working days.

Question 12
Further action required in line with the Absence Management Policy?

Answer 12

No action

Stage 1 Review
Stage 2 Review
Stage 3 Case Review

5. Confirm if any Further action required from the dropdown.
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Please select

I -

Absence supported
Other
Trigger point not reached

6. If No action is selected, confirm if it is Absence supported, Other or Trigger point
not reached. If other, provide details.

A You need to record sickness absence in the ERP using the Your employment > Your

employment > Absences screen. See section Staff Sickness - Recording Sickness for
details.

A When a staff member returns, you need to update the specific absence record in the

ERP using the Your employment > Your employment > Absences screen. See section
Sickness Absences - Adjusting a Sickness Record for details.

9.10.4 Action Buttons

Print preview Submit form Save as draft Export

You can use the Action buttons while you complete the form.

e Clear - clears the contents of the form.
Print preview — this isn’t used by Shropshire Council.

e Submit form - this saves the form. Note that the form will be Closed and cannot be
further amended if you were to attempt to re-open an existing form.
Save as draft - saves the form as a draft.

e Export — this isn’t used by Shropshire Council.

The Success message opens if you click Submit form or Save as draft.
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@ Success

Successfully saved. RWRK 10006002 is now created.

Click OK to close the message.

You can close the form.
9.11 OH Referral Form

9.11.1 OH Referral Process

70

The OH Referral Process begins with the form being raised and the OH Referral Tab being

completed by Line Managers and then following the steps outlined below.

Mo

OH Approval & Originatar
Ve, Approvers
System
@ Department

and Approval

I

Alerts Sent

Report Sent
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e OH Approval — on being submitted the form workflows to the OH Advisor, who
checks whether the OH Referral Tab has been completed correctly and has sufficient
information to proceed. If not, the form is rejected with an explanation.

e OH Advisor Tab — when the form is correct and the OH Advisor has determined the
course of action; the details are entered on the OH Advisor Tab. The form is again
submitted and workflows to the OH Technical Assistant.

o OH Technical Assistant Tab — the OH Advisor determination is actioned by the OH

Technical Assistant and appointment details sent out.
e Alerts - the HRO and the resource are notified that a referral has been made.

At this point the form may go through several updates by both the OH Advisor and the OH

Technical Assistant until the case is complete.

o OH Advisor Complete — the OH Advisor will triage the referral and inform the OH

Technical Assistant what type of appointment is needed.

e OH Technical Complete — the OH Tech Assistant will confirm on the form, then date

when it was sent out to the resource.
¢ Report Sent — the referral is complete, and the final report is sent out The OH
Referral Form can be raised by Line Managers.
Navigate to Forms — Case Management (SC) — OH Referral Form

On opening, the form has twelve sections.

9.11.2 OH Referral Form Section

H (1] OH Referral Form =

OH Referral Form

# OH Referral Form

FormID*
[Ev] =
[NEW]

Form description ®

OH Referral

Form owner
Testy McTest
200454

This form is completed by the Line Manager and starts with the Resource Details section as

the Form description field is greyed out in the OH Referral Form section.
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9.11.3 Resource Details Section

Resno First Name
202182 - 202182 Simen
i Simon Test
Surname Home Email Mobile
Test home@email.com 07891234567

Question
‘Are there any particular requirements in relation of access, mobility and/or communication? If yes, please provide details bslow:

Details
If yes, please provide details hers

referred Appointment
In-person consultation
Telephone consultation
Video call

Resource ID — use type ahead or select from the dropdown.

Resno —is populated from the Resource ID selected.

First Name — is populated from the Resource ID selected.

Surname - is populated from the Resource ID selected.

Home Email — type in their home email address for contact if not in work.

Mobile — type in their mobile number for contact if not in work.

Are there any particular requirements in relation of access, mobility and/or
communication? — press [Spacebar] to select Yes or No.

Details — if the answer to the question is Yes, enter the details of the requirement.
Preferred Appointment — use the dropdown to select the preferred appointment

type.

