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Logging In

The HR Forms Hub is found at https://archtest.tcd.ie/hrforms/Pages/default.aspx - in order

to access this easily, save this into your favourites.

At certain stages in the online forms process, the system automatically sends email
notifications. These notifications contain links to the HR Forms Hub, and you will be able to

access the site directly from the link.

This is a SharePoint site, which is connected to Active Directory (the login server). You have

to be logged into the College network to access the HR Forms Hub.

Note: SharePoint is a Windows product, so it is set to work best with Internet Explorer. It
should also work in Google Chrome and Mozilla Firefox, but may be laid out slightly

differently. Screenshots in this user guide are all taken from Internet Explorer 11.


https://archtest.tcd.ie/hrforms/Pages/default.aspx

Navigating

Welcome to the HR Forms Hub. There are four parts to the home page that we will use to

navigate around the site:

HR Forms Hub, User Guides Staffing Requests Staff Requisition
return to home link Listings button




HR Forms Hub

Wherever you are on the site, you should see the HR Forms Hub header.

Click on the blue rectangle and this will automatically return you to the home page.

Alert Me
-~ X Deiete ttem
ot

L4

Staff Requisition
Staffing Request

Summary Information

School / Area: | Faculty of Health Sciences

Home Page
The button that we will be using for the Staff Request process is labelled “Staff Requisition”.

Guides
There is a section for User Guides. We will be building this up as more forms are put into

the Forms Hub. Click on Guides:




This will open a list of user guides and video guides. The most recent video guide is at the

top of the page, ready to view — just click on the Play button.

Guides

Staffing Request Form

EEEEEEE (O

Guides

® new document or drag files here
¥ [1 Name \odified
| Guide to Approval Status «ss 15 December, 2015 Sheila Dunphy

[1 HRFormsHub % -« Yesterday at 16:51 Liza Toye

Staffing Request Home

The Staffing Request Home dropdown list can be used to see the available reports:

Requested Staff Detail
Head of School View
FEC Spreadsheet

SRF - In Progress

SRF - Approved

SRF - Rejected

Staff Detail - Preview

As more online forms and reports are developed, more dropdown lists will appear in this

area.



HR Forms Listings — Staffing Request Home

Staffing Requests History
When you click on “Staffing Request”, it opens the Staffing Requests Home page.

e e = oss—" = = B T
[ T rypeprn & O g

File 0t Ve Feewnes Tosh Hep

HR Forms Home

You can also click on the Staff Requisition button

HR Forms

This brings you to the Staffing Request Home page:

Staffing Request Home

Usage Tyn

CR00 om Mrw 2001T Repors? DfTow - e el ew SaTig iegees!

Ok cm bt etmrany e sumitee om lefl to Gpen sestng taffmg retgaent R 01 Wew 70 eett

Th webe cack on Eir ko on 1o Wt of e viobon

T Miter v Curmmnt SLa0t o MUATG 1AGRSEL Aabent froen her (o 0w it uteier Cumers Slans Ftee

Conmret Shatus Pier

Tathng Reguest History



The Staffing Requests History list shows where your staffing request documents currently

are — at what stage in the approval process.

Staffing Requests History

= Process Order:1 (2)

3 Current Approval Status : HM Draft (1
A130-5174-15-015 ©new Clinical Tutor Replacement Post Liza Toye

= Curre

nt Approval Status : withdrawn (1

A130-5174-15-010 Assistant Professor in Nursing New Post Liza Toye

= Process Order: 6 (1)

= Current Approval Status : Senior Lead On Hold (1

A130-5174-15-012 EQ in Surgery, Royal Victoria Eye and Ear Hospital Renewal Post Liza Toye

In the example above, we can see that one document is in the Hiring Manager (HM) Draft

stage, and one document is at the Senior Lead On Hold stage.

Click on the links on this page (highlighted in blue) to go directly into the forms.

/Vg“,&w_ You can begin a new staff request from this page, by

clicking on the New Staff Request button.



Staffing Request Reports

Approval Status

When you click on “SRF - In Progress” in the Staffing Request list, it opens the SRF —In

Progress report.

HR Forms Home

Welcome to the HI

This is a report, showing where your staffing request documents currently are — at what

stage in the approval process. This page shows more detail than the Staffing Requests

History page.

Staffing Request - Detail - In Progress

Staff Requisition & Nominaton

Tés =t M

A0 School of

Tachmcsl
" a7

Pharmacy & Qfficor [1nst
| 15- Pharmaceatical ray)
ol Stlences
ey
(3523 Hurran Neese God of
10 Asources Thundes
15 =
axn
CS0- Human 151 31
210+ Resoarces
13-
022

Tt of Poeton

Mo Qurgtan Une

§ Vear

pE e ] 20 Date

CLAN1S 0NN

OLOL/016 311UN1E

012016 311016

Caaua b

Raymond Leseny

La3 Toye

Derdre Dempriay

e of Paxy

New host

sty Cegeny

Techmeal

Admin
Support

Corere Toge Veg

Fosdd Term 14090

Fedd Torm 1084

Fassct Term JTTNM

Similarly, if you choose “SRF - Approved” in the Staffing Request list, the SRF — Approved

report opens. This report lists the approved documents in more detail than the Staffing

Requests History.
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Requested Staff Details

When you click on “Requested Staff Detail” it opens a report on all staff requisitions.

HR Forms Home

Welcome to the HI

Staff Detail

.- e b e e weees e w @ e

-~
s - — v—. p— 1 - e A femews LM ANORTIRATIRE | A
s i

s - A ol M | - - ———
~

This is a report, showing details of your staffing request documents. This page shows more

detail than the Staffing Requests History page.

This report can be exported into Excel by clicking on the Export to Excel button.
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Head of School View

When you click on “Head of School View” it opens the Head of School Staff Requisition and

Nomination list

HR Forms Home

Welcome to the HI

Head of School view

Staff Requisiion & Nomination
v T Corvert Appove Sty furong Tyor The s Mpnhon Fum »o AL Owmaniom A Dyration Unnt ASC Tunaing Pay Scae Coor Pay fcex Dexrpoor Pr

Count= 45
U Dapt Namve : Human Resources (19)

' Dept Name : Information Services (1)

! Doptum:sd\odoludldul?ﬂ

This report shows the number of current staffing request documents in the School/Area.

