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SECTION 1 - LOGIN

Open up Internet Explorer and go to the following URL.:

https://fenton.mis.ed.ac.uk:8443/0A HTML/AppsLocallLogin. jsp

The login box will then appear with two fields requesting your username and

password. Complete these and click on LOGIN.

|@ Login - Microsoft Internet Explorer
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https://fenton.mis.ed.ac.uk:8443/OA_HTML/AppsLocalLogin.jsp

The Main Menu will then appear (see picture below)

rthur.mis.ed.ac.uk:9443/pls/HR11TEST/OracleMyPage.Home?validate_flag=Y - Microsoft Internet Explorer = ﬂ

File Edit Y“iew Favorites Tools Help |
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Click on UOE ATR Process
he following screen then appears (see picture below

rthur.mis.ed.ac.uk:9443/pls /HR 11 TEST /OracleMyPage.Home ?validate_flag=Y¥ - Microsoft Internet Explorer ===l
File Edit W“ew Favorites Tools Help i
GBack + = - (D i} | Qisearch  GFavortes  (FMeda 4 | B- S =
Address I https: jfarthur.mis.ed.ac, uk: 944 3/pls/HR 11 TEST/OracleMyPage. Homevalidate_flag=Y WGG
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Main Menu

UO ATR Process
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Click on Authority To Recruit Process

A query screen will appear (see picture below):

&7 https://shin.mis.ed.ac.uk:8179/pls/HRPM3/OracleSSWA. Execute?E={17171C8DES4AA9537215F 37B1435DEFF - Microsoft Internet Explorer E]

el DR e Welcome to the Authority to Recruit Process

of EDINBURGH

Please select one of the following options to proceed:

) Start a new ATR Process
O Retrieve an existing ATR Process (either to enter an Advert or proceed to Appoint a person)

>

é Q Internet

M E\htt... | @htt.. | Eora.. | @Ehtt.. | E)co.. | @JEv.. || [O]ib.. | E]htt.. | [B]Mier.. | F)usE... EN @ 14:40

There are 2 options.
To start a new ATR Process, the following pages will show you how to complete this.
To retrieve an existing ATR Process, see Section 4.

Click in the circle next to the relevant option then click on CONTINUE to move to
the next screen.
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SECTION 2 - COMPLETION OF AUTHORITY TO RECRUIT (ATR)

Authority to Recruit Screen (see example below)

Complete the following fields (*mandatory fields):

College/Support Group*

Organisation*- (The level 5 unit to which the position belongs)

Post* - (If New, a Grading Approval Number is mandatory — provided by your
HR Manager/Advisor. If existing the full name of the Current/Previous

Position Holder must be provided)

Current/Previous Position Holder — (Existing positions only, see notes for
Post)

Grading Approval Number — (New positions only, see notes for post)

Job Title* - (Title successful applicant will have on their contract)

Earliest Start Date*

Latest Start Date* - (Defaults to 6mths after earliest start but can be amended)
Max Grade for Post* - (The highest grade you would wish to appoint at)
Employment Category™* - (The type of contract; choose from, Permanent,
Fixed Term or Hours to be Notified. If Fixed Term chosen either FT End Date
or Duration and FT Reason must be completed)

FT End Date — (Fixed Term only, see notes for Employment Category)

FT Duration - (Fixed Term only, see notes for Employment Category)

FT Reason — (Fixed Term only, see notes for Employment Category)

Full/Part Time* - (If F/T is entered in the Full/Part Time field then the
Maximum Num of Hours will automatically be populated with the correct full
time hours. If P/T is entered then you must enter the number of working
hours, except in the case of Hours to be Notified (Employment Category) the
hours should be zero)

Maximum Num of Hours* - (See notes for Full/Part Time)

Constraint: appoint no higher than grade step (if applicable) — (Only required

if there is a constraint on funding for the salary e.g. appoint no higher than
point 3 on UEQ7)
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e Wef 23/9/05 Disclosure Field * - This field must be completed with one of the
following 2 options, Disclosure Required or Disclosure not Required.
Information regarding this field can be found on the screen (see example

below)

#7 https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_ATR_WORKFLOW.START_ATR_PROCESS - Microsoft Internet Explorer [SEE

T IOt Enter Authority to Recruit Details

Please enter Authority to Recruit Details:

College/Support Group * E] Organisation * E]
Post * Please Select v: Current/Previous Post Holder

Grading Approval Number (New Post) Job Title *

Earliest Start Date * Latest Start Date * Max Grade for Post * E]
Employment Category * g FT End Date

FT Duration Years: Please Select. | v Months: |FPlease Select. |+ FT Reason |Flease Select... v
Full/Part Time * Please Select... |+ Maximum Num of Hours *

Constraint: Appoint no higher than grade step(if applicable) E]

The Protection of Children (Scotland) Act 2003 makes it a criminal offence to offer work in a "Childcare position" (defined as
a position involving caring for, teaching, training or supervising children under 18) to anyone disqualified from working with
children. An Enhanced Disclosure check is therefore required for all posts falling within this definition. The Disclosure box
below must therefore be completed and the "Disclosure not required” option may only be chosen if you are fully satisfied that
the duties of this post do not fall within the definition of a "Childcare position"”. If in any doubt contact your School
Administrator or the College HR team before submitting this form.

Disclosure *: |Please Select v

Note: Fields marked with an asterisk (*) are mandatory

£
2:] Done a é Q Internet

M E\htt... | @htt.. | Bhor. | @bt | E)co.. | Elev.. | [O]mb.. | @bt | [SMic. | Bus.. EN@-JIIAS

Click on CONTINUE to move to the next screen.
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A screen will then appear (see picture below) confirming all the information you have
typed in, if this is correct then click on CONTINUE if not click on BACK TO
PREVIOUS SCREEN to return to original screen and make amendments. Once you
click on CONTINUE you cannot go back and make any amendments.

@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_ATR_ADVERT_SCREENS.confirm_atr_details - Microsoft Internet Explorer

BEX)

THE UNIVERSITY
of EDINBURGH

College/Support Group:
School/Planning Unit:
Organisation:

Post Type:

Current/Previous Post Holder:
Grading Approval Num (New Post):
Job Title:

Max Grade for Position:
Earliest Start Date:

Latest Start Date:

Employment Category:

FT End Date:

FT Duration Years:

FT Duration Months:

FT Reason:

Full/ Part Time:

Maximum Number of Hours:

Appoint no higher than Grade Step:

o P ST S

Confirm ATR Details

Please check that the following details are correct before pressing Continue

Corporate Services Group
Human Resources Planning Unit
Human Resources

New

ABC123

HR Assistant
UEO4
1-Aug-2006
1-Feb-2007

Fixed Term

Restricted/ Time Limited Funding
Full Time

35

(]
(>

E:l Done

M St | E)hte. | Bor..

Click on CONTINUE to move to the next screen.
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Salary Charging Screen (see example below)

Please complete the following fields:

Percentage of Salary Charging™ - (enter the percentage of the new employees
salary to be charged to a Cost Centre, Account Code and Job Code. You may
enter more than one line if the funding is split (i.e. 50%-50%, 50%-25%-25%)
as long as the total is 100%)

Cost Centre* - (i.e. 424000)

Account Code* - (i.e. 2140)

Job Code* - (i.e. SO0001)

Funding Source* - this is the funding source/body that the employee’s
salary will be charged to, the following rules should be applied when
completing this field:

0}

(0]

(0]

Job Code = Snnnnn (i.e. S00001) then always use funding code
UNIVERSITY OF EDINBURGH

Job Code = Bnnnnn (i.e. B0O0001) then always use funding code
DEPARTMENTAL INCOME

Job Code = Gnnnnn (i.e. G0O0001) then always use funding code
DEPARTMENTAL FUNDS

Job Code = Dnnnnn then always use funding code
DEPARTMENTAL DONATIONS

Job Code = Ennnnn then always use funding code ENDOWMENT
For all other Job Codes (beginning R etc) please select the funding
source/body from the pick list.

The system will check that each part of the costing is a valid code. It will also check
that the job code can be used with the account code quoted e.g. job code R12345
account code must begin with a 3 i.e. 3012.

The comments box allows the Originator to inform the Approver of any further
information required on salary charging.
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BE %)

@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_ATR_ADVERT_SCREENS.commit_atr_details - Microsoft Internet Explorer

ekt i Enter Salary Charging Details

Please enter Salary Charging Details:

%  Cost Centre A/C Code Job Code Funding Source
100 424CHR 2140 S00001 University Of Edinburgh B

Salary Charging *

CIIEE]

Comments

Note: Fields marked with an asterisk (*) are mandatory

< [>
&) Done a 5 @ Internet
M E\htt... | @htt.. | Ehor. | @bt | E)co.. | Elev.. | [D]mb.. | Ehte.. | [SMc. | Bus.. EN @J 11:50

Click on CONTINUE to move to the next screen.
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A screen will then appear (see picture below) confirming all the information you have
typed in, if this is correct then click on CONTINUE if not click on BACK TO
PREVIOUS SCREEN to return to original screen and make amendments. Once you
click on CONTINUE you cannot go back and make any amendments.

BEX)

@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_ATR_ADVERT_SCREENS.confirm_costing_details - Microsoft Internet Explorer

B N s Confirm Salary Charging Details
Please check that the following details for ATR Number CSG6893 are correct before pressing Continue
Salary Charging Details:

%o Cost Centre A/C Code Job Code Funding Source
100 424CHR 2140 S00001 University Of Edinburgh
Comments

Continue ] [ Back to previous screen ]

2:] Done é Q Internet
M E\htt... | @htt.. | Bhor. | @bt | E)co.. | Elev.. | [O]mb.. | @bt | [SMic. | Bus.. EN @J 11:50

Click on CONTINUE to move to the next screen.
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A screen will then appear (see picture below) confirming the ATR details have been
saved.

An ATR Number will be provided along with the name of the
relevant Organisation, please ensure to take a note of both of these,
as the information will be required to retrieve the completed process

at a later stage (see section 4).

BEx)

@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_ATR_ADVERT_SCREENS.commit_costing_details - Microsoft Internet Explorer

ATR Details Saved

Please take note of the ATR number and Organisation and press continue to proceed.

All Details have been saved for ATR Number: CSG65893 and Organisation: Human Resources.

E3

B
@ Daone é e Internet

Click on CONTINUE to move to the next screen.