Nogakwd -~

©

9.11.4 Manager Details Section

Manager Details

Resource ID First Name

200454 Testy

Sumame Position

McTest P11510 -
Tast Manager

Direct Work Phone Work Email

01743222222 test mctest#shropshire gov.uk

Team Directorate

T10257 wee| ALRO12

Technology Resources

Cost Centre Work Location Address

ICT Infrastructure And Security ¥ | aas Head Office Shirehal

11103

The majority of the fields in this section (Resource Id, First Name, Surname,
Position, Phone, Email, Cost Centre and Work Location Address) are populated from
the Resource ID selected in the OH Referral Section.

Team and Directorate — can be changed if required.
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9.11.5 HR Officer Details Section

HR Advisor Detail
HR Advisor Name * HR Advisor Email
200258 w | ouise.evans#shropshire.gov.uk

Louise Evans

HR Advisor Name - use type ahead or select from the drop down and it will
prepopulate.

9.11.6 Employee Work Details Section

Employee Work Details

Position ID Position Hours per Week

P11480 - Tester 0.00

Tester

Hours per Week (Total) No of Current Employment Regular overtime worked?
37.00 1

This section is read only except for one field.

Regular overtime worked? — press [Spacebar] to select Yes or No.

9.11.7 Work Related Hazards Section

Work Related Hazards

Hazard 1 Hazard check 1

Generally offica based sadentary wark

Hazard 2 Hazard check 2
Display Screen Equipment

Hazard Hazard check 3
Moise

Hazard 4 Hazard check 4

Chemicals and pesticides

Hazard 5 Hazard check 5
Driving

Hazard 8 Hazard check &
Frequent hand washing

Hazard 7 Hazard check 7
Clinical waste

Hazard & Hazard check 8
Worling with animsals

Hazard Hazard check 9
Unsociable hoursfon call

Hazard 10 Hazard check 10
Lasers and radistion

Hazard 11 Hazard check 11
Working at heights

Hazard 12 Hazard check 12
Pychological stress

Hazard 13 Hazard check 13
Lone working

Hazard 14 Hazard check 14
Maning and handling

Hazard 15 Hazard check 15
Latex gloves

Hazard 16 Hazard check 16
Food handling

Hazard 17 Hazard check 17
Extrema temperatures

Hazard 1% Hazard check 18
Wulnersble service users and service users who have challenging behaviour

Hazard 19 Hazard check 19
inhalstion exposure to dust. fumes. mists, cases or vapours

Other Details
Please explain details of specific work related hazards here
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This section contains a series of questions. Select the check box for each hazard
that applies.

Other Details — enter the details of each hazard selected.

There are a further two questions. Select the check box for each hazard that applies.

9.11.8 Work Status

Work Status

Question 1

Is the resource currently in work at the time of this referral?

Start of Current Absence
02/06/2025 i)
Question 2

At the time of referral is the employee subject to disciplinary/grievance/capability/work review/management action?

First day of ahsence

02/06/2025 =]
Expected/actual return
30/06/2025 i

Total no. days absent
28

Question 3
What action has been taken to suppoert the employee to return to work?
Answer 3
Add comments here
Question 4
Are there any adjustments currently in place to support the employee?
Answer 4
No -
Question 5
Has the employee raised any specific concerns regarding their health or workplace environment?
Answer 5
No -
1. Answer 1 — press [Spacebar] to select Yes or No or select from the dropdown.
2 Start of Current Absence — add the date the current absence starts from by
either clicking on the calendar icon to the right of the date field and selecting the
date or just typing in the date and tabbing across.
3. Answer 2 - press [Spacebar] to select Yes or No or select from the dropdown.
4. First day of absence - add the first date of absence by either clicking on the

calendar icon to the right of the date field and selecting the date or just typing in
the date and tabbing across.

5. Expected/actual return - add the expected or actual return date by
either clicking on the calendar icon to the right of the date field and selecting the
date or just typing in the date and tabbing across.