This report can be collapsed/expanded as required.
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FEC Spreadsheet

When you click on “FEC spreadsheet” it opens the FEC report.

HR Forms Home

Welcome to the Hf

FEC Spreadsheet

Staff Requistion & Nomination

V. Thisun Degifode  Desd hiates  Tiie of Pegios Felthn  Tepeof Podt Pay lise Cide Pay Jose Descizooe St Repais » Ulwt Do e Date <
fatutyof Sini Schoolof  Lecture in Ranswal 1694 IWURSE TUTOR 0L08/2015  3LOT/2016 F
Heaith Mackaine School of Past IGENERAL)

SORNCES Nurseg
Corporate 210 Hufman MR Manager New Post ua ADMINISTRATIVE L D4/08/2015  03/08/2020 #
Sernces Hesources  this that and
Orasidn the ather
facdtyol sin Schoolof  Asastamt New Fost 109824 LECTURER 01/10/2015% 20/08/2017 #
Hexth Meditine  Professor i
Sciencet Childrer's
Nursey

This report is used by the HR Partners to list the approved staffing requests, with the details

required by the Faculty Executive Committee. This can be exported to Excel.
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Proxies

Setting a Proxy
From time to time, a user may wish to nominate someone else to act as their proxy to

review / approve / reject Staff Request Forms.

To set a proxy, first go to the Staffing Request Home page

Staffing Request Home

Usage Tips New Stathing Reguest

Select your prary 10 réview / approve / regct Staffng

+ ek 00 Now STIT Beguest Button - 1o oeate new staffing Requests

1oave. PromyPicker
« Oick on linked reference rrumber on left to open euisting
stafing request form to view oc edit Assign your Proxy
+ To edit chick on €dit icon on top left of the ribkon
« To filtar on Curment status of stafing reGuest, sefact from the Provy l &, I

drop domn st ueder Current Status Fier

Go to the Proxy Picker section — SharePoint should be able to find the person for you. Click

on the Browse icon to search for your proxy:

ProxyPicker
Assign your Proxy

7

Proxy : I

Assign Proxy ‘
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This opens a search facility.

Select People ®
Find 2 List View
Display Name E-mail Address Title Department
‘E Organizations Type into the search box above then press "Enter” to <
@ All Users
n& Active Directory
< b
0K Cancal
Type in the person's name.
x
Select People
Find Karen Roantree| X Q| |ListView

Click on the search button, and then a list of people with that name will appear.

Display Name E-mail Address  Title Depart
All Search Results (3)
8 Al Users (0 Lo N O
44 Active Directory (3) Karen Roantree

Select the person you require, click OK. The name will now appear in the proxy field.

Assign your Proxy

Karen Roantree
=1 TR — &E

Assign Proxy

15



Click on the Assign Proxy button to complete the process

Assign Proxy

An email will go to your assigned proxy informing them that they are now your proxy for

upcoming Staff Request forms.

Removing a Proxy

To disable the proxy setting, go to the Staffing Request home page.

Staffing Request Home

} Staffing R 2]
Usage Tips Seiect your provy to review / dpprove / reiect Statkng | Ve Staffing Request
« Clk on New Stafl Request Bunion - 10 create new staffeg Requests
reGuest ProxyPicker
« Chck on hniked teference numbar On Jefl 1o cpen ex0sse)
£1817ing request form 10 view o edit Remove and Thank your Proxy -
= To et dick on Ednt lcon on top et of the rtbon
« To filner on current s1atus of Natfing request, select from he oy Py

drop down list under Current Status Fiter

The following will appear on the home page when a proxy is active:

Select your proxy to review / approve / reject Staffing
Requests
ProxyPicker

Remove and Thank your Proxy -

‘ Remove Proxy ‘

To remove the Proxy, click on Remove Proxy button

An email will go to your assigned proxy thanking them and telling them they are no longer

your proxy.

16



New Staff Request

Stage 1 — Hiring Lead
Before starting the staff request process, we recommend that hiring leads refer to the HR

"Guide to the Management of Temporary Employment" which can be found on the HR

website (www.tcd.ie/hr).

Access to the form
Ny o To start the staff request process, the Hiring Lead should go

to the HR Forms Hub (http://winssomtestwf02/hrforms) and

click on the Staff Requisition button. This brings you to the
“4’?0457 , Staffing Requests Home page, where you can click on the New

\// Staff Request button.

A brand new staffing Staffing Request
request form will open, Summary Detail
which you can now begin to School / Area | Corporate Services Division
i Disclpline Human Resources
fill out.
Cost Centre v
Job Title
Reporting To
Work Grouwp Select Work Group from the dropdown list, If an appropriate Work Group s

not available, please leave blank and an emall alert will be sent to HR
Support who will contact you about setting up a new Work Group,
v

Wark Group 1z this persan to be a Work Group Owner? No v
Ownership
Funding
Core funding

Non-core funding
Research funding

Charge out

Fotal Fund Percent: 0

17


http://www.tcd.ie/hr/assets/pdf/temporary_employment_guide.pdf
http://www.tcd.ie/hr
http://winssomtestwf02/hrforms

Detail of Post

Type of Post Renewal Post

Nl ot 82 oy
Pay Scale Description

< [ (€] € (<l

renewed
Type of contract Fixed Term {g
Duration | Year E]|

Paricd of extension -
- = g

Post Holder being I &j

Stote the specific purpose of the employment. This must be stated on the contract to comply
with the Fixed Term Workers Act 2000

Describe reason for
request

Full Time Equivalent (FTE}  1.00

Attachments
attach all relevant documents related to: # Click here to stach & fie
1 The funding of the post (non-core funding, charge
out letter of comfort, etc.)
- 2. Required competencies for the post
3. Any other relevant document
: Multiple files moy be attached by selecting Click
to attoch file for each file to be uploaded.

Hire Manager - Do you want to submit the staffing request?
Note after you submit it, the Head of School / Area approval phase will start automaticolly.
At this point you will not be offowsd to edit any part of the form.

18




Summary Detail
Your School/Area and Discipline will be automatically filled

School / Area

in. This information is taken from your HR record.

Discipline

A dropdown list of Cost Centres will appear — you should only
Cost Centre
be able to pick from the list available to you (i.e. cost centres

that correspond with your School/Area).