Last Update 21/02/2007
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The following screen will appear asking you to choose an option that relates to the
position to which you are recruiting (click in the circle next to the relevant one):

7 https:/ farthur.mis.ed.ac.uk:9443/pls/HR11TEST/UDE_ATR_WORKFLOW.check_position_type - Microsoft Intern::'i.

T e, Check Position Type

Please check appropriate box:

 Position is 6 months or less and not required to be advertised

 Position Holder is named on Grant and not required to be advertised Position Holder Name *
= Position is required to be advertised

Gontinue

o | _'l_I
|@_1 Daone

T B —
Hstat ||| 1] & 52 »|| Eb...| Err...| Es... | Epe.. [Ente.. [(EENZ] ERBANENDEOEEHI ST ER e

The following pages will deal with each of the three options noted.

Once the appropriate option has been selected click on CONTINUE to move to the
next screen.
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If you select ‘Position is 6 months or less’ the following screen will appear
(see picture below):

/2 https://arthur.mis.ed.ac.uk:9443/pls/HR 11 TEST/UDE_ATR_WORKFLOW.AD_REQUIRED_OR_NOT - Microsolt Inte

L WL T Advert Required or Not

You selected the option:

Pasition is 6 months or less and not required to be advertised.
Therefore Advertising details are not required for this Position.
You may submit Authority to Recruit for Approval.

Press the Submit for Approval button below and wait until you receive a notification to proceed.

Back to previous screen |

Submit for Approval |

o | _'l_I
|@ Daone

T B —
Hstat ||| 1] & 52 »|| Eb...| Err...| Es... | Epe.. [Ente.. [(EENZ] ERBANENDEOEEHI B¢ $& s

Click on SUBMIT FOR APPROVAL.

Once you have submitted this you will receive notifications at different stages of the
process (see Section 5).
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If you select ‘Position Holder is named on Grant’” you must also complete their full
name in the box provided. The following screen will appear (see picture below):

/2 https://arthur.mis.ed.ac.uk:9443/pls/HR 11 TEST/UDE_ATR_WORKFLOW.AD_REQUIRED_OR_NOT - Microsolt Inte

L WL T Advert Required or Not

You selected the option:

Pasition Holder Smith Is named on Grant and not required to be advertised.
Therefore Advertising details are not required for this Position.
You may submit Authority to Recruit for Approval.

Press the Submit for Approval button below and wait until you receive a notification to proceed.

Back to previous screen |

Submit for Approval |

o | _'l_I
|@ Daone

T B —
Hstat ||| 1] & 52 »|| Eb...| Err...| Es... | Epe.. [Ente.. [(EENZ] ERBANENDEOEEHI B¢ $& s

Click on SUBMIT FOR APPROVAL.

Once you have submitted this you will receive notifications at different stages of the
process (see Section 5).
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If you select ‘Position is required to be advertised’ then a screen will appear
requesting further information (see picture below):

7 https:/ /arthur.mis.ed.ac.uk:9443/pls /HR11TEST/UDE_ATR_WORKFLOW.AD_REQUIRED_DR_NOT - Micrnsnltf:i:

L WL T Advert Required or Not

You selected the option:
Pasition is required to be advertised.

Therefore Advertising details are required for this Position.

Please answer the following questions,

Are Advertising Details known at this point? IP\eaae Select 'l
Is this position to be externally advertised? (i.e. not internal candidates only)

Back to previous screen

Continue I
4 | _»l:I
@l R L
start|| [ & S »|| Grb...| &rr...| Eus... | S |[ETnee. BN ER e EEOH TR DR 1

The system will default to yes for ‘Is this position to be externally advertised?’ this
can be amended to no for recruiting internal candidates only.

There are 4 options:

1. Advertising details known and externally advertised - i.e. yes/yes

2. Advertising details known and not externally advertised (internal candidates only)
—i.e. yes/no

3. Advertising details not known and externally advertised — i.e. no/yes

4. Advertising details not known and not externally advertised (internal candidates
only) —i.e. no/no

The following is how each of these should be dealt with.

Once the appropriate option has been selected click on CONTINUE to move to the
next screen.
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SECTION 3 - COMPLETION OF ADVERT DETAILS

Option 1 - Advertising details known and externally advertised
(see example below)

Complete the following fields (*mandatory fields):

e Publications Listing
The system will automatically choose the University Jobs Site (jobs.ed.ac.uk). There
are another 3 fields for further publications if required.

(If you choose the Scotsman the advert will also automatically be placed in the
Evening News or the Scotland on Sunday. You cannot advertise singly in the
Scotsman or Scotland on Sunday. If you want to advertise singly in the Evening
News please select Ed Evening News from the list.)

Note: If the publication you require is not listed you can enter a new medium in the
final box of the publications listing section.

e Charging for External Advertising

Percentage for External Advertising* - (enter the percentage of the advertising costs
to be charged to a Cost Centre, Account Code and Job Code. You may enter more
than one line if the funding is split (i.e. 50%-50%, 50%-25%-25%) as long as the total
is 100%)

Cost Centre* - (i.e. 424000)

Account Code* - (i.e. 2140)

Job Code* - (i.e. S00001)

The system will check that each part of the costing is a valid code. It will also check
that the job code can be used with the account code quoted e.g. job code R12345
account code must begin with a 3 i.e. 3012.

This section is mandatory for all non-university funded positions or if you
request more than one publication (excluding the University Jobs Site and
Warwick Web).

e Comments — (Allows the Originator to inform HR of any further information
required for advertising)

Closing date for applications* — (Choose from drop down box either 2, 3 or 4
weeks. This will be set from the date of placement in the publication)

e Name of person to whom applications will be sent* - (Please use full name)
e Full Work Address* - (Of person to whom applications will be sent)

e Email Address* - (Of person to whom applications will be sent)
e Telephone Number* - (Of person to whom applications will be sent)

Last Update 21/02/2007 16



/3 https://arthur.mis.ed.ac.uk:9443/pls/HR11TEST/UDE_ATR_WORKFLOW.ENTER_ADYERT_DETAILS - Microsoft Internet Expl

=181

[=|
IUniversity Jobs Site
Iwww‘jobs‘ac.uk
Publications Listing [Scotsman =
ITlmes Higher Ed Supplemen j
IOr input a new medium. ..
% Cost Centre A/C Code Job Code
Jioo 424000 |2140 |soooo1
Charging for External Advertising | | | |
Comments [
Closing date for applications *[3 ~| weeks after publication date
Name of person to whom applications will IA o
be sent
Full Work Address * [Neuroscience
i3 IGBquE Square
Email Address * |a.n.other@ed.ac.uk
Telephone Number * [01316500000]
Note! Fields marked with an asterisk (%) are mandatory
1
4 |
|&] Done ]_l_ﬁ%_ 0 Internet
st @ 2@ || B | &0 | E0. | Eo.| B [Ehe. [REENJ HEEREFAEE DO UDEHI @e® 5

Click on CONTINUE to move to the next screen.

Last Update 21/02/2007
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A screen will then appear (see picture below) confirming all the information you have
typed in, if this is correct then click on CONTINUE if not click on BACK TO
PREVIOUS SCREEN to return to original screen and make amendments. Once you
click on CONTINUE you cannot go back and make any amendments.

THE UNIVERSITY
ol EDINBURGH

Publication 1

Publication 2

Publication 3

Publication 4

Cost Percentage 1

Cost Centre 1

A/C Code 1

Job Code 1

Closing Date {(weeks after publication):
Name of person to whom applications will be sent:
Address Line 1:

Address Line 2:

Address Line 3:

Address Line 4

Email Address:

Telephone Number:

Continue Back to previous screen

<

7 https:/ farthur.mis.ed.ac.uk:9443/pls/HR11TEST/UOE_ATR_ADYERT_SCREENS.confirm_advertising_detai

Confirm Advertising Details

Please check that the following details are correct before pressing Continue:

University Jobs Site
www,.jobs.ac.uk
Scotsman

Times Higher Ed Supplemen
100

424000

2140

500001

3

A N Other
Neuroscience

George Square

a.n.other@ed.ac.uk

01316500000

| of”

|Qi'] Daone

st @ 2@ 7| B | &h-| &0 Zo. | B [[Ehe.

R
[RYENI HOEBEAEE I NEOEEEHI Ao e

Click on CONTINUE to move to the next screen.

Last Update 21/02/2007
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A screen will then appear (see picture below) confirming the advertising details have
been saved.

7 https:/ /arthur.mis.ed.ac.uk:9443/pls /HR11TEST/UDE_ATR_ADYERT_SCREENS.commit_advertising_details -

L WL T Advertising Details Saved

Details have been saved.

when you click on the button below the process will move on to the next stage and you will be returned to your notifications
worklist

Please remember ta email the advertisement and further particulars ta the relevant College HR Team

Submit for Approval

-
<| | »

@1t T B
stert]|| () @ 0 & 7| Bl | @ |[Ene Blis...| & [OENG ERE R NROEEE i JePU®R 150

Click on SUBMIT FOR APPROVAL.

Once you have submitted this you will receive notifications at different stages of the
process (see Section 5).

NOTE: Adverts cannot be placed in publications until HR has received both the
advert and further particulars by email attachment.
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Option 2 - Advertising details known and not externally advertised
(internal candidates only)

Complete the following fields (*mandatory fields):

e Publications Listing — (The system will automatically choose the University Jobs
Site (jobs.ed.ac.uk) for all internal candidates only positions)

Closing date for applications* — (Choose from drop down box of either 2, 3 or 4
weeks)

e Name of person to whom applications will be sent* - (Please use full name)
e Full Work Address* - (Of person to whom applications will be sent)
e Email Address* - (Of person to whom applications will be sent)

e Telephone Number™* - (Of person to whom applications will be sent)

/i https:/ /arthur.mis.ed.ac.uki9443/pls/HR11TEST /UOE_ATR_WORKFLOW.ENTER_ADYERT_DETAILS - Microsoft Inter:

AL I S Advertising Details

Please enter Advertising Details:

Publications Listing |Unwer5|ty Jobs Site

Closing date for applications * 13 ~| weeks after publication date
Name of person to whom applications will IA N Othor

be sent

Full work Address * [Neuroscience

& IGBDrgE Square

Email Address * |a.n.other@ed.ac.uk

Telephone Number * 0131 650 0000

Note:! Fields marked with an asterisk {*) are mandatory

o | _»l:I
|&] Done ]_l_ﬁ%_ 0 Internet
o[ & 5B || D] Bt Bs.. | Erore [ REENDH B AL AN OLSEH{ Ao we

Click on CONTINUE to move to the next screen
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A screen will then appear (see picture below) confirming all the information you have
typed in, if this is correct then click on CONTINUE if not click on BACK TO
PREVIOUS SCREEN to return to original screen and make amendments. Once you
click on CONTINUE you cannot go back and make any amendments.