6. Total no. days absent — type in the total number of absence days.

7. Answer 3 — enter the details of any support taken for the employee to return to
work.

8. Answer 4 — press [Spacebar] to select Yes or No or select from the dropdown.

9. Answer 5 - press [Spacebar] to select Yes or No or select from the dropdown.
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9.11.9 Sickness Absence Section

Sickness Absence

Il Please enter sickness absence over the last 2 years

[ Absence Reason Date from Date to
Anxiety/stress/depression/other physical psychiatric ilinesses ... 01/01/2025 31/01/2025 E
ANXI
Add Delete

Add — Please enter any sickness absences over the last 2 years by clicking Add.
Absence Reason - select the type of absence from the dropdown, by pressing the
[Spacebar] or by typing ahead.

3. Date from — type in the start date of the absence.

4. Date to — type in the end date of the absence.

N —

9.11.10 Reason for Referral Section

Reason for Referral

Reason 1 Reason check 1
Long term sickness absence

Reason 2 Reason check 2
Frequent short term sickness absence

Reason 3 Reason check 3

Advice on Mental Health concerns

Reason 4 Reason check 4

Advice on Musculoskeletal issues

Reason 5 Reason check 5

Retumn to work Assessment

Reason 6 Reason check 6
Advice on Workplace adjustments

Reason 7 Reason check 7
Fitness to Work Concerns

Reason 8 Reason check 8
Il Health Retirement/ lll Health Capability Asses

Reason 9 Reason check 9

Other - please specify

If other, provide details

This section contains a series of 9 questions. Select the check box for each reason that
applies.

If other, provide details — enter the details of other reason if reason 5 is selected.



9.11.11 Type of Advice Required Section

Type of Advice Required

[l Please tick 25 appropriste

Question 1
|s there an underfying hesith problem affecting this individual's pesformance or attendance at work?
Check 1
Question 2
Are they currenty fit to canry out the duties outlined in the job description? (please ensure you supply the job description with this referral request)
Check 2

Question 3

Are any anent adjustments to the work tasks or environment recommended?

Check 3
Question 4
What is the likely timescale for recovery and/or when do you anticipste a return to work?
Check 4
Question B
Are there any short term adjustments to the work tasks or environment recommended?
Check &
Question &
|s there a requirement for ongoing medical support or intervention
Check &
Question 7
|s the health problem likely to re-occur or affect future attendance?
Check 7
Question &
In your opinion does the health problem meet the criteria for disability as defined by the Equality Act 20107
Check 8§

Additional Info

Use this space to detai any other advice you might need or questions that may need answering

This section contains a series of 8 questions. Select the check box for each type of advice
required then add any relevant comment for each one selected.

Additional Info — use this field to detail any other advice you might need or questions that
may need answering.
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9.11.12 Background Information

Background Information

Pleass provide as much backaround information as possible about why you are referring this person as well as information on any adjustments you've already made to support the employee. Also include additional specific
H questions you would like to be addressed in the report. This sections accepts 1000 characters (approximately 150 words). Larger narratives can be added by attaching @ PDF document to the unique referral form ID using
the paperclip attachment. Please use ‘save to draft’ before attaching documents

Background Information
Provide background information herel

Background Information — provide as much background information as possible including
reasons for referral and actions already taken.

9.11.13 Manager Declaration Section

Each of the statements in this section should be selected as all of them should be complied
with, in every case.

Manager Declaration

By submitting you agree that you are the manager named in the section above and the statements made in this form are true to the best of your knowledge. Further guidance to sssist you with the referral can be found
[ within the Occupational Health pages on the intranct ar Shropshire Learning Gateway. Alternatively, call 01743 252833, The Occupational Health Team, Shropshire Council, Shirehal, Abbey Foregate, Shrewsbury, SY2

Declaration 1
I have discussed the request for Occupational Health Assessment with the employee and explained the reasons for this
Check 1
v
Declaration 2
The employes is aware that a written repart from Occupational Health will be forwarded to their Manager and HR and copicd to the employee.
Check 2
v
Declaration 3

| have provided the employee with a copy of this request.