If you require a second cost centre, click on the Add Cost

Centre button and a second dropdown list will appear.

Add Cost Centre

You can pick up to 4 cost centres in this way.

, Fill in the Job Title and the Reporting To fields —these are text
Job Title

fields, 50 characters max.
Reporting To

Work Group
All staff are assigned to a Work Group to allow automation of HR administrative activities

(e.g. so email notifications and approvals can be directed to the appropriate person)

What is a Work Group? A grouping of employees who report to the same person, the Work

Group owner, for HR purposes.

What is a Work Group Owner? The owner of a Work Group administers HR related activities
for employees in their Work Group such as approving leave requests, managing probations

and contract renewals.

Work Group Select Work Group from the dropdown list, if an appropriate Work Group is
not available, please leave blank and an email alert will be sent to HR
Support who will contact you about setting up a new Work Group.

v

Work Group Is this person to be a Work Group Owner? No ﬂ

Ownership

19



Select the Workgroup from the dropdown list. If you do not select a workgroup, the system
assumes that a new workgroup needs to be set up —an email is sent to HR Support who will
contact you about setting up a new workgroup. If the workgroup already exists and you
leave this blank, the form will take much longer to process as HR Support will be contacted,
and they will revert to you looking for information about a new workgroup —so it is
important to only leave this field blank when a new workgroup is required.

Work Group

Is this person to be a Work Group Owner? Eﬂ
Ownership

Please specify the Work Group they will own.

If the person is to be work group owner, select Yes from the dropdown. A new field will
appear, where you can choose the work group they will own. Note: This is different than
the workgroup that they are a member of. For example, the HRIS Manager is a member of

the HR Services workgroup, but is the owner of the HRIS team.

20



Funding

Funding

[ 1 Core funding
[1MNon-core funding
[1Research funding
[ Charge out

There are three parts to the Funding section: Type of funding, Funding Percentage and ABC

Pay Budget.

If you have queries about the funding for your particular staff request, your Faculty/Division
Finance Partner should be able to assist you with the details required for this section. You
may also refer to the Appendix 1 "Source of Funds Codes" which gives a quick overview of

these codes.

What do | do if a different department or area within College is funding the post | wish to

recruit?

If, for example, another school/area wishes to the fund the post, it is good HR
practice to ensure clarity around roles. In this example, if the person is reporting to
you in your school or area, you should make arrangements with the relevant Finance
Partners to have the monies reallocated into the appropriate account. If you are
recruiting the person and they will not report to you, it is not appropriate for you to
do the hiring and the person to whom they will report should fill in the online form

with the appropriate cost code.

Type of Funding
Choose the type of funding (Core, Non-Core, Research or Charge Out). Depending on which
type of funding you choose, a new section will appear on the report relating to this type of

funding.

Note: the "Fund %" field is a mandatory field - because a request can be funded from more
than one source, you are required to fill in the percentage funded from each source and the

system will total all of the percentages to check that they add up to 100%.

21



Core Funding
For Core funding you need to identify the cost centre, activity code, source of funds,
percentage funded from that source, whether the post was included in the ABC 5 year

forecast and the details of the funding if it is included in the ABC:

Funding
[+ Core funding
[[1Mon-core funding
[]Research funding
[1Charge out

Core funding
Hit Cost Centre Code button linked with funding
2101
Activity Code Source of Fund Fund % 0
Add Core Fund

Total Fund Percent: 0

Was this post Specify the amount and duration of funding for this post in the
included in the most maost recent ABC 5 year pay budget for your area.

recent ABC 5 year Amount
pay budget for your -
area? (tick = Duration Year

Yes, untick = No) M

Identify the cost centre: Where there is only one cost centre, click on Cost Centre Code

button to add the cost centre:

Hit Cost Centre Code button linke funding
2101 “—
Activity Code Source of Fund

The Cost Centre will go into the required field:

2101 [Activity Code Source of Fund

22



If there is more than one cost centre, you will need to identify which cost centre will be

linked to this funding source. Select the Cost Centre Code button you require:

Hit Cost Centre Code bution linked with funding
2101 2104

Activity Code Source of Fund
The Cost Centre will go into the required field:
t21Cl4 Activity Code Source of Fund

Type in the seven-digit activity code
The source of funds dropdown will automatically populate with "1112"

Type in the percentage funded from that source. This is a required field.

ABC 5 year pay budget: You must identify whether the post was included in the ABC 5 year
forecast and the details of the funding if it is included in the ABC:

If yes:
Was this post Specify the amount and duration of funding for this post in the
included in the most \most recent ABC 5 year pay budget for your area.
recent ABC 5 year Amount
pay budget for your :
area? (tick = Duration vear ﬂ
Yes, untick = No)

If no:

Please detail reason why post is not included in ABC 5 Budget?
Was this post

included in the most
recent ABC 5 year
pay budget for your
area’? (tick =

23



Non-Core Funding

For Non-Core funding you need to identify the cost centre code, activity code, source of

funds, percentage funded from that source, whether the post was included in the ABC 5

year forecast and the details of the funding if it is included in the ABC:

[]Caore funding

[]Research funding
[]Charge out

Mon Core funding

Funding

Attach relevant documentation in the attachment section below.
Hit Cost Centre Code button linked with funding

2101
Activity Source of Funds 1712 Fund %
Add mnon-core fund
Total Fund Percent: a
Was this post Specify the amount and duration of funding for this post in the
included in the most most recent ABC 5 year pay budget for your area.
recent ABC 5 year | amount
pay budget for your -
area? (tick = Duration Year

Yes, untick = No) M

Identify the cost centre: Where there is only one cost centre, click on Cost Centre Code

button to add the cost centre:

Hit Cost Centre Code button linke funding
2101 “—
Activity Code Source of Fund

The Cost Centre will go into the required field:

7101 |Activity Code

Source of Fund

24




If there is more than one cost centre, you will need to identify which cost centre will be

linked to this funding source. Select the Cost Centre Code button you require:

Hit Cost Centre Code bution linked with funding
2101 2104

Activity Code Source of Fund

The Cost Centre will go into the required field:

t21Cl4 Activity Code Source of Fund

Type in the seven-digit activity code

Choose the source of funds from the dropdown list: 1212 (Exchequer funded) or 3100 (non-

Exchequer funded)

Type in the percentage funded from that source. This is a required field.