7} https:/ farthur.mis.ed.ac.uk:9443/pls /HR11TEST/UDE_ATR_ADYERT_SCREENS.confirm_advertising_detail - M i

L WL T Confirm Advertising Details

Please check that the following details are correct before pressing Continue:
Publication 1 University Jobs Site
Closing Date {weeks after publication): 3

Name of person to whom applications will be sent: A N Other

Address Line 1: Neuroscience

Address Line 2: George Square
Address Line 3!
Address Line 4:

Email Address: a.n.other@ed.ac.uk

Telephone Number: 0131 650 0000

Continue Back to previous screen

-
<| | »

@l E
Hstart]|| 1A @ A @ 7| Blre| & | BLs... | Eor. [EThee.. [RESENCEHY HSAEE I EEOREEH I Ae® 1

Click on CONTINUE to move to the next screen.
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A screen will then appear (see picture below) confirming the advertising details have
been saved.

7 https:/ /arthur.mis.ed.ac.uk:9443/pls /HR11TEST/UDE_ATR_ADYERT_SCREENS.commit_advertising_details -

L WL T Advertising Details Saved

Details have been saved.

when you click on the button below the process will move on to the next stage and you will be returned to your notifications
worklist

Please remember ta email the advertisement and further particulars ta the relevant College HR Team

Submit for Approval

-
<| | »

@l RRE L
Hstat ||| 1] & 52 | @m... | Ehee..| Bos.. | Eor...|[EThee. REENEH EREHEAIRNOAEHI IeDM 15s

Click on SUBMIT FOR APPROVAL.

Once you have submitted this you will receive notifications at different stages of the
process (see Section 5).

NOTE: Adverts cannot be placed in publications until HR has received both the
advert and further particulars by email attachment.
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Options 3 & 4 — Advertising details not known and either externally or not
externally advertised

As the advertising details are not known at this point the ATR will go for approval.

Z https:/ /arthur.mis.ed.ac.uk:9443/pls/HR11TEST /UDE_ATR_WORKFLOW.ENTER_ADYERT_DETAILS - Microsoft Inters =gl x|

Lol EDINRURCH. Advert Not Known

As you do not know the Advertising details at this point, you may proceed.
Howeuver, these details must be completed later.

Press the button below to submit your Authority to Recruit details for Approval and return to your notifications worklist,

Back to previous screen |

Submit for Approval |

| of”

<

@ ooe W
M| @ 9@ 7| B Eh.| Eo.| o | By [[Em. RYENI HMOERAL s MNEOEEE i @e) 5

Click on SUBMIT FOR APPROVAL.

Once you have submitted this you will then receive notifications at different stages of
the process (see Section 5).

You can then proceed to add advertising details when known.
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SECTION 4 - RETRIEVING APPROVED ATR FOR CHANGES

If you are not already logged into the system follow the instructions on pages 2, 3 and
4.

A screen will appear (see picture below)

7 https://arthur.mis.ed.ac.uk:9443/pls /HR11TEST/OracleApps.RF2F=74828 - Microsoft Internet Explorer

L WL T Welcome to the Authority to Recruit Process

Please select one of the following options to proceed:

 Start a new ATR Process
 Retrieve an existing ATR Process (either to enter an Advert or proceed to Appoint a person)

Continue

4 | _»l:I
@l R L
start|| [ & S »|| Grb...| &rr...| Eus... | S |[ETnee. |EE NG ER A e EEOH TR DeoW R s

There are 2 options:
To start a new ATR Process, see Section 2.

To retrieve an existing ATR Process, the following pages will show you how to
complete this.

Click in the circle next to the relevant option then click on CONTINUE to move to
the next screen.
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The following screen appears (see picture below)

B

@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_ATR_WORKFLOW.START_ATR_PROCESS - Microsoft Internet Explorer

THE UNIVERSITY :
of EDINBURGH Retrieve ATR
Please enter the Authority to Recruit number and Organisation:
ATR Number * CSG6EO3
Organisation * Human Resources E]
€ E
a 5 @ Internet

@Dﬂne
M E\htt... | @htt.. | Ehor. | @htt. | E)co.. | v | [Tl | EYhte.. | [QMic.. | Hjus.. EN @_{J 12:13

Enter the relevant ATR Number and Organisation (as provided on the ATR Details
Saved screen, see page 11)

Click on CONTINUE to move to the next screen.
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The following screen appears (see example below) requesting further info:

@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_ATR_WORKFLOW.VIEW_ATR_DETAILS - Microsoft Internet Explorer

THE UNIVERSITY
of EDINBURGH

ATR Approval Details

Approved ATR Details

ATR Details:

BEX)

ATR Number CSG6893

College / Support Group Corporate Services Group

School / Planning Unit Human Resources Planning Unit

Organisation Human Resources

Post New

Grading Approval Number ABC123

Job Title HR Assistant
Max Grade for Post UEO4

Earliest Start Date 01-AUG-2006
Latest Start Date 01-FEB-2007

Employment Category Fixed Term

FT Duration 1 Years

FT Reason Restricted/ Time Limited Funding
Full / Part Time Full Time

Max Number of Hours 35

Disclosure Scotland Disclosure Not Required

ATR Salary Charging Details:
Nin ot Cantra A/ Cada Tah Cada Fundinn Canera

£

(]
(>

@ Done

é Q Internet

Shor.. | @htt.. | @)co.. | &) | [Olmb.. | &)htt. | [S]Mic...

) o o

W us... EN @J 12:13

@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_ATR_WORKFLOW.VIEW_ATR_DETAILS - Microsoft Internet Explorer

Organisation Human Resources

BEx)

Post New

Grading Approval Number ABC123

Disclosure Scotland Disclosure Not Required

I |
I |
I |
Job Title ||HR Assistant |
Max Grade for Post | UEO4 |
Earliest Start Date ||o1-AuG-2006 |
Latest Start Date ||o1-FEB-2007 |
Employment Category | Fixed Term |
FT Duration I 1 Years |
FT Reason I Restricted/ Time Limited Funding |
Full / Part Time I Full Time |
Max Number of Hours I 35 |
I |

ATR Salary Charging Details:

%% Cost Centre A/C Code Job Code Funding Source

100 |[[a2acHr  [[2140  [|so0001 [|university Of Edinburgh

There are no Advert details for this ATR Number.

Please answer the following questions.

Do you wish to change any of the ATR Details above? Please Select... |v

Is the Grade still UE04 as approved or is it higher? Please Select ... :v

[ Continue ] [ Back to previous screen ]

€

(]
E

@ Done

5 @ Internet

Shor.. | @htt.. | E)co.. | &Ev.. | [Omb.. | E)htt.. | [@]Mic...

Rt o o

B us... EN @J 12:17

If you wish to make changes to the ATR before appointing answer 'yes' to the first
question and 'higher’ or ‘same or less’ (which ever is applicable) to the second

question. Click on CONTINUE.

Last Update 21/02/2007

26



The following screen will appear

a https:/ /ness.mis.ed.ac.uk:9443/pls/HR11DEY/UDE_ATR_WORKFLOW.CHANGE_ATR - Microsoft Internet Explorer
Change ATR
The ATR details must be changed and re-approval is required.
Press Continue to change the details.
Back to previous screen
GContinue
=

< |

[&] pone [ & |4 neernet

Click on CONTINUE to make changes.
Amend the relevant fields as required (see pages 6-10) then re-submit for approval.

The ATR will then go through Approval, 2™ Approval and be returned to the
Originator for appointment.
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SECTION 5 - NOTIFICATIONS

ATR Notifications:

An example of what will appear in your work list is below

|@ Oracle Workflow: Motifications - Microsoft Internet Explorer

File Edit View Favorites Tools Help

eﬁa:k A > | |ﬂ @ _h /A_\J Search ‘{::(Favorltes €‘3 [_:- :; 2 - _J ﬂ ﬁ

i Address |§j https://shin.mis.ed.ac.uk:8179/0A_HTML/OA.jsp?_rc=WF_S5_NOTIF_PAGES&,_ri=08_ti=132277529680apc=3580as=qw 5ZJKsth5T6coR 9cZ 1bw..

MGn

: Links

»

ORACLE' UOEATR Process

Home Logout

Preferences Help

Worklist

View | All Motifications 3o

Select Notifications: (_Open
Select All | Select None

Ik

&
mﬂ ... | Epepe. | Ehoae.. | @hepe. | @con. | @ec.. | [Fmbo... @Miu‘.. |

Select From |Type Subject Sent’ |Due |Statu5 |
O UOE ATR Process Ready to Appaint for CSG6893. 23-Jun-2006 Open
O UOE ATR Process ATR Approved Message 23-Jun-2006 Open
O UOQE Transfers Process UOQE Contract Generated 19-Jun-2006 Closed
O UOE Transfers Process UOE Appointment Approved for Kilgour, MISS Rhea . 19-Jun-2006 Closed E
O UOQE Transfers Process UOE Notification for Screen Entry 19-Jun-2006 Closed
O UOE ATR Process Ready to Appaint for CSG6EET. 19-Jun-2006 Closed
O UOE ATR Process ATR Approved Message 19-Jun-2006 Closed
O UOE New Appointments Process UOQE Contract Generated 19-Jun-2006 Closed
O UOE New Appointments Process UOE Appointment Approved for McCartney. MR. Paul . 19-Jun-2006 Closed
(] UOE ATR Process Ready to Appoint for MVIMGEE5. 19-Jun-2006 Closed
[ud] UQE ATR Process ATR Approved Message 19-Jun-2006 Closed
O UOE Mew Appointments Process UOE Motification for Screen Entry 19-Jun-2006 Closed
O UOE ATR Process Notify Qriginator Recruitment Started for SAS6882. 19-Jun-2006 Closed
O UOE ATR Process Ready to Appoint for CSG6884. 19-Jun-2006 Closed W |
O UOE ATR Process ATR Approved Message 19-Jun-2006 Closed
O UOE ATR Process ATR Approved Message 19-Jun-2006 Closed
O UOE ATR Process ATR Re-Approved Message 01-Dec-2005 Closed
Select Notifications: _Open )
W TID Waratinn Dulae _ Dadirart ar antn_racnand tn nntificatinne v
5 @ Internet

Buse.. | BN E:bj 12:24

To view the ATR notifications click on the link within the subject column.

