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Service History

The Service History sub-option shows every position a person has held within the service. Any change to a
person’s current service history should be done with a ‘Posting Amendment’, rather than by amending the

last line of Service History. This then keeps a history of any changes e.g. a change to a person’s watch.

The only time when it is acceptable to amend a person’s Service History is when historical or imported data

is incorrect.

The PRC window will appear

Salary Histary =]

e Search for a person Soalos of |
cales ol lszsue

Sickness
Sickness Interviews
Sicknesz Monitoring

In the Sub- menu option

) ) Skill Profile
e Select Service History Training Reconds
e Click onto the Show button TUl Aceounts hd|

Show,..

@- Service Histary for D Meogovern Revise

Start [ Fiish  [SM days|  SWC days | Days | BIS [ Qual] Stetus | Flesduty | Rank | Rarks] PayRatd P
01 07 2007 |30 03 2008 274 274 B M

31 03 2008

Bemove...
Check.
Attached.

All ‘Service History’ records will be

displayed in the Service History

window — as shown -

ot o

The only time when it is acceptable to amend a person’s Service History is when historical or imported data

is incorrect.

New lines of Service History should NOT be created via this

window MUST be done within Posting Amendments.

Only circumstances you would use the Service History ‘Add’ button is if historical Posting records have not

been entered correctly or been missed out when Postings were entered via the Posting Amendment option.
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Add an Historical Service History Record

The ONLY time you Add Postings via the Service History option is for Historical Record ONLY.... this
could be of a person who has come from another Brigade, Forces: Navy, Army etc or maybe it's to keep

track of Pension, what ever the reason you can enter the Historical record within Service History.
When entering Past Service History it may be a good idea to have a set up in Rank, Post, Watch and Location
as Previous Organisation this way it will be easily recognised as a Historical Posting. Some Brigades have set

these up as Historical or Archived.

For this example I will set my Rank, Post, Watch and Location up as Previous Organisation / PRVOG

To do this...
Retained Pap Lite ;I
Fiole Bazed Competency
e Click onto Service History Salary Histary

Scales of lzzue

e Click onto the Show button g:zt::zlntewiews J
Sickness Monitaring
Skill Profile Ll
The ‘Service History’ window will proceed to display.
[ElPersonnel record card for 3P Pollard =lolx|
Help  GIS
Posihgs o Zalrd P (Uohr) Brd. | mew | per |
p:)r,\.fﬁena_n soiner.. | Delete. | Seach. | ) o
'ermanent details... urrent details... Pint. Create additional pot
F etal Curen delal | | As you can see the Active Post the Person is in is
o - - z
F1 | [f I . . . . R
< DILT: Di's Lacatin Testing Role Based Competenc Al snowing in e Service HiIstory window.
Fi HelamedFayLllz . _I Hide: h th S H t d
‘whole Time Shift . Add..
\wH White Salary History _I
Zone Z1 Scales of [ssue
Effective from 01 05 2008
Sickness
Sickness *WISWS J
Sickness Mbnitoring
m Skl Profe =l
(B Service History for J P Pallard Revise
T v e e [ i i <25 ﬂ;_k Even if there were many postings within this
T a=hed | window the Active Posting is the one without a
Finish Date.
il ;ILI

If you have not already set up the system to enter a Historical Service History follow the instruction on the

next page
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Setting up Historical Posting

oury sratems To make it easier to recognise a Historical Posting, set up a Description to
Help
Spiomyps: [Preos Ogorsaion 5] make it recognisable throughout the system that the Posting is Historic in
Code. FRYOG
Descriphion: | Freaous Digarealior] - ‘ - - - y . .
o Rank, Post, Watch and Location as ‘Previous Organisation’ this way it
(¥ Excludn from svailahiy . . . .
;m;mﬁﬁ-i:m will be easier to recognise throughout the system. Some Brigades have
™ Fiostcl aconss o e chdy system . . .
Ry set these up as Historical, Old or Archived.
£ Do nol mchades i shall arvlysis
€ Whake lime shill
£ B
€ Whaos rals
: Rm Enter the Details - Rota COnfiguration Audit Number: 109
Cfedee e [Fo
Description: | Previous Drgarisation
Rota Group: Previous Organisation A
gt ’7 From Rotas & Availability - Set up
Duty system types
o e Duty System
Code: RYO
Desciptiors [ Previos Drgansatin e Duty System Type
Mode:  Column 1
&) Cokure 2 ¢ Rota Configuration

I™ Retained Pay Lite

Cancel 0K

Brigades and ergansations.