ABC 5 year pay budget: You must identify whether the post was included in the ABC 5 year

forecast and the details of the funding if it is included in the ABC:

If yes:
Was this post Specify the amount and duration of funding for this post in the
included in the most |most recent ABC 5 year pay budget for your area.
recent ABC 5 year Amount
pay budget for your :
area? (tick = Duration rear ﬂ
Yes, untick = No)

If no:

Please detail reason why post is not included in ABC 5 Budget?
Was this post

included in the most
recent ABC 5 year
pay budget for your
area? (tick =

25



Research Funding
For Research funding you need to identify the Cost Centre, Project Number, Award number

and the percentage funded from that source.

Funding

[ ]Core funding
[JNon-core funding

[1Charge out

Research funding
Hit Cost Centre Code button linked with funding

2101
Project No Task Award Fund % 0

Add Research fund

Total Fund Percent: 0

Identify the cost centre: Where there is only one cost centre, click on Cost Centre Code

button to add the cost centre:

Hit Cost Centre C; de button linke
2101

funding
Project No Task Award

The Cost Centre will go into the required field:

7101 |Project No Task Award

If there is more than one cost centre, you will need to identify which cost centre will be

linked to this funding source. Select the Cost Centre Code button you require:

Hit Cast Centre Cade button linked with funding
2101 2104

Project No Task Award

The Cost Centre will go into the required field:

b1o4 Project No Task Award

26



Type in the six- digit Project Number.
The Task field will automatically populate with "01"
Type in the five-digit Award number.

Type in the percentage funded from that source. This is a required field.

Charge Out
For Charge Out funding you need to identify the Cost Centre, Customer Number, Bill to
Location, and the percentage funded from that source. You will also need to attach a Letter

of Comfort.

Funding

[]Care funding
[JNon-core funding
[]Research funding

Charge Out

A charge out is where an external body agrees to be invoiced for post, you will be
required to provide a Letter of Comfort, please attach document in the attachment
section below.

Hit Cost Centre Code button linked with funding

2101
Customer No Bill to Location Fund % 0

Add Charge Out

Total Fund Percent: 0

Identify the cost centre: Where there is only one cost centre, click on Cost Centre Code

button to add the cost centre:

Hit Cost Centre Code button linked wi
2101

Customer No Bill to Location

27



The Cost Centre will go into the required field:

7101 |Customer No Bill to Location

If there is more than one cost centre, you will need to identify which cost centre will be

linked to this funding source. Select the Cost Centre Code button you require:

Hit Cost Centre Code button linked with funding
2101 2104

Customer No Bill to Location

The Cost Centre will go into the required field:

|21D4 Customer No Bill to Location

Type in the six-digit Customer Number

Type in the seven-digit Bill to Location number

Type in the percentage funded from that source. This is a required field.
nd ¥

For more information on Charge Out funding, please contact your HR Partner.

Funding Information
For all cases, you may add more than one source of funds. Click on the Add funding button
(Add Core Fund, Add Non-core funding, Add Research funding, Add Charge Out); this will

allow you to put in additional sources of funds.

Important: The fund percentage field totals as you go — the total fund percent must be 100,

or your application will not submit.

Total Fund Percent:

28



For Non-Core Funding, Research Funding and Charge Out funding, you may need to attach
documentation. Scroll to the bottom of the form, and select “Click here to attach a file” then

follow the directions on screen.

Attachments

Please attach all relevant documents related to:
1. The funding of the post {non-core funding, charge
out letter of comfort, etc.)

W Click here to attach a file

2. Required competencies for the post

3. Any other relevant document
Note: Multiple files may be attached by selecting Click
here to attach file for each file to be uploaded.

You will be able to see the list of attachments. Click on the red X to remove them, if

required:

W Click here to attach a file

)(PRGJECTED_txt
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Detail of Post: New Post / Renewal / Replacement
There are several parts to the Detail of Post section. This form will look differently
depending on the choices made during the process (for example, type of post — Renewal,

Replacement or New Post).
Under Type of post, you may choose from three:

Detail of Post

Job Title
Type of Post Renewal Post
Repl t Post
Job Category SpeEcemer o R

Each of these types of posts has fields which must be filled in accordingly.

Renewal

This is the default value, as it is used most frequently.

Detail of Post

lohb Title

Type of Post Renewal Post
Job Category
Annual Rate Schedule | pafault
Pay Scale Description
Pay Scale Code
Salary Scale

Renewal

Post Holder being & [
renewed

Type of contract Fixed Term
Duration Year
:Erri:d of extension ) to: m

State the specific purpose of the employment. This must be stated on the contract to comply
with the Protection of Employees (Fixed Term Workers) Act 2003.

State reason why Contract of Indefinite Duration will not be offered.

Describe reason for
reguest

Full Time Equivalent (FTE} 1.00
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Job Category: Select the appropriate job category

Academic

Academic Medical

Admin Support

Building & Services

Library

Research

Senior Management- Administrative
Technical

Annual Rate Schedule: as a rule, you will choose the Default rate schedule. Some staff may

be on an earlier rate (pre-Croke Park pay scales), and in this case you would choose “All”.

All

Pay Scale Description: Select the pay scale from the dropdown list

PROFESSOR
ASSOCIATE PROFESSOR

SENIOR LECTURER

SENIOR LECTURER CONSULTANT _
LECTURER BELOW BAR -
LECTURER

LECTURER (50%)

LANGUAGE ASSISTANT
DEMONSTRATOR

TEACHING FELLOW
ADJUNCT TEACHING FELLOW
PART TIME LECTURER

Note: the Pay Scale Descriptions are distinct from Job Titles and as such are comparable to

the older names for Academic posts.

Choose the Pay Scale Code (there is usually only one):

_



The pay scale range will automatically populate.
Salary Scale £32540 to £56901]

If you are unclear which Annual Rate Schedule, Pay Scale Description or Pay Scale Code to

choose, your Faculty/Division HR Partner should be able to help.

Post Holder being renewed: SharePoint should be able to find the person for you. Click on

the Browse icon.

Renewal

Post Holder being -
7 [_F
renewed

This opens a search facility.

Select People

Find £ |List View [v]

Display Name E-mail Address Title Department

g Organizations Type into the search box above then press "Enter” to <
4 Al Users

g Active Directory

Type in the person’s name.