Examples of both the ATR Approved Message and Notify Originator Recruitment are

shown on the following pages.
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ATR Approved Message
lﬁ Notification Details - Microsoft Internet Explorer |5
File Edit ‘iew Favorites Tools Help [

@Back @ -\_) E @ \/_;j pSEarch *Favwit&s @ DB' E\F 1;'] v l_‘J ﬂ .ﬁ

 Address |@ https:,’,fshm.mis.ed.ac.uk:Bl?‘}fﬂA_}-ﬂMLjDA.Jsp’DAFunE=FND_WFNTF_DI:‘I’AIL5&Ntﬂd=126]SE&addBreadCrumb=Y&retainAM=Y&_ﬁ=1322775296&napc=32&nas=0|k] Go ilinks ™

ORACLE’ UOE ATR Process

Ho Logout Preferences Help

(i) Information

This notification does not require a response.

ATR Approved Message
(oK)
To Kilgallon, Deborah

Sent  23-Jun-2006 12:15:54
ID 126156

Dear Kilgallon, Deborah,

The following ATR has been approved:
ATR Number = CSG6893.

Regards,

Brogan. Kevin and CHECKERCSG.

Return to Worklist (oK)
[ Display next notification after my response

Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved

é ‘ Internet

&
WT ot | Entpe. | G oec.. | @hten. | Elcon.. | Eleve.. | [Gmbo... Slver.. [ Buse.. ]'EN'@J 122

Notify Originator Recruitment Started (with advertising details)

l@ Notification Details - Microsoft Internet Explorer |2
File Edit View Favorites Tools Help z’

@Back @ -L) E @ \/b pSEarch ‘?";\L{Favwites @ DB' E\F a - |_‘J ﬂ .ﬁ

 Address |@ https:,’,i'shm.mis.ed.ac.uk:Bl?‘}fﬂA_}-ﬂMLjDA.Jsp’DAFunE=FND_WFNTF_DEI’AIL5&Ntﬂd=126]EZaaddBreadCrumb=Y&retainAM=Y&_ﬁ=1402233357&napc=60&nas=jhk] Go :links *

ORACLE' Workflow Administrator Web Applications
Ho Logout Preferences Help

(i) Information

This notification does not require a response.

Notify Originator Recruitment Started for MVM6894.

oK)
To Kilgallon, Deborah
Sent  23-Jun-2006 12:28:34
ID 126162

Dear Kilgallon, Deborah,

The Recruitment Process has started for:

ATR Number = MVIMB894.

The Vacancy Reference Mumnber is: 3001234,

You will shortly receive further details from Recruitment.

When you have selected a candidate to appoint, go to the ATR Process menu and retrieve the ATR by entering the ATR Mumber above.
Return to Worklist (oK)

Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved

a Done é ‘ Internet

WT ot | Entpe. | G oec.. | @hten. | Elcon.. | Eleve.. | [Gmbo... Slver.. [ Buse.. ]'EN'@J 12:28
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Appointment Notifications:

An example of what will appear in your work list is below

3 oracle Workflow: Notifications - Microsoft Internet Explorer

File Edit W“iew Favorites Tools Help

EBack + = - 2 at | Qsearch [GlFavorites iMedia ¢4 | B S =

===
=

Address I@ https:finess. mis.ed.ac.uk: 9443/0A_HTML/OA . jspPOAFUnRc=WF _WORKLISTEntfYisw=18dbc=ness_hrl1devitransactionid=402703976

ORACLE’
Worldlow

Naotifications

notification

View [Qpen Matifications vl- "o J

Select Notification(s) and ...
Select All | Select Mone

Home Logout Preferences Help

ﬂ @en ‘Llnks »
-

—

Select one or mare notifications from the list and Open or Reassign them using the appropriate buttons. You may also click on the notification subject to open a particular

\/Open )

Select From |Type Subject Sent’ |Due I

O UOE Mew Appointments Process UOE Motify Employee Mumber for Mol aren, Kim (09-Aug-2004 12-Aug-2004

[ UOE New Appointments Process WOE Appaintment Approved for Mol aren, MISS Kim 09-Aug-2004

O UDE ATR Process ATR Approval Message for SCE147 19-Jul-2004 24-Jul-2004

O UDE ATR Process ATR Approval Message for SCE146 19-Jul-2004 24-Jul-2004

O UOE Mew Appointments Process UOE Motify Employee Mumber for Scotsran, Kim 16-Jul-2004 19-Jul-2004

O UOE Mew Appointments Process UOE Appointment Approved for Scatsman, MISS Kimn 16-Jul-2004

O UOE MNew Appointments Process UOE Notify Employee Mumber for Lemon, John 0&-Jul-2004 09-Jul-2004

O UOE New Appointments Process UOE Appointment Approved for Lemon, MR John 05-Jul-2004

O UOE Mew Appointments Process UOE Motify Ermployee Mumber for Miceday, Bill (0B-Jul-2004 09-Jul-2004

O UQE New Appointiments Process UOE Appointrent Aparoved for Niceday, MR Bill 0&-Jul-2004

O UOE Mew Appointments Process UOE Motify Employee Mumber for Kimber, Kim. 06-Jul-2004 03-Jul-2004 i

O UOE MNew Appointments Process UOE Appointment Approved for Kimber, MISS Kim . 0&-Jul-2004

O UDE Mew Appointments Process UOE Request Approval for Miceday, MISS Andrea 0B-Jul-2004 11-Jul-2004

O UOE Mew Appointments Process UOE Request Appraval for MeDonald, OR Sharon 23-Jun-2004 28-Jun-2004

O UDE ATR Process ATR Approval Message for SCE121 23-Jun-2004 28-Jun-2004

O UOE Mew Appointments Process WOE Contract Accepted 03-Jun-2004

O UOE Mew Appointments Process UOE Contract Generated 03-Jun-2004 =
] T B emene

To view the Appointment notifications click on the link within the subject column.

Examples of both the UOE Contract Accepted or UOE Contract Generated screens
are shown on the following pages.
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UOE Contract Generated

€7 https://shin.mis.ed.ac.uk:8179 - Notification Details - Microsoft Internet Explorer o | L=

ORACLE UOEATRProcess

Home Logout Preferences Help

(i) Information

This notification does not require a response.

UOE Contract Generated

To Kilgallon, Deborah
Sent  23-Jun-2006 14:28:58
ID 126168
Dear Kilgallon, Deborah and Priestley. Josie Marilyn (Josie)

A contract has been generated and forwarded to the following employee:

Mame = Bloggs, Joseph (Joe).
Employee Number = 128196

Regards,
GEMNERATORMVI.

Return to Waorklist (oK)
[[]Display next notification after my response

Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved.

a Done é ‘ Internet

MT it [ Bt | Boa. [Eht. [ Bl | @ [[@ee. [ Enw. [ Dy [ Bus. m 1429

UOE Contract Accepted

€7 https://shin.mis.ed.ac.uk:8179 - Notification Details - Microsoft Internet Explorer o | L=

ORACLE UOEATRProcess

Home Logout Preferences Help

(D) Information

This notification does not require a response.

UOQE Contract Accepted

To Kilgallon, Deborah
Sent  23-Jun-2006 14:34:51
ID 126173
Dear Kilgallon. Deborah and GENERATORMVM

The contract has been accepted by the following new employee:

Mame = Bloggs, Joseph (Joe).
Employee Number = 128196

Regards,
NEWPAY.

Return to Waorklist (oK)
[[]Display next notification after my response

Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved.

é ‘ Internet

&
m1 et [ @t | Boa. | @ [ @ [ @ [[Gre. [ Ene. [ [y | B m 14:35
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There is one final notification that the originator can receive, this is from Payroll
(NEWPAY) and is sent when Payroll have not received the contract back from the
new employee asking you to chase it up.

Below is an example of what would appear in your work list.

& https://shin.mis.ed.ac.uk:8179 - Oracle Workflow: Notifications - Microsoft Internet Explorer

=3
ORACLE UOEATR Process

Home Logout Preferences Help

Worklist

Select Notifications: (_Open

Select All | Select None

Select From |Type |Subiet:|

Sent™ Due
O UOE New Appointments Process UOE Contract Not Returned 23-Jun-2006 26-Jun-2006
O UOE New Appointments Process UOE Appointment Approved for Bloggs. MR. Joseph . 23-Jun-2006
O UOE ATR Process Notify Originator Recruitment Started for MVIMB894. 23-Jun-2006
O UOE ATR Process ATR Approved Message 23-Jun-2006
O UOE ATR Process Ready to Appoint for CSG6E93. 23-Jun-2006
O UOE ATR Process ATR Approved Message 23-Jun-2006
gl:P Wacation Rules - Redirect or auto-respond to notifications

P Worklist Access - Specify which users can view and act upon your notifications

Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved.

5 @ Internet

&
mﬂ ot [ B | Boa. [ @b [ B [ @ | [Teo [ @ [ Do [ Bus. m 14:31

To view the notification click on the words highlighted in blue “‘UOE Contract Not
Returned’.
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The following screen will appear with a note in the UOE Comments box from Payroll

@ https://shin.mis.ed.ac.uk:8179 - Notification Details - Microsoft Internet Explorer u[ﬂ]ﬂ

ORACLE UOEATR Process

Home Logout Preferences Help

UOE Contract Not Returned
| Return Response
To Kilgallon, Deborah
Sent  23-Jun-2006 14:31:06
Due  26-Jun-2006 14:31:06
ID 126171
Dear Kilgallon, Deborah,

A contract has not as yet been retumned for the following new employee:

Name = Bloggs, Joseph (Joe),
Employee Mumber = 129196

Can you please follow up on this and return a response as soon as possible.
Regards,

NEWPAY.

Action History

Num  Action Date Action From To Details
1 23-JUN-2006 14:31:06  Submit Kilgallon, Deborah Kilgallon, Deborah

Response

UOE Comments |¢an you please follow up as this person's contract has not yet been returned|

Return to Worklist | Return Response |
[[1Display next notification after my response

Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved.