Check 3

Print preview Submit form Save as draft Export

Select each of the declarations, when they have been actioned.

Click Submit form and the Success popup opens.
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@ Success

Successfully saved. OHRE10003876 is now created and is sent for approval.

Click OK.

9.11.14 OH Referral Printout for Managers

Managers need to share the OH Referral form with their employee before it is sent off to

78

Occupational Health. If an employee is unable to access the ERP, you can print out a copy

of the referral using the OH Referral Printout for Managers report.

Navigate to Common — Ordered Reports — Report Ordering — Reporting H2R —

OH Referral Printout for Manager

UNITZ ERP /sciofronsmonsiosis

Homescreen menu

Accounting structure
Your employment
% Chart of accounts

% Account rules
Forms

Time and expenses
Personnel
Procurement
Workspace
Project management
Customers and sales
Planner
Information pages
Accounting

Reports.

Ordered reports

Q Your ordered reports

& Report ordering F
I& Reporting H2R R

[  Establishment for Managers

[B OH Referral Printout for Manager

« «

B8 Reporting R2R

Workflow

*® Task management
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You need to enter the OH Referral form ID number in the Form ID field and click Save.

A OH Referral Printout for Manager x

OH Referral Printout for Manager

Variant

% General parameters

O
Form 1D [onrero00as25 )

¥ Fixed parameters

¥ Printer parameters

@\ sl el e =]

The Success popup opens. Click OK and then click onto Your ordered reports.

@ OHReferal Printout for Manager x




You may need to click Refresh until the report has stopped running and you can click the
icon under Show report to download a copy.

Your ordered reports

Scheduled

From 05706/2029) & . 05/06/2026 =

Load

Ordered reports

[] Showreport ~ User  Reportname = ReportD  Order numb. Scheduled Completed Serverqueue  Filename  Status  Zoom | Showlog
200518 OHRsferral . OHPRINTM 203 05/06/2026 05/06/2028 DEFAULT  chprintma 2. Finished

| " | e | [t | [

Click on the downloaded document that will pop up in the top right hand side, check and
save so you can share it with your employee.

Downloads P Q

g# chprintma_203.docx

See more
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9.12 Forms and Scenarios — Overview

Scenario Form Required Documents to Attach

Recruitment

If a new post is required New Position Form Job Evaluation if not already
existing / Job Description /
Person Specification

Job Evaluation of an Position Grade Evaluation Job Evaluation / Job

existing post - restructure (Manager) Description / Person
Specification

Vacancy to be advertised Right to Recruit Form Job Advert / Job Description /

Person Specification /any
additional information you
would like the applicant to
receive. (this may save admin
time emailing applicants
information)

New Starter

Induction Form to be used Induction Form P45
for a new starter, a resource
starting an additional
position, or a resource
transferring into a different
position under your line
management

To record details of review| Probation form
meetings during an
employee's probationary
period

Amendment to contract

Hours/working Contract/Position Change form
weeks/change to contract
type TEMP to PERM)
lextension to fixed term

dates

Additional payment /| Contract/Position Change form
additional increment

Change in work schedule Contract/Position Change form

Transfer of post under your| Transfer Within Team Form
line management

Use this form if changes are| Position change form
required to a position only,
not a resource
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Leaver

Resource leaving a post

Leaver Notification form

required as a form has been
completed

Resource
establishment

leaving | Leaver Notification form

required as a form has been
completed

Exit Interview

Exit Questionnaire

10. Reports

Reports work in one of two ways:

¢ Fixed Criteria Reports - open the report and click Search
e Variable Criteria Reports - open the report, enter Selection Criteria to filter the

results, then click Search

10.1. Fixed Criteria Report

The example uses the LM Total Sickness absence for a resource, which is a fixed criteria

report.