Select People

Find Karen Roantree|/ R List View v

Click on the search button, and then a list of people with that name will appear.
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Display Name E-mail Address  Title Depari

Pl Search Rests {A) Karen Menon Roantree ROANTRAMEre .
4 Al Users (0)  Koren Roantree .. ROANTERErdE S
IE Active Directory (3) Karen Roantree

Select the person you require, click OK. The name will now appear in the Post Holder being

renewed field.

Renewal

Post Holder being
renewed

Karen Roantree & EE

Type of contract: Select the appropriate contract type

Permanent

Indefinite Duration
Fixed Term
Specific Purpose

Depending on the type of contract selected, different information will be required.

For Fixed Term and Specific Purpose contracts, five extra questions need to be answered:
1) Duration of the contract, 2) contract dates, 3) specific purpose of the employment,

4) reasons why Contract of Indefinite Duration will not be offered, and 5) reason for the

request.
Type of contract Fixed Term
Duration Year
Period of extension |t =
from )

State the specific purpose of the employment. This must be stated on the contract to comply
with the Protection of Employees (Fixed Term Workers) Act 2003,

State reason why Contract of Indefinite Duration will not be offered.

Describe reason for
reqguest

Full Time Equivalent {FTE) 100
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For more information on Fixed Term and Specific Purpose contracts, please refer to the HR

"Guide to the Management of Temporary Employment" which can be found on the HR

website (www.tcd.ie/hr).

For Permanent and Indefinite Duration contracts, only the reason for the request question

will appear.

Full Time Equivalent (FTE): Type the FTE into this field. The defaultis 1.0. For example, a
person working full time has an FTE of 1.0, but a person working week-on, week-off has an

FTE of 0.5.

Attachments: Use the attachments section if you have any documents which should be

attached to the request.

Attachments

Please attach all relevant documents related to: W Click here to attach a file
1. The funding of the post {non-core funding, charge
out letter of comfort, etc.)
2. Required competencies for the post
3. Any other relevant document
Note: Multiple files may be attached by selecting Click
here to attach file for each file to be uploaded.

You will be able to see the list of attachments. Click on the red X to remove them, if

required:

W Click here to attach a file

< PROJECTED.txt
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New Post

Detail of Post

Job Title
Type of Post
Job Category

Annual Rate Schedule | pefault

Pay Scale Description

[<I| LI L] ] <]

Pay Scale Code

Salary Scale

New Post

Attach relevant documentation in the attachment section below.

Type of contract Permanent |
Describe reason for ~
request v
Required

competencies

Job Category: Select the appropriate job category

Academic

Academic Medical

Admin Support

Building & Services

Library

Research

Senior Management- Administrative
Technical

Annual Rate Schedule: as a rule, you will choose the Default rate schedule. Some staff may

be on an earlier rate (pre-Croke Park payscales), and in this case you should choose “All”.

All
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Pay Scale Description: Select the pay scale from the dropdown list

PROFESSOR
ASSOCIATE PROFESSOR

SENIOR LECTURER

SENIOR LECTURER CONSULTANT
LECTURER BELOW BAR
LECTURER

LECTURER (50%)

LANGUAGE ASSISTANT
DEMONSTRATOR

TEACHING FELLOW
ADJUNCT TEACHING FELLOW
PART TIME LECTURER

Note: the Pay Scale Descriptions are distinct from Job Titles and as such are comparable to

the older names for Academic posts.

Choose the Pay Scale Code (there is usually only one):

The pay scale range will automatically populate.

Salary Scale ‘€32540 to €56901

If you are unclear which Annual Rate Schedule, Pay Scale Description or Pay Scale Code to

choose, your Faculty/Division HR Partner should be able to help.

Contract Type: Select the appropriate contract type

Permanent

Indefinite Duration
Fixed Term
Specific Purpose

Depending on the type of contract selected, different information will be required.

For Fixed Term and Specific Purpose contracts, five extra questions need to be answered: 1)
Duration of the contract, 2) contract dates, 3) specific purpose of the employment, 4)
reasons why contract of Indefinite Duration will not be offered and 5) the reason for the

request.

36



Type of contract | g |
Duration Year ﬂ

Start Date Expected A | to: A

State the specific purpose of the employment. This must be stated on the contract to comply
with the Protection of Employees (Fixed Term Workers) Act 2003,

State reason why Contract of Indefinite Duration will not be offered.

Describe reason for
request

Required
competencies

Full Time Equivalent (FTE} 1.00

For more information on Fixed Term and Specific Purpose contracts, please refer to

the HR "Guide to the Management of Temporary Employment" which can be found

on the HR website (www.tcd.ie/hr).

For Permanent and Indefinite Duration contracts, only the reason for the request question

will appear.

Required Competencies: Fill in the required competencies for the post. If this text is quite

long, or if you are providing a Job Description, you can add an attachment instead.

Full Time Equivalent (FTE): Type the FTE into this field. The defaultis 1.0. For example, a
person working full time has an FTE of 1.0, but a person working week-on, week-off has an

FTE of 0.5.

Attachments: Use the attachments section if you have any documents which should be

attached to the request.

Attachments

Please attach all relevant documents related to: @ Click here to attach a file
1. The funding of the post (non-core funding, charge
out letter of comfort, etc.)
2. Required competencies for the post
3. Any other relevant document
Note: Multiple files may be attached by selecting Click
here to attach file for each file to be uploaded.
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You will be able to see the list of attachments. Click on the red X to remove them, if

required:
W Click here to attach a file
< PROJECTED txt
Replacement
Detail of Post
lob Title
Type of Post Replacement Post

Job Category

Annual Rate Schedule | pefaylt

Pay Scale Description

[<1| [<] <] <] [<]

Pay Scale Code

Salary Scale

Replacement

Replacement type | pesignation
Mame of the previous 2=
post holder

Type of contract Fixed Term
Duration Year

Start date expected End date expected

State the specific purpose of the employment. This must be stated on the contract to comply
with the Protection of Employees (Fixed Term Workers) Act 2003.

State reason why Contract of Indefinite Duration will not be offered.