5 @ Internet

&
M (@ [ B | Boa. [ @b [ Bl | @ |[Teo | @ [ Do [ Bus. | BN @ 14:33

You should then chase up the contract with the New Employee and once you have an
answer, go back into the notification remove the note in the UOE Comments from
Payroll, type in your own reply (see example below) and press Return Response.
This will send the notification back to payroll.
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ORACLE UOEATR Process

Home Logout Preferences Help

UOE Contract Not Returned
| Return Response

To Kilgallon, Deborah
Sent  23-Jun-2006 14:31:06
Due  26-Jun-2006 14:31:06

ID 126171
Dear Kilgallon, Deborah,

A contract has not as yet been retumned for the following new employee:

Name = Bloggs, Joseph {Joe),
Employee Mumber = 129196

Can you please follow up on this and return a response as soon as possible.

Regards,

NEWPAY .

Action History

Num  Action Date Action From To Details
1 23-JUN-2006 14:31:06  Submit Kilgallon, Deborah Kilgallon, Deborah

Response

UOE Comments |The Contract is in the post, you should have it lomorroM

Return to Worklist [ Return Response |

[[1Display next notification after my response

Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved.

https://shin.mis.ed.ac.uk:8179 - Notification Details - Microsoft Internet Explorer = ol E

5 @ Internet

a
mﬂ@hm. l@hm.. l@ma... lahtt... ﬂ@m.. ﬂ@Eu n
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SECTION 6 - RETRIEVING APPROVED ATR FOR APPOINTMENT

If you are not already logged into the system follow the instructions on pages 2, 3 and
4.

The following screen will appear (see picture below)

a https:/ farthur.mis.ed.ac.uk:9443/pls /{HR11 TEST/OracleApps.RF?F=77936 - Microsoft Internet Explorer = ﬂ

T It Welcome to the Authority to Recruit Process

Please select one of the following options to proceed:

¢ Start a new ATR Process
@ Retrieve an existing ATR Process (either to enter an Advert or proceed to Appoint a person)

ol | _’ﬁl
|&] pone ’_,_’—é_ & Internet
dstart ||| 1] & 5 »|| Embox -1, | Euser s, | Ehitpsitic., |[Enttpsr. | RY G NHEL DGR ADEFREOEERALS 50

Click in the circle next to retrieve an existing ATR Process.

Click on CONTINUE to move to the next screen.
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The following screen appears (see picture below)

7 https:/ farthur.mis.ed.ac.uk:9443/pls /HR11TEST/UDE_ATR_WORKFLOW.START_ATR_PROCESS - Microsoft Intern:

Lo EDINRURGH' Retrieve ATR

Please enter the Authority to Recruit number and Organisation:

ATR Number * ACSE89
Organisation * [registry D
Continue

| | _’l_l
|@ Daone

]_l_ﬁ%_ 0 Internet
i# start |J ] & G ”“ [Embox...| Buser ...| Elnetps:..|[E7hetps... [ BPI NHYEEHeoSHAEHEEREORERLI S 5o

Enter the relevant ATR Number and Organisation (as provided on the ATR Details
Saved Screen see page 11).

Click on CONTINUE to move to the next screen.
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The following screen will appear (see picture below)

@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_ATR_WORKFLOW.VIEW_ATR_DETAILS - Microsoft Internet Explorer

NIVERSITY
INBURGH

ATR Approval Details

Approved ATR Details

ATR Details:

ATR Number MVM6894

College / Support Group College of Medicine and Veterinary Medicine

School / Planning Unit School of Biomedical Sciences

Organisation Biomedical Sciences

Disclosure Scotland Disclosure Required

| |
| |
| |
| |
Post |[new |
Grading Approval Number | MVM123 |
Job Title | Professor |
Max Grade for Post | UED9 |
Earliest Start Date |[01-AuG-2006 |
Latest Start Date |[01-FEB-2007 |
Employment Category | Permanent |
Full / Part Time | Full Time |
Max Number of Hours | 35 |
I |

ATR Salary Charging Details:

% Cost Centre A/C Code Job Code Funding Source

BEX)

[100 [[424chr [[2140  [[sooo01 [[university of Edinburgh |

™
< >
@Dune S @ nternet .

ar EYhtt.. | @bt | Eor. | @bt | E)Co.. | E)eu.. | [O]me.. | @)hit.. | [@]Mie. | EHjus.. EN @J 12:34
@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_ATR_WORKFLOW.VIEW_ATR_DETAILS - Microsoft Internet Explorer E]
Full / Part Time | Full Time | *
Max Number of Hours | 35 |
Disclosure Scotland | Disclosure Required |
ATR Salary Charging Details:
% Cost Centre A/C Code Job Code Funding Source
100 |[[a2acHr  [[2140  [|soooco1 [|university Of Edinburgh |
Advertising Details:
Publication Listing 1 | World Wide Web |
Number of Weeks | 3 |
Application Recipient | A N Other |
Application Recipient Email | a.n.other@ed.ac.uk |
Application Recipient Phone |[01316501234 |
Application Recipient Address Line 1 | Charles Stewart House |
Application Recipient Address Line 2 | Chambers Street |
Application Recipient Address Line 3 | Edinburgh |
Advertising Costing Details:
%o Cost Centre A/C Code Job Code
Please answer the following questions.
Do you wish to change any of the ATR Details above? Please Select :v
Is the Grade still UE09 as approved or is it higher? Please Select :v
I Continue ] [ Back to previous screen ]

_V_
< >
@Dune S @ nternet .
M Ente. | Epte. [ o [ @ [ B [ B [ [Gmbe [ Ene. | @M. [ @us. B Q] 1204
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If you have no changes to make and wish to continue to appoint using this ATR
answer 'no’ the first question and then 'same or less' to the second question.

The following screen appears (see picture below)
BEX|

@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_ATR_WORKFLOW.CHANGE_ATR - Microsoft Internet Explorer

THE UNIVERSITY
of EDINBURGH Change ATR
You may proceed to the New Appointments Process.
Press Continue to proceed.
Continue ] [ Back to previous screen ]
@ Done é Q Internet
M E\htt... | @htt.. | Bhor. | @bt | E)co.. | Elev.. | [O]mb.. | @bt | [SMic. | Bus.. EN @J 12:34

Click on CONTINUE to move to the next screen.
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A box will appear (see picture below) asking you to choose which of the following
relates to the appointment you are dealing with (click on the relevant one, the system

defaults to All Other Appointments):

@] https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_NEW_APPOINTMENTS_WORKFLOW.NEW_APPOINT_INTRO - Microsoft Internet Explorer E]

LU P Welcome to the New Appointments Process

Please choose from the following options:

Term-time only
Professor

Vet Scholar

All Other Appointments

@000

E

B
&) Done 5 @ Internet

m E\htt... | @htt.. | Ehor. | @bt | E)co.. | Elev.. | [D]mb.. | Ehte.. | [SMc. | Bus.. m EN @J 12:35

Click on CONTINUE to move to the next screen

If you have selected Term-time only, Professor or Vet Scholar the following message
will appear: “This is an exceptional New Start. Please appoint this person external to
the system, using the manual process in place.”
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If you selected “All Other Appointments’ then the following screen will appear
(see picture below)
e

@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_NEW_APPOINTMENTS_WORKFLOW.QUERY_PERSON - Microsoft Internet Explorer

Query Person Details

Please enter the Following:

Last Name * Bloggs First Name Joseph

Date of Birth * 1-Jun-1976
College/Support Group to Appoint at * College of Medicine and Veterinary Medicine

Start Date * 7-Aug-2006

~

Note: Fields marked with an asterisk (*) are mandatory

>

<
5 @ Internet

@Dﬂne
m E\htt... | @htt.. | Ehor. | @bt | E)co.. | Elev.. | [D]mb.. | Ehte.. | [SMc. | Bus.. @ EN @J 12:37

requesting you to complete the fields with the following information:

Last Name* - (Initial Capitals i.e. Bloggs)

First Name - (Initial Capitals i.e. Joseph)

Date of Birth* - (dd/mm/yyyy or dd/mmm/yyyy)
Start Date* - (dd/mm/yyyy)

College/Support Group to Appoint at*

(*Mandatory Fields)

Click on CONTINUE to move to the next screen.

If the person exists on Oracle they will be 1 of 4 things
e An existing employee on the Main Payroll

An existing employee on the Casual Payroll

An ex-employee with a final process date

An ex-employee without a final process date

The following is how each of these should be dealt with
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An existing employee on the Main Payroll
The screen will return with the following message

You entered:
Last Name: I Duck | First Name: | Michael I

Date of Birth: ||26-1un-194a |[start Date: |[1-Nov-2004 |

College of Medicine and Veterinary Medicine I

College/Support Group to appoint at:

A match has been found on the HR system.

Details retrieved from HR are:

Employee Number Employee Full Name NI Number Person Type Select:
120042 IlDuck, Michael Employee O
None of the Above | O

If you are uncertain of the option to select, please contact HR Support.

Continue Back to previous screen
=
< |
[&] pone [ & |4 neernet

If this is the person you wish to hire then click in the circle in the “please select’
column and click on CONTINUE.
The following message will then appear

pls/HR11DEY,/UDE_NEW_APPOINTMENTS_WORKFLOW.CHECK_TYPE - Microsoft Inter:

2} htt, ‘ness.mis.ed.ac.uk:

; UNIVERSITY . .
of EDINBURGH Appeintee Selection

The person you have selected is a Current Employee on the Main Payroll, If you appoint this person, the system will
perform a Transfer. Please answer the question below and press the Submit Workflow button to proceed to
the next screen to enter the New Appointment Details.

Is this to be the Appointee's one and only position within the University?

If unsure whether this is the Appointee’s one and only position, please ciose this screen (click on Cancel)
and check this befare retrieving the ATR again and continuing with the appaintment,

Submit Workflow I Back to previous screen Cancel
J | _»l_I
|&] Done Y
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You should now answer the question (by selecting Yes or No from the pick list) ‘Is
this to be the Appointee’s one and only position within the University’.