Pleare entes the relevant detals for this bigade: Careel (13

Name: Previous Organization ) 3

e |G _ From Personnel Configuration - Set up
ez 1 <

Poit code: - . .
Teeghrs [ ok P06 aods [F05 Tioe e Brigades & Organisations
o, T Ham Forvis Dt m
Telese L Finturmc] .
Dar e e Locations
REATOM
™ Seciun 2 spesmen & Dehe
r .
ST e [ e Ranks
Tebphurn:
Pl boxation cock H
o e Functions
Sert ruambes
Finarce code:
. — e Post Category
Horelablty clast: 5
Eechoton [ e[ ranks e Zones
Hotms T
RankCode:  |PAVOG (] Post
Rank Name: [Frevious Organisafion
e Senoity
Pay Scae Group - As this example shows here -
Retirement program
[ Retrement
I Exclude rark from appearing on Duty Rota bock.
T [ Rarkisirie o
Helo Help
Poat Coder [Fmn
Poat Opscepiorr [ Faroiss igaresanon, Code: PRYOR
Roes: PRVOG x ™ Quafication Description: |F’|ewous Organisation
Categeony: |Pmn Digarisafion =
Funciore [Forvcen Ongorssston =] Cost Code:
Grade: [Previa Dgarsaton &l = Effective From:
Locaton PEVOG Previous Organsstion A ]
o = z EocieTe [
Hoursc I <Phaase select]| FTE Hous: = Clean Baom Code: FRVOG
Cal Sigre [ Deseription: | Previous Drganisation
Eective [ Dty scre: | TP -
s I Postor: | ™ Sickness category
Fieview Date: I
Darys per Weeh.
I o zones
I fachrend
IT | DiamiF Cancel 0K
on | Coce |
Code: PRVOG|
. Name: |Plevinus Organisation
Don’t forget to link the Post to Rank
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Entering the Historical Service History

Once they system is set up
e Click onto the ‘Add’ button. Add |

The Service History ALT window will appear

Service history

Transaction type:  NEYW - Joined fire service

|Contract:p Status | Cancel | (0] I

Effective from; | 01012000 | Effectivets: | 3011 2007 /

Location: |PEVEIG Previous Organisation il I Permatent _'I

Rank: |F‘FWDG Prewvious Oiganisation LI I Permanent _'I

Paat: |F‘HVDG Prewvious Oiganisation il I Permanent _'I Alterations:

Zong: IPHVDG Previous Organisation il I Permanent _'I I il ;:J;;??O?E}:d
Duty: IPrevious COrganization \ _'I IPermanent _'I [~ Pension [manual altegstion)
Watch: IF'FWDG M d I Permanent x| V¥ Zera 'days' }
Pay rate: | LI [Permanent -] ¥ Zero'SWC daps’

Cost code: | _2| [Pemanen: -] I~ Flesitle duty

Fay type | il I Perranent ] [ Break in service

'ngltfplasl d Add I~ Essential Car User

ﬂ BRemove

Contract Hrs: | 0.0000 “wiorking Hrs: | 0.0000 % of Wworking His: 0.0000 Review Date:

Motes: ;I

=

e Enter a Transition Type

Service history

Transaction type: | ALT - Alter posting details
ALT - Alter posting details
MEW - Joined Fir i

Effective fram:

Location: MEWY - Re-joined Fire service
Ranlk: MEWY - Joined present brigade
Post: LYR - Leaver

e Enter the Effective From Date

Enter the Effective To Date

Enter the details for the Posting

In my example above, | have created an Alter Posting, entered the dates the Historical Service History

Posting took place and entered the Pervious Organisation through out the Posting.

On the left hand side of the Service History window is ‘Alterations’

For Pension Reasons and so this Posting does not show up in any Availability

Report / window.

e Tick into Zero ‘Days’ and Zero ‘SVC Days’

e Click onto the OK button

Alterations:

IT Penzion days
brought forward

[~ Pengion [manual alteration]

W Zero 'days'

I Zero 'SYC daps'

[T Flexible duty

[T EBreak in service

[~ Eszzential Car Llzer

[FllPersonnel record card for 1P Pollard =[]
Help  GIs
Postings for. PallardJ P Wohn) [ I
Serviceno: T
Payrol no dainer.. | Deete.. | Seach. |
Permanent details. Current details. Frint | Bl el et |
FFl ) . Retained Pay Lite Hide
 DILT: Dis Locatin Testing Fiole Based Campetency TI . . . .
eI Solay Hitory t#] As you can see the Historical Service History Record
Zone 21 Scales of lssue.
Effective from 01 05 2008 - . -
Sikress has now been entered into the Service History
Sickness Interviews N
Sickness Monitoring -
T st Y. il Prfie El Window
y A
[ B sewice History for.) P e Reyise
Start Finish &N days | SWE days Days Remove.
. —_
01 05 2008 143 142 142 - NEw-a WO el PRI 01 Check.
Attached
kil ;l_l
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You may get a dialogue box pop up saying the finish date is not concurrent with the subsequent posting

This is because you are entering a Historical Posting B3

Record and the dates are not fO”OWing the last record P | The finish date is not concurrent with subsequent postings.
~ Do you wish to proceed?

entered.

e Click onto the Yes button

How to Revise a Service History Record

If a Service History record requires modification, it is possible to amend the Effective To date or any

information within the Service History.

e Select and highlight ‘Service History’ from the sub menu options

e Click the ‘Show’ button. Show... |

e Select and highlight the ‘Service History’ record requiring modification.

e Click the ‘Revise’ button. Fevize
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