Describe reason for
request

Reguired
competencies

Full Time Equivalent (FTE) 1.00
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Job Category: Select the appropriate job category

Academic

Academic Medical

Admin Support

Building & Services

Library

Research

Senior Management- Administrative
Technical

Annual Rate Schedule: as a rule, you will choose the Default rate schedule. Some staff may

be on an earlier rate (pre-Croke Park payscales), and in this case you should choose “All”.

All

Pay Scale Description: Select the pay scale from the dropdown list

PROFESSOR
ASSOCIATE PROFESSOR

SENIOR LECTURER

SENIOR LECTURER CONSULTANT _
LECTURER BELOW BAR -
LECTURER

LECTURER (50%)

LANGUAGE ASSISTANT
DEMONSTRATOR

TEACHING FELLOW
ADJUNCT TEACHING FELLOW
PART TIME LECTURER

Note: the Pay Scale Descriptions are distinct from Job Titles and as such are comparable to

the older names for Academic posts.

Choose the Pay Scale Code (there is usually only one):

_



The pay scale range will automatically populate.

Salary Scale £32540 to £56901]

If you are unclear which Annual Rate Schedule, Pay Scale Description or Pay Scale Code to

choose, your Faculty/Division HR Partner should be able to help.

Replacement Type: Choose from the dropdown list.

Adoptive Leave

Career Break

Career Break - Special Incentive Scheme
Carers Leave

Failed Probation

Sick Leave - Half Pay

Leave of Absence

Maternity Leave

Special Leave of Absence
Shorter Working Year Scheme
Unpaid Maternity Leave
Unpaid Sick Leave
Termination

Retirement
Contract Ended
Secondment
Other

Name of the previous post holder: SharePoint should be able to find the person for you.

Click on the Browse icon.

Mame of the previous \
i v

post holder
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This opens a search facility.

Select People ®
Find £ |Lst View [v]
] Display Name E-mail Address Title Department
L#, Organizations Type into the search box above then press "Enter” to <
& All Users
& Active Directory
< b
0K Cancal
Type in the person's name.
x
Select People
Find Karen Roantree| X Q| |ListView [v|

Click on the search button, and then a list of people with that name will appear.

Display Name E-mail Address  Title Depari
&l Search Results (3) Karen Marion Roantree ROANTREM®@tcd.ie
Al Users (0) o e T
,& Active Directory (3) Karen Roantree

Select the person you require, click OK. The name will now appear in the previous Post

Holder field.

Name of the previous |k5ran Roantree &
post holder
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Type of contract: Select the appropriate contract type

Indefinite Duration
Fixed Term

Specific Purpose

Depending on the type of contract selected, different information will be required.

For Fixed Term and Specific Purpose contracts, five extra questions need to be answered:
1) Duration of the contract, 2) the contract purpose, 3) contract dates, 4) specific purpose of

the employment and 5) reasons why contract of Indefinite Duration will not be offered.

Type of contract Fixed Term vl
Duration Year ﬂ
Start date expected [7) End date expected ™

State the specific purpose of the employment. This must be stated on the contract to comply
with the Protection of Employees (Fixed Term Workers) Act 2003,

State reason why Contract of Indefinite Duration will not be offered.

Describe reason for
reguest

Reguired
competencies

Full Time Equivalent (FTE) 1.00

For more information on Fixed Term and Specific Purpose contracts, please refer to

the HR "Guide to the Management of Temporary Employment" which can be found

on the HR website (www.tcd.ie/hr).

For Permanent and Indefinite Duration contracts, only the reason for the request question

will appear.

Required competencies: Fill in the required competencies for the post. If this text is quite

long, or if you are providing a Job Description, you can add an attachment instead.
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Full Time Equivalent (FTE): Type the FTE into this field. The defaultis 1.0. For example, a
person working full time has an FTE of 1.0, but a person working week-on, week-off has an

FTE of 0.5.

Attachments: Use the attachments section if you have any documents which should be

attached to the request.

Attachments

Please attach all relevant documents related to: W Click here to attach a file
1. The funding of the post (non-core funding, charge
out letter of comfort, etc.)
2. Required competencies for the post
3. Any other relevant document
Note: Multiple files may be attached by selecting Click
here to attach file for each file to be uploaded.

You will be able to see the list of attachments. Click on the red X to remove them, if

required:

W Click here to attach a file

)(PROJECTED_txt
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Submit
When you reach the end of the form, you have the choice to Save as Draft, Delete or

Submit.

Save as draft Delete Submit

Submit will send the information to the next person in the chain —for Administrative areas

this is the Head of Area, for Academic areas this is the School Administrator.

When you Submit, you will see this message:

New Staffing Request
New Staffing Request

The form has been dosed.

When you choose Submit, an email will be sent to the next person in the process, in this

example the School Administrator.

Fram HRForms D aunt@tod e > Sert  Wed DSUB0LS5 134
T Lim Tope

s S Cumn; M Gl

Subyjest Prase imiew Statfing Reguett ALI0-S171-15.002, Prafesien

A

School Administrator Review on A130-5171-15-012

Dear Liza Toye,
Please review and submit the staffing request A130-5171-15-012, Professor.
« Staffing request created by Susan Crosse on 05/08/2015
When the form is submitted the next phase of the approval process will automatically start, the is the Head of School approval phase.
The Head of School for this staffing request is Christina Reynalds, If a proxy has been setup, then the approval request will be sent to the proxy.

Open the form by selecting the link A130-5171-15-012 and to edit, approve or refuse the stoffing request select the EDIT icon on the top left of the
form poge. When the review process is compieted and you hove made your sefection, please confirm this selection and close the form by selecting
the Close icon on the top left of the form page.

Once you have submitted to the next phase, you will have read-only access to this staffing request.
Status on all staffing requests can be reviewed at the HR Forms Hub website

Thank you.
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Your form has now moved to the next stage in the process. You can see this in the Staffing

Request History view. There will be a small green "New" icon beside your form in the list:

= Current Approval Status : School Admin Review (1)

A130-5171-15-002 & mew Liza Toye 28/05/2015 10:10 Liza Toye 28/05/2015 10:15 Renewal Post

Save as Draft

If you choose to Save as Draft, the form will be closed.

New Staffing Request
New Staffing Request

The form has been dosed,

The saved form will be listed in the Staffing Requests History under “Current Approval

Status: HM Draft”. Click on the file number link to reopen the form.