IT IS IMPORTANT THAT THIS QUESTION IS ANSWERED CORRECTLY
THEREFORE IF YOU ARE UNSURE THIS IS THE APPOINTEE’S ONE AND
ONLY POSITION PLEASE CLOSE THIS SCREEN (CLICK ON CANCEL
BUTTON) AND CHECK (EITHER WITH THE EMPLOYEE OR YOUR HR
TEAM) BEFORE RETRIEVING THE ATR AGAIN AND CONTINUING WITH
THE APPOINTMENT.

Once you have answered the question (YES or NO from pick list) click on the Submit
Workflow button.

Please then follow instructions from page 46 of this manual

An existing employee on the Casual Payroll
The screen will return with the following message

& Query result from HR System - Microsoft Internet Explorer

THE UNIVERSITY
e Query result from HR System

You entered:

‘Last Name: |Smith ‘First Name: ‘Da‘nd
Date of Birth: [19-Tun-1563 Start Date: 1-Apr-2003
‘Cnllege to appoint at: |Co]lege of Medicine and Veterimary Medicine

This person does already exist on the HR system.
This is a Rehire.

Details retrieved from HR are:

| Employee Number [Employee Full Name| NI Number | PersonType | Please Select:
[114815 [Srmith, Dr Darvict INHOZ1893A [Employee [e
‘None of the Above | c

If you are uncertain of the option to select, please contact HR Support.

Back to previous screen

Cantinue

¥ | o

[&] pone T
If this is the person you wish to hire then click in the circle in the “please select’

column and click on CONTINUE.
The following message will then appear
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An ex-employee without a final process date
The screen will return with the following message

’; Query result from HR System - Microsoft Internet Explorer _ig Iﬂ

THE UNIVERSITY
Query result from HR System

You entered:

‘Last Name: |K1mber |F1'.rst Name: |Walter
Date of Birth: [1-Aug-1948 |Start Date: [1-Ap-2003
‘Cn].lege to appoint at: |Co].lege of Medicine and Veterinary Medicine

This person does already exist on the HR system.
This is a Rehire.

Details retrieved from HR are:

| Employee Number [Employee Full Name NI Number | PersonType | Please Select:
1116555 [kimber, hR VWalter  TND10848M [Excemployes [c
\None af the Above | C

If you are uncertain of the option to select, please contact HR Support.

Back to previous screen

Cantinue

=
4| | »

|ﬁi] Return to Home Page ’7 ’7 rg W
If this is the person you wish to hire then click in the circle in the “please select’
column and click on CONTINUE.

The following message will then appear
SEIES

IETRRHie Query result from HR System

This rehire needs to be end-dated in the system.
Please press the Submit Workflow button below and wait until you receive a notification to proceed.

Back to previous screen

Submit Workflow |

=
1| | »

/&] Done [T [& @ mternet
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Click on Submit Workflow. Then wait until you receive a notification to continue.

/A https:/ /arthur.mis.ed.ac.uk:9443,pls /HR11TEST/OracleMyPage Home?validate_flag=¥ - Microsoft Internet Explorer

-E

File Edit W“ew Favorites Tools Help

GBack + = - (D i} | Qisearch  GFavortes  (FMeda 4 | B- S =

Address I https: ffarthur.mis.ed.ac. uk:3443/pls/HR11 TESTOracleMyPage. Home Pvalidate_flag=Y ﬂ 6)65

9 elf
: Welcome Joe Bloggs [ ¥ %—:, Sers’ice

Main Menu

UO ATR Process

PUOE ATR Process . 2} Authority To Recruit Process
UOE Employee Self-Service =) MNotifications Worklist

|&] Done ]_l_ﬁ%_ 0 Internet
Hstat ||| 1] & 52 »|| Eimbox...|[&@hetns... BuseR .| Eorect.. | &oracl.. | [R@ENEMY EisH =M EEOEEEH i @S® 1

Once you receive the notification click on Notifications Worklist (see example of
screen above) in your UOE ATR Process Screen.
The following screen appears

-aWUrklist - McLaren, MISS Susan Janet - Microsoft Internet Explorer == ﬂ
File Edit W“iew Favorites Tools Help
L | 7l | @search  [GlFavorites  (EfMedia £4 | B S =
Address |§'| hittps: fjarthur mis.ed.ac uk:9443/pls{HR 11 TEST/Oracledpps RF?F=A1645 | @ ‘Links £

£ : THE UNIVERSITY
( géﬁl Worklist I‘?[% J of EDINBURGH
[oec | pimix | fme  [fon| o shee | Sw |bw]
| O | |UOE New Appointments (incl Rehires) ‘ |UOE Motification for Screen Entry &7 | 08-APR-2003
Cloge |
|
(& [ & |4 neernet

Click on UOE Notification of Screen Entry and follow instruction from page 46+
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An ex-employee with a final process date
The screen will return with the following message

’a Query result from HR System - Microsoft Internet Explorer

THE UNIVERSITY
Query result from HR System

You entered:

|Last Name: |Kimber |Fi.rst Name: ‘Anne

[Date of Birth: [26-Tun-1948 |Start Date: [1-Apr-2003

|College to appoint at: |Co]lege of Medicine and Veterinary Medicine

This person does already exist on the HR system.

This is a Rehire.

Details retrieved from HR are:

| Employee Number [Employee Full Name| NI Number | PersonType | Please Select:
118553 [Kimber, MRS Anne  [TMN260848F [Ex-employes [

|None of the Above | 8

If you are uncertain of the option to select, please contact HR Support.

Back to previous screen

Continue |

J | _>|_I
[&] telp

e e

If this is the person you wish to hire then click in the circle in the “please select’
column and click on CONTINUE.

The following message will then appear

’; Query result from HR System - Microsoft Internet Explorer

THE UNIVERSITY
Query result from HR System

You may proceed to rehire this person by going to the next screen to enter the New Appointment Details.
Please press the Submit Workflow button below.

Back to previous screen

Subrnit Y orkilow |

=
4| | »
|g'] Done

[ I8 @memee
Click on Submit Workflow and follow instructions from Page 46
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If the person does not exist on Oracle a screen will appear (see picture below)
confirming the details you entered and show the following message “This person does
not already exist on the HR system. This is a brand New Start. You may proceed by

pressing the Submit Workflow button below”

1 https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_NEW_APPOINTMENTS_WORKFLOW.CHECK_PERSON - Microsoft Internet Explorer E]

You entered:
Last Name: | Bloggs | First Name: I Joseph |
Date of Birth: |[1-7un-1976 || start Date: ||7-Aug-2006 |
College/Support Group to appoint at: | College of Medicine and Veterinary Medicine |

This person does not already exist on the HR system.
This is a Brand New Start.

You may proceed by pressing the Submit Workflow button below.

Submit Workflow ] [ Back to previous screen ]

E

B
&) Done 5 @ Internet
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The following screen appears (see picture below)

€7 https://shin.mis.ed.ac.uk:8179 - Oracle Workflow: Notifications - Microsoft Internet Explorer

==
ORACLE Workflow
Home Logout Preferences Help
Worklist

View | Open Notifications Go

Select Notifications: ( Open )
Select All | Select None

Select From |Type Subject Sent™ |Due |
O UOE New Appointments Process UOQE Notification for Screen Entry 23-Jun-2006
O UOE ATR Process Notify Qriginator Recruitment Started for MVMEE94. 23-Jun-2006
O UQE ATR Process ATR Approved Message 23-Jun-2006
O UOE ATR Process Ready to Appoint for CSG6893. 23-Jun-2006
O UOE ATR Process ATR Approved Message 23-Jun-2006

@ TIP Vacation Rules - Redirect or auto-respond to notifications.
@ TIP Worklist Access - Specify which users can view and act upon your notifications.

Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved.

a Done é ‘ Internet

W'[ ot | @ | Bon. [ @ | Blo.. [ S [ [Qmb.. [0 [ [@lMe. [ Eus.. MJ 12:46
Click on UOE Notification for Screen Entry

The following screen appears (see picture below)

€7 https://shin.mis.ed.ac.uk:8179 - Notification Details - Microsoft Internet Explorer

ORACLE Workflow

Home Logout Preferences Help

Waorklist >
UOE Notification for Screen Entry
(Gancel ) ( Submit
To Kilgallon, Deborah
Sent  23-Jun-2006 12:46:36
ID 126163
Dear Kilgallon, Deborah,

Please complete the form below for the following New Appointee:
Name = Bloggs, Joseph.
Then press Submit to continue.

Action History
Num  Action Date Action From To
1 23-JUN-2006 12:46:36  Submit Kilgallon, Deborah

Details
Kilgallon, Deborah
References

UQE Screen Entry

Return to Waorklist Cancel Submit )
[IDisplay next notification after my respanse

Home | Logout | Preferences | Help
Copyright 2000-2005 Oracle Corporation. All rights reserved.

&) Done 5 @ Internet
m‘[ o | @ | Bon. [ @b | B [ @ | [Tobo. [ B [ Blue. [ Hos.. mg 12:47
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As an Originator you should Click once on the small document icon above the

wording UOE Screen Entry
The screen’s, which now follow, are split into 6 sections

Basic Personal Details
Address Details

Other Person Details
Appointment Details
Costing Allowance Details
Additional Contract Details

These should be completed as follows: (if the person you are appointing is a Transfer
or Rehire the detail on the Basic Personal Details Screen will already be completed

for you)

BASIC PERSONAL DETAILS SCREEN (see picture below)

e Last name* - (Initial Capitals i.e. Blogg)
e First name* - (Initial Capitals i.e. Jo)
o Title*
e Middle Name - (Initial Capitals i.e. John)
e Preferred Name - (Initial Capitals i.e. John)
e Date of Birth* - (dd/mm/yyyy)
e Gender*
|@ hitps://shin.mis.ed.ac.uk:8179/pls/HRPM3/UOE_NEW_APPOINTMENT_SCREENS.BASIC_PERSON_SCREEN?I_unig - Microsoft Internet Explorer E]

! File Edit View Favorites Tools Help
Al A L = I . 3
O K@@ P Yoo @3- & B -LJK B

! Address ’Gj https://shin.mis.ed.ac.uk:8179/pls/HRPM3/UCE_NEW_APPOINTMENT _SCREENS,BASIC_PERSON_SCREEN?_unique_id=MVM&394 i a Go

Basic Personal Details

Please enter Basic Personal Details:

Last Name * Bloggs First Name * Joseph Title * | Mr v
Middle Name Preferred Name  Joe
Date of Birth * |1-1un-1976 Gender * Male v]

Note: Fields marked with an asterisk (*) are mandatory

>

<
&) Done 5 @ Internet

m E\ht.. | &ht.. | Eho.. | &ht.. | #c.. |EE. | O | bt | [B]Mi. | Bu.. | )bt EN @J 12:48
Once you have completed all the relevant fields click on CONTINUE
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A screen will then appear (see picture below) confirming all the information you have
typed in, if this is correct then click on CONTINUE if not click on BACK TO
PREVIOUS SCREEN to return to original screen and make amendments. Once you

click on CONTINUE you cannot go back and may any amendments.

|@ https:/shin.mis.ed.ac.uk:8179/pls/HRPM3/uce_new_appointment_screens.CONFIRM_BASIC_PERSON_DETAI - Microsoft Internet Explorer E]
: File Edit View Favorites Tools Help |','
GB&\:k - Iﬂ |§| ;\J /.-?Search “;":;:FEVDFitES {‘: =" ﬁ ':"i

 Address | @) https://shin.mis.ed.ac.uk:8175/pls/HRPM3/Uoe_new_appointment_screens, CONFIRM_BASIC_PERSON_DETAILS v Go :links *

THE UNIVERSITY
ol EDINBURGH

Confirm Basic Personal Details

Please check that the following details are correct before pressing Continue:

Last Name: Bloggs

First Name: Joseph

Title: Mr.