Navigate to

Reports — Reports across clients — HR/Payroll — Line Manager reports — Absence

— HR: LM Total Sickness absence for a resource

= (11 HR: LM Total Sickness absence for a resource x

HR: LM Total Sickness absence for a resource

[#£] Selection criteria

Manager Resno like 200454
Abs. code in list “COVID-197,'SICK’,'SICK3RD",'SICKVINC,'SICKWORK"
Company like SC

Results

ptail level | Alllevels| | Copy to clipboard
Manager ReslD Absence
- &

Resno R reason

Date
from

Date

o Days Hours % 3

Time executed 26/06/2025 10:12:01 Number of rows 0

The Selection criteria is read only.

Click Search.
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Results
==Y o-toillevel | Alllevels| | Copy to dlipboard
N Manager = ResID Absence Date
i Resno e m reason from
1 200454 202182 SimonTest  BACK 16/06/2025
2 202182 SimonTest  COLD 07/02/2018
3 202182 SmonTest  GSTE 10/07/2018
4 202182 SimonTest  GSTE 02/07/2019
5 200454 202182 SimonTest  SKIN 26/06/2020

Date
to

18/12/2025
08/02/2018
10/07/2018
02/07/2019
26/06/2020

Days Hours % 3
133 9842 10000 N
2 0 10000 T
1 0 10000 T
1 0 10000 T
1 74 10000 T
Time executed 26/06/2025 10:15:55 MNumber of rows 5

The results are listed below the headings.

10.2. Variable Criteria Report

This example uses the Total Sickness absence by individual report, which is a variable

criteria report.

Navigate to

Reports — Reports across clients — HR/Payroll — Line Manager reports — Absence
— HR: LM Total Sickness absence by individual

HR: LM Total Sickness absence by individual

# Selection criteria

200454

Date from greater than or equal to| 01,/06/2025

Date to less than or equal to 31/12/2025

SICK"

Results
etail level  All levels Copy to clipboard
Manager ResID Absence
Resno ReslD () reason (T)
1 200454 202182 Simon Test  Back Problems

Date Date
from to

g8 2

16/06/2025 18/12/2025

Days

133

Hours

9842

Status Ce

Cost
ntre (T)

10000 N CT Infrastructure And Security

Time executed 26/08/2025 09:38:36 MNumber of rows 1

The Selection criteria section has fields in which criteria to report on can be determined.
There may be multiple fields, and they may work using lookups or calendars.

In this example, there is a single variable criteria field allowing you to specify the date

parameters.

Enter the criteria and click Search.

The results displayed are only for the criteria entered. Any field that is blue, is a hyperlink
which will open a new tab with more detail about the field.
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10.2.1 Filtering Results

Report results can be filtered by entering criteria in the Filter Bar and clicking Search. In this
example, in the Total Absence per Resource for Year report you can find an employee’s
annual leave dates by filtering the results on ResID and Abs. Code (T).

Total Absence per Resource for Year

¥ Selection criteria

Results

Detail level  Alllevels | Copy to clipboard

ResiD Abs Absence Date Date Time  pave Year e | @ Line Workilow Catl Cat2
m reason from 0 0 i : : Manager Direct (T) statws (T) U] U]

1 Simon T.. E 03/02/2026  03/02/20..  16:24 1 2026 740 100.00 Testy McTes Finished

2 SimenT..  Annual Leave 20/02/2026  20/02/20.. 1624 1 2026 740 10000 Testy MecTest Finished

El on T.. 27/03/2026  27/03/20 16:24 1 2026 740 10000 Finished

4 T. 23/04/2026  28/04/20. 16:24 4 2026 2080 10000 Workflow in progr.

5 T. 11/05/2026  15/05/20. 16:24 5 2026 37.00 10000 Workflow in progr.

5 T.. 25/05/2026  29/05/20. 16:24 4 2026 2060 10000 Workflow in progr.

z 16 11840

Enter the filter criteria in the required fields and click Search.
The results now only include those that match the filter criteria.

Filter criteria may be entered before the report is run to produce pre-filtered results.
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