‘ A130-S171-15-016 @ new Admin Officer 3 in Anatomy New Post

Delete
Delete allows you to delete the entire form. If you choose Delete, the form will be closed

and you will not be able to access it again.

New Staffing Request
New Staffing Request

The form has been dosed,
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Error Messages when Submitting a Form
There are a few reasons why you may get an error when submitting a form; the most
common will be missing a mandatory field, or forgetting to check the Total Fund Percent

field.

Mandatory fields

Cost Centre Cost Centre *ﬂ

Funding Cannot be blank Funding
[] Core funding

] Non-core funding
[]Research funding

[] Charge out
Fund % Core funding

Activity Code | 0000000 Source of Fund| 1112 Fund % E
FTE R Cannct be greater than 1.0

Full Time Equivalent (FTE) {1 50

Does not total 100%
The form allows you to have more than one source of funds, each of which has a Fund %.

These are totalled in the Total Fund Percent field, and they must add up to 100.

Total Fund Percent: 100
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If you try to submit a form that has an error, you will see a SharePoint message:

Warning

The form cannot be submitted because it contains validation errors.
Errors are marked with either a red asterisk (required fields) or a red,
dashed border (invalid values). Field or group: my:CostCodel Error:
Cannot be blank

Click OK to resume filling out the form. You may want to check your
form data for errors.

Click OK

You will be brought back into the form, where you can fix the errors and Submit once again.

The field with the error should be marked with either a red asterisk or a red dashed border.

Total Fund Percent: 0 !
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Stage 2a — School Administrator (Academic areas only)
When a Hiring Lead in an academic area has set up a new form and hits “Submit” an email is

sent to the relevant School Administrator.

fram MR Forma b conp@not e Sent  Wea 29072015 0357
| Te Lita Taye

Ce Lona Tuye

Tubjest Peare ieviem athing Negueedt £330-S118-15014, Terep Ssetutive Officer

| »

School Administrator Review on A130-5174-15-016

Dear Liza Toye,

Please review and submit the staffing request A130-5174-15-016, Temp Executive Officer.

« Swaffing request created by Lize Toye on 29/07/2015
When the form Is submitted the next phase of the approval process will automatically start, the is the Head of School approval phase
The Head of School for this staffing request is Liza Toye. If a proxy has been setup, then the approval request will be sent to the proxy,
Open the form by sefecting the link A130-5174-15 016 and to edit, opprove or refuse the staffing request select the EDIT icon on the top keft of the
form page. When the review process is completed and you have moade your selection, please confirm this selection and close the form by selecting
the Close jcon on the top left of the form page.
Once you have submatted to the next phase, you will have read-only access to this staffing request.
Status on all staffing requests can be reviewed at the HR Forms Hub website

.| Thank you.

The School Administrator can click on the link (form id number) in the email. This will bring

them directly into the HR Forms Hub and open the form in question.

Staff Requisition
Staffing Request

Summary Information

Reference No |A130-5174-15-001 Current Status ‘School Admin Review |
Createdby Liza Toye Create Date [ 15/06/2015 |

School / Area: | Faculty of Health Sciences

Discipline School of Medicine

Cost Centre 1741 Nursing
[JAdd Cost Centre

Job Title Research Assistant

Reporting To: | Michelle Clarke
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The School Administrator is sent this form for information purposes, before the form goes

to the Head of School. They can make amendments to the form.

Edit Item
In order to do any work on this form, the user must be in Edit mode. Click on “Edit Item” in

the left hand corner:

@ 3 BT

@m {ﬂ) http://winssomtestwf02/hrforms/Lists/HR_StaffRequest/StaffRequ

SharePoint

1
m

Vv

LWV
lil Alert Me g
— 4 Delete Item
Edit Close
Item

Manage Close

Edit Item

Edit the selected item.
I B TS T 1 2

The School Administrator can make changes to the form, then choose either “Save As Draft”

or “Submit”.

Save as draft Submit

Note: if you wish to simply approve the form (not making any changes), you will still need

to go into Edit mode for the Submit button at the bottom to appear.

49



Submit
If you choose to Submit, you will be asked to confirm that you wish to submit the form to

the next stage:

Staff Requisition

Do you want to submit this form?

School Administrator - Do you want to Approve and submit the staffing request?
Note after you submit it, the Head of School / Area approval phase will start automatically. At this
point you will not be allowed to edit any part of the form

Submit Return to form

An email should now be sent to the Head of School.

[
| fam W Forma tad uano B10s = Seen W 290720150852

| Te Liea Tape
{ Cc Lisa Tape
futjet Meate review ol apprare Saling tegqueit ALSO.SLT4 3 601& Teerp Exzcutive OMaier

Head of School / Area Staffing Request Approval for A130-5174-15-016

Dear Liza Toye,
Please review and approve the staffing request A130-5174-15-016, Temp Executive Officer,

« Staffing request created by Liza Toye on 29/07/2015
+ Reviewed by School Administrator Liza Toye on 28/07/2015

On approval, the next phase of the staffing requeast approval process will comrmence, this is the Financial Partner spproval phase.

The Finacial Partner for this staffing request is Liza Toye. If @ proxy has been setup, then the approval request will be sent to the proxy,

Open the form by sefecting the link A130-5174-15-016 ond to edit, approve or refuse the stoffing request select the EDIT ieon on the top left of the
farm page. When the review process is completed and you hove made your selection, please confirm this selection and close the form by selecting
the Close icon on the top left of the form poge.

Once you have submitted to the next phase, you will have read-only access to this staffing request

Status on all staffing requests can be reviewed at the HR Forms Hub website

Thank you.

The form will also be listed in the Staffing Requests History under “Current Approval Status:

Head of School Review”. There is a green “New” indicator on the form.

= Current Approval Status : Head of School Review (1)
A130-S174-15-001 © new Liza Toye 15/06/2015 11:55 Liza Toye 15/06/2015 14:26 Renewal Post
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Save as Draft

If you choose to Save as Draft, the form will be closed.

New Staffing Request
New Staffing Request

The form has been dosed,

The saved form will be listed in the Staffing Requests History under “Current Approval

Status: School Admin Draft”. Click on the file number link to reopen the form.