Middle Name:

Preferred Name: Joe

Date of Birth: 1-Jun-1976

Gender: Male

Continue ] [ Back to previous screen ]

< >
@Dune S @ nternet .
M Ent. | Epte. | Bo.. [ @ne. [Elc. [ & [ On. [ &t [ @i [ @Yo [ Ene. B0 1248
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ADDRESS DETAILS SCREEN (see picture below)
If you have the Home Address for the new employee please complete the following
fields, if not the system when producing the contract will automatically default to the

pay address.

These details are for the new employees HOME address only.
(If this appointment is for a Transfer then any Home address we hold will be
displayed for you to view but you will not be able to update it, this must be done

by the employee through Employee Self-Service)

Address Line 1 — (Initial Capitals e.g. 21 Hope Street)
Address Line 2 — (Initial Capitals)

Address Line 3 — (Initial Capitals)

Town

Postcode — (Capitals e.g. HH1 1HH)

Home Phone Number

Note: UK Address only to be entered

|@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/uoe_new_appointment_screens.commit_basic_person_detail - Microsoft Internet Explorer E]

! File Edit View Favorites Tools Help
. -~ A
g - j 1"| N ) = ) ) ﬁ A
: 0 Back ? | x = | Search 1. Favoritss 6_4 = 1“

i Address @htlps:Hsh\n.mis.ed.ac.uk:B1?'Qf'pls{HRPM3fuuefnewfappmnt‘nentﬁscreens‘:ummitﬁbasicjersunjetﬂils

v i Go links ?

THE UNIVERSITY .
of EDINBURGH Address Details

Please enter Address Details:

Address Line 1 Address Line 2
Address Line 3 Town or City
Post Code Home Phone Number

Please Note: Address must be UK address only.

If an address is supplied, it will appear on the contract, otherwise, the Office address will be used.

< [>
&) Done 5 @ Internet
M E\ht.. | &ht.. | Eho.. | &ht.. | #c.. |EE. | O | bt | [B]Mi. | Bu.. | )bt EN @J 12:43

Once you have completed all the relevant fields click on CONTINUE
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A screen will then appear (see picture below) confirming all the information you have
typed in, if this is correct then click on CONTINUE if not click on BACK TO
PREVIOUS SCREEN to return to original screen and make amendments. Once you
click on CONTINUE you can’t go back and may any amendments.

|@ https:/shin.mis.ed.ac.uk:8179/pls/HRPM3/uce_new_appointment_screens.CONFIRM_ADDRESS_DETAILS - Microsoft Internet Explorer E]
: File Edit View Favorites Tools Help |','
QB&\:k A > | Iﬂ |§| .'\J 7 ) Search ‘:\'/ Favorites {‘: =" ﬁ ':"i

 Address | @) https: ffshin.mis.ed.ac.uk:& 179 pls/HRPM3/uoe_new_appointment_screens, CONFIRM_ADDRESS_DETATLS

v Go :lLinks ®
T e, Confirm Address Details

Please check that the following details are correct before pressing Continue:

Address Line 1: 21 Hope Street

Address Line 2:

Address Line 3:

Town or City: HOPEVILLE

Post Code: HH1 1HH

Home Phone:

Continue ] | Back to previous screen |
@Dune é Q Internet
M ot | e [ oo [ @ [Elc. [&E. [@n. [ &t | G [ Do [ 6. BN T 1250
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OTHER PERSON DETAILS SCREEN (see picture below)

|@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/uce_new_appointment_screens.commit_Address_Details - Microsoft Internet Explorer E]
i File Edit View Favorites Tools Help "

: Al & " 4

Qe - () Iﬂ IELI ) ) search ¢ Favorites {2} = il 3

i Address Ej https: f/shin.mis.ed.ac.uk: 8179 /pls/HRPM3/uce_new_appointment_screens. commit_Address_Details 4 a Go

T N Ty Other Personal Details

Please enter Other Personal Details:

NI Number Work Permit Number
Interview Date * Offer Letter Date *
Acceptance of Offer Date * Email Status * Please Select .. ™

Fields marked with an asterisk (*) are mandatory

>

<
&) Done 5 @ Internet

m E\ht.. | &ht.. | Eho.. | &ht.. | #c.. |EE. | O | bt | [B]Mi. | Bu.. | )bt EN @J 12:50

NI Number* — (If unknown leave blank)

[ ]

e Work Permit No. — (If applicable, enter number from Work Permit)

e Interview Date — (dd/mm/yyyy)

e Offer Letter Date - (dd/mm/yyyy, should be after Interview Date)

e Acceptance of Offer Date - (dd/mm/yyyy, should be after Offer Letter Date)
e Email Status:

Not Required — (Not required to do the job)
Required Private — (Email held by HR and used for official correspondence

but not visible publicly)
Required — (Email held by HR and visible publicly)

Once you have completed all the relevant fields click on CONTINUE
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A screen will then appear (see picture below) confirming all the information you have
typed in, if this is correct then click on CONTINUE if not click on BACK TO
PREVIOUS SCREEN to return to original screen and make amendments. Once you
click on CONTINUE you can’t go back and may any amendments.

|@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/uoe_new_appointment_screens.CONFIRM_OTHER_PERSON_DETAI - Microsoft Internet Explorer E]
nr
L

! File Edit View Favorites Tools Help
. ~ n
g - N ) = ) A A
: 0 Back > x ‘,: Niw. Search < ¢ Favorites €< = ii ‘4“

i Address Ej https: f/shin.mis.ed.ac.uk: 8179 /pls/HRPM3fuce_new_appointment_screens, COMFIRM_OTHER_PERSON_DETAILS 4 i Go ! Links

LU S Confirm Other Personal Details

Please check that the following details are correct before pressing Continue:

NI Number:

Work Permit No:

Interview Date: 01-MAY-2006

Offer Letter Date: 02-MAY-20006
03-MAY-2006

Acceptance of Offer Date:

Email Status: Email Required

Continue ] [ Back to previous screen ]
< [>
&) Done 5 @ Internet
M E\ht.. | &ht.. | Eho.. | &ht.. | #c.. |EE. | O | bt | [B]Mi. | Bu.. | )bt EN @J 12:51
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APPOINTMENT DETAILS SCREEN (see picture below)

Complete the following fields (* mandatory fields):

Start Date* - (dd/mm/yyyy)

Organisation* — already completed

Location* - (This will be populated with the default for the level 5 unit but can
be amended by clearing the field and entering the required location from pick
list)

Personal Job Title* — already completed

Employment Category™* - already completed

Grade™* - already completed (this can be lowered if required e.g. UE04 to
UEQ3)

Grade Step - (Please complete with the relevant point of the scale to which the
new appointee is to be appointed (see scales on HR web page
http://www.humanresources.ed.ac.uk/pay/payscales). The FT value for this
will then appear on the confirmation screen. Do not complete if the new
appointee is off-scale.

1st Increment Year* - (enter the year the new appointee is to receive their first
increment. Please note the new appointee should be in post by the 1 of May
in a year to be eligible for an increment in the same year).

Full/Part Time* - already completed (if FT can be lowered to PT if required)
Working Hours* - already completed (hours can be reduced if required)

FT End Date* — (dd/mm/yyy) Mandatory only if the Employment Category is
Fixed Term

FT Reason* - Mandatory only if the Employment Category is Fixed Term

Off Scale Salary — (Only to be entered when the new appointee’s salary is not
on an existing grade step)

SOC Code* - (This is a HESA code that identifies the new appointees job
function)

AR1B Date — (If applicable)

AC & AM Grade, forms sent? — (If applicable)

Honorary Status — (If applicable)

ATR Number — already completed

Vacancy Reference Number — already completed
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mE)

|@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/uoe_new_appointment_screens.commit_other_person_detail - Microsoft Internet Explorer

i File Edit View Favorites Tools Help

: ) -~ A

i . \ ) -~ 1k a4
e 2D (%] 2] Qo O search 57 Favorites ) = "o 3

i Address Ej https: f/shin.mis.ed.ac.uk: 8179 pls/HRPM3/uce_new_appointment_screens. commit_other_person_details

vaGn

Appointment Details

Please enter Appointment Details:

Start Date * Organisation * Biomedical Sciences Location * HUGH ROBSON BUILDING D

Personal Job Title * |Professor Employment Category * Permanent

Grade * |UED9 E] Grade Step * E] First Increment Year * Full/Part Time * Full Time v:
Working Hours * 35 FT End Date |N/A FT Reason (* Fixed Term) N/A
Off Scale Salary SOC Code * | Please Select ... 2 AR1B Date (if applicable) |

AC & AM Grades, forms sent? (if applicable) | Please Select... |+ Honorary Status (if applicable)

ATR Number |MVM5394 Vacancy Reference Number |3001234

Note: Fields marked with an asterisk (*) are mandatory

>

<
5 @ Internet

@Dﬂne
m E\ht.. | &ht.. | Eho.. | &ht.. | #c.. |EE. | O | bt | [B]Mi. | Bu.. | )bt EN @J 12:57

There are other details relating to a new appointee, which have been automated in the

system. They are as follows:
e Pension Scheme — This has been set to pick up the correct scheme for the

Grade appointed to.
e Increment Month — This has been set to pick up the correct month for the

Grade appointed to.
e Destination of Pay Slip — This has been set to go automatically to the new

appointees level 5 unit.
e Probationary Period — This has been set to automatically record 26 weeks if
the new appointee is on grades UEO1 to UEOS.

Once you have completed all the relevant fields click on CONTINUE
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A screen will then appear (see picture below) confirming all the information you have
typed in, if this is correct then click on CONTINUE if not click on BACK TO
PREVIOUS SCREEN to return to original screen and make amendments. Once you
click on CONTINUE you can’t go back and may any amendments.

|@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/uoe_new_appointment_screens.CONFIRM_APPOINTMENT_DETAIL - Microsoft Internet Explorer E]
i File Edit View Favorites Tools Help "
Qe - () Iﬂ IELI W) ) search 7 Favorites {2 = il 3

€55 ﬁjhtlps:;’fsh\n.mis.ed.ac.uk:B1prls{HRPM3fuDEfnewfappu\ntﬂentﬁscreens‘CONFIRMJPPOINTMENTfDEI'AILS 4 i Go Links

B R 1 Confirm Appointment Details

Please check that the following details are correct before pressing Continue:

Start Date: 7-Aug-2006
Organisation: Biomedical Sciences
Location: HUGH ROBSON BUILDING
Personal Job Title: Professor
Employee Category: Permanent

Grade: UED9

Grade Step: 1

Increment Year: 2007

Full Time Equivalent Salary: 38772

Full/ Part Time: Full Time

Working Hours: 35

Off Scale Salary:

FT End Date: N/A

FT Reason: N/A

SOC Code: Academic Professionals vl
< >
&) Done 5 @ Internet
#ﬁnﬂ E\ht.. | &ht.. | Eho.. | &ht.. | #c.. |EE. | O | bt | [B]Mi. | Bu.. | )bt EN @J 12:58
@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/uoe_new_appointment_screens.CONFIRM_APPOINTMENT_DETAIL - Microsoft Internet Explorer E]
{ Fle Edit View Favorites Tools Help |','
0 Back ~ > Iﬂ IELI ;\J /.-\1 Search ‘:1\7‘ Favorites 6_‘? " ﬁ j“i
i Address Ejhtlps:;’fsh\n.mis.ed.ac.uk:B1?'Qf’plsﬂ-iRPM3fuDEfnewfappu\ntﬂentﬁscreens‘CONFIRMfAPPOINTMENTfDEI'AILS A4 i Go :links *®

Location: HUGH ROBSON BUILDING ]

Personal Job Title: Professor

Employee Category: Permanent

Grade: UED9

Grade Step: 1

Increment Year: 2007

Full Time Equivalent Salary: 38772

Full/ Part Time: Full Time

Working Hours: 35

Off Scale Salary:

FT End Date: N/A

FT Reason: N/A

SOC Code: Academic Professionals

ARI1B Date:

Ac & AM Grades, forms sent?:

Honorary Status:

ATR Number: MVM6894

Vacancy Reference Number: 3001234

[ Continue ] [ Back to previous screen ]
" . (e

< >

&) Done 5 @ Internet

M E\ht.. | &ht.. | Eho.. | &ht.. | #c.. |EE. | O | bt | [B]Mi. | Bu.. | )bt EN @J 12:59
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COSTING
Already completed

ALLOWANCE
If the new appointee is to receive any allowances, then the allowance fields should be

completed

e Name of Allowance — (choose the allowance from the list of values)
e Value - enter either the annual value of the allowance or the percentage of

salary

|@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/uoce_new_appointment_screens.commit_appointment_details - Microsoft Internet Explorer

: File Edit View Favorites Tools Help
4 o A @ < ) " o
g G Eezs o Iﬂ Ig Ry SN 5 = 6“ T ke ﬁ ‘-“

: Address Ejhtms:,‘jshm.mis.ed.ac.uk:B1?‘Bf’plsﬂ-iRPMEfuae_new_appomment_screens‘commit_appuinhnant_details ™ Go : Links »

LN P Costing and Allowance Details
Please enter Allowance Details:
% Cost Centre A/C Code Job Code Funding Source Allowance Value
100 ||424CHR 2140 S00001 University Of Edinburgh E]
Costing * Allowances E]
@
®
Note: Fields marked with an asterisk (*) are mandatory
@Dune é Q Internet
M ot | e [ oo [ @ [Elc. [&E. [@n. [ &t | G [ Do [ 6. BN 129
Once you have completed all the relevant fields click on CONTINUE
57
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A screen will then appear (see picture below) confirming all the information you have
typed in, if this is correct then click on CONTINUE if not click on BACK TO
PREVIOUS SCREEN to return to original screen and make amendments. Once you
click on CONTINUE you can’t go back and may any amendments.

|@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/uoe_new_appointment_screens.confirm_costing_details - Microsoft Internet Explorer E]
i File Edit View Favorites Tools Help "

H ! =y s A Q

Qe - () Iﬂ IELI ) ) search ¢ Favorites {2} = il 3

i Address Ej https: f/shin.mis.ed.ac.uk: 8179 /pls/HRPM3/uce_new_appointment_screens. confirm_costing_details 4 i Go Links

LU S Confirm Costing and Allowance Details

Please check that the following details are correct before pressing Continue:

Cost AjC -
% T Code Job Code Funding Source

100 424CHR 2140 S00001 University Of Edinburgh

Continue ] [ Back to previous screen ]

< [>
&) Done 5 @ Internet
M E\ht.. | &ht.. | Eho.. | &ht.. | #c.. |EE. | O | bt | [B]Mi. | Bu.. | )bt EN @J 14:20
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If the appointment details that have been entered mean that the new employee is
eligible to be included in the Research Assessment Exercise (RAE) then the following

screen will appear:

|@ https://minard.mis.ed.ac.uk:8183/pls/fHRDBTEST/uce_new_appointment_screens.commit_costs_elements - Microsoft Internet Explorer E]

: File Edit View Favorites Tools Help
P g . NG < ) \ r ﬁ 24
i Q Back >} Iﬂ |§| |/ Search v\;:’ Favorites {_‘ =1 “‘i

: Address @jhttps:,’,fmmard‘mis.ed.ac.uk:BIE3fpls{HRDE’TESF,’unE_ne'i\'_appﬂinnnent_scresns.cnmm\t_cnsts_elements

v Go :lLinks ®

Lol EDINRURCH. Additional Details

Please enter Additional Contract Details:

Note: Fields marked with an asterisk (*) are mandatory

RAE Unit of Assessment * | Please Select

A 1>
2:] Done é Q Internet

M E\htt... | €lnt. | Ehoa. | €. | €lpoc.. | [Olmb.. | E)htt.. | [D]dic. | Bjus.. | @] htt.. EJ 14:58
This is a mandatory field and you should select a value from the pick list to complete
it. If you are unsure of the value that should be entered you should contact your
School Administrator for advice.
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The following confirmation screen will then appear:
E]

|@ https://minard.mis.ed.ac.uk:8183/pls/HRDBTEST/uoe_new_appointment_screens.confirm_contract_deta - Microsoft Internet Explorer

Qe - © - [¥] B &0 /._‘SEarch 5% Favorites 2) - i 3
B s

! Address @jhtq:s:,’jmmard‘mis.ed.ac.uk:B18Efpls{HRDETESF,’uoaJe'i\'fappoinunentfscraens.conﬁrmfconuactﬁdetai\s

i File Edit View Favorites Tools Help

e Confirm Contract Details
Please check that the following details are correct before pressing Continue:
RAE Unit of Assessment: 05 Other Laboratory Based Clinical Subjects
Continue ] | Back to previous screen |
< >
] Done D) @ Internet
Ehtt.. | [S]dMic. | Ejus.. | &)hit. E')EJ 15:05

M E1htt.. | &htt Eroran. | €U | €lbec.. | [O]mb..

Click continue
The following message will then appear: (see picture below)
J=ed

|@ https://shin.mis.ed.ac.uk:8179/pls/HRPM3/uce_new_appointment_screens.commit_costs_elements - Microsoft Internet Explorer

i File Edit View Favorites Tools Help

= . — n 3

: - 1 ) = d i r:) - e r

: Q Back 2D - |x] |[B] To O search 57 Favorites 2 = ﬁ v 8

i Address ﬁjhttps:,’fshm.mls.ed.ac.uk:B1prls;‘HRPM3fuDefnewfappo\nh’nentﬁscreens‘commltfcostsfelemems | & Go : Links *

e DN R G Details Submitted

Details have been successfully saved in the system.

Please click the submit button on your notification to submit for approval.

[ Return to Notification ]

< s
&) Done D @ Internet
i E\ht.. | €lhte. | Eho.. | @bt | E)C. | E)E. | Ol | bt | [B]Mie | Bu.. | EYhte EN @J 1422

Your Notification Details Screen should now be on the screen (see picture below)
Click on SUBMIT (if you decide at this stage to press CANCEL this will stop the

work flow and ALL information will be lost)
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€] https://shin.mis.ed.ac.uk:8179 - Notification Details - Microsoft Internet Explorer =3

ORACLE’ Workflow

Home Logout Preferences Help

Worklist =
UOE Notification for Screen Entry
| Cancel ) | Subrit

To Kilgallon, Deborah
Sent  23-Jun-2006 12:46:36
ID 126163
Dear Kilgallon, Deborah,
Please complete the form below for the following New Appointee:
Name = Bloggs, Joseph.

Then press Submit to continue.

Action History

Num  Action Date Action From To Details
1 23-JUN-2006 12:46:36  Submit Kilgallon, Deborah Kilgallon, Deborah
References

UQE Screen Entry

Return to Worklist |_Cancel ) |_Submit )
[IDisplay next notification after my respanse

Home | Logout | Preferences | Help

Copyright 2000-2005 Oracle Corporation. All rights reserved.

&) a 5 @ Internet
MT o | @ | Bon. [ @b | B [ @ | [Tobo. [ B [ Blue. [ Hos.. mj 12

Once you have submitted this then the notification carries on to the Approver,
Contract Generator and finally Payroll. You will at different stages receive further
notification’s regarding the appointment. These will be from the Contract Generator
and Payroll informing you when the contract has been produced and sent out and
when the contract has been accepted and returned to Payroll
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