} A130-S171-15-016 @ new Admin Officer 3 in Anatomy New Post

Error message when submitting a form
If you try to submit a form that has an error, you will see a SharePoint message “the form

cannot be submitted because it contains validation errors ...”
Click OK.

You will be brought back into the form, where you can fix the errors and Submit once again.
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Stage 2b — Head of Area / Head of School
When a Hiring Lead in a non-academic area or a School Administrator in an academic area

has prepared a form and hit “Submit”, an email is sent to the relevant Head of Area or Head

of School.

The Head of Area/School can click on the link (form id number) in the email. This will bring

them directly into the HR Forms Hub and open the form in question.

Staff Requisition

Staffing Request

Summary Information

Reference No  A130-5174-15-001 Current Status  Mead of School Review

Created by Liza Toye Create Date 15/06/2015

School / Area: | Faculty of Health Sciences
Disclpline School of Medicine

Lost Centre 1741 N-.‘!(;r,g
Add Cost Centre

Job Title Library Assistant Nursing School
The Head of Area/School can make amendments to the form.

In order to do any work on this form, the user must be in Edit mode. Click on “Edit Item” in
the left hand corner:
- |
i’ e LT TTEU—
@ﬁ [E) http://winssomtestwf02/hrforms/Lists/HR_StaffRequest/StaffRequ

SharePoint

=] Alert Me
= B
== Delete Item

I
It
i

Edit Close
em
anage Close
Edit Item

Edit the selected item.
I NI TEESSESSSSSSE Ei I =
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The Head of School/Area can make changes to the form, then choose either “Approve”,
“Save Draft”, “On Hold” or “Reject”.

Approve Save Draft On Haold Reject

Approve

If the Head of School approves the form, they will be asked to confirm that they wish to

submit the form to the next stage:
Staff Requisition

Do you want to submit this form?

- Do you want to Approve and submit the staffing request?
Note after you submit it, the approval phase will start outomatically. At this

point you will not be allowed to edit any port of the form

Submit Return to form

When the form has been approved and moves to the next stage, the Approval Status list at

the end of the form will also update.

Approvers/Reviewers Approval Status Date

Head of Area Liza Toye Approved 15/06/2015
Finance Partner Liza Toye Mot Started

HR Partner Liza Toye Not Started

Dean/FEC Liza Toye Not Started
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An email should now be sent to the Finance Partner.

Frome MR FPorew M custe @t e » Sert  Wed 290779015 050
:nmv ‘::::‘r.vﬂ.w WAting renoert ALSS-5124. 15088
=
Finance Partner Staffing Request Approval on A130-5174-15-016 -

Dear Liza Toye,
Please review and approve the staffing request A130-5174-15-016, Termp Executive Officer.

o Staffing request has been created by Liza Toye on 29/07/2015
«  Approved by Head of School / Ares Liza Toye on 29/07/2015

On approval the next phase of the approval process will automatically start, this is the HR Partner review phase

The HR Partner for this staffing request is Liza Toye, If a proxy has been setup, then the approval request will be sent to the proxy,

Open the form by selecting the fink A130-5174-15-016 and to edit, opprove or refuse the staffing request select the EDIT icon on the top left of the
form poge. When the review process is completed and you have made your selection, please confirm this selection and close the form by selecting
the Close icon on the top left of the form page

Once you have submitted to the next phase, you will have read-only access to this staffing request,

Status on all staffing requests can be reviewed at the HR Forms Hub website

Thank you.

The form will also be listed in the Staffing Requests History under “Current Approval Status:

FP Review”. There is a green “New” indicator just beside the file number link.

3 Current Approval Status : FP Review (2)
A130-S171-15-003 Liza Toye 29/05/2015 10:32 Sheila Dunphy 11/06/2015 11:25 Renewal Post
A130-5174-15-001 2 new Liza Toye 15/06/2015 11:55 Sheila Dunphy 15/06/2015 14:50 Renewal Post

Save as Draft
If you Save Draft, the form will close and you can return to it at any time to complete your

information.

New Staffing Request
New Staffing Request

The form has been dosed.

The saved form will be listed in the Staffing Requests History under “Current Approval

Status: HOS Draft”. Click on the file number link to reopen the form.

A130-S171-15-016 @ new Admin Officer 3 in Anatomy New Post
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On Hold

If you choose to put a form On Hold, the form will be closed.

New Staffing Request
New Staffing Request

The form has been dosed,

The saved form will be listed in the Staffing Requests History under “On Hold”.
If you put it On Hold, it will stay in your HR Forms Hub without changing for 1 year, at which

time it will automatically delete.

Reject
If the Head of School rejects the request, the process will complete, the Hiring Lead will be
informed that the request has been rejected. If they wish to start the process again, they

will need to start a new form. The form will be closed.

New Staffing Request
New Staffing Request

The form has been dosed.

The rejected form will be listed in the Staffing Requests History under “Current Approval

Status: Reject”.

= Current Approval Status : Reject (4
A130-5174-15-011 Assistant Professor in Nursing Renewal Post
A130-5174-15-013 Clinical Tutor Replacement Post
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Error message when submitting a form

If you try to submit a form that has an error, you will see a SharePoint message “the form

cannot be submitted because it contains validation errors ...”

Click OK.

You will be brought back into the form, where you can fix the errors and Submit once again.
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Stage 3 - Finance Partner

When the Head of Area or Head of School has approved and submitted a form, an email is

sent to the relevant Finance Partner.

The Finance Partner can click on the link (form id number) in the email. This will bring them

directly into the HR Forms hub and open the form in question.

Staff Requisition

Staffing Request

Summary Information

Referance No 'A130.6174-15-001 Current Stetus  FP Review
Created by  Lizs Toye Creata Date 15/06/2015
School / Area: | Faculty of Health Sciences

Déscipline School of Medicing

Cost Cantre 1741 Nursing

Add Cost Centre

Job Tithe Ubrary Assistant Nursing School

In order to do any work on this form, the user must be in Edit mode. Click on “Edit Item” in

the left hand corner:

@ 2T —

m” | {E’) http://winssomtestwf02/hrforms/Lists/HR_StaffRequest/StaffRequ

SharePoint

Edit Item

Edit the selected item,

The Finance Partner can make amendments to the form, then choose either “Approve” or

“Reject”.

Approve Reject
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Approve

If the Finance Partner approves the form, they will be asked to confirm that they wish to

submit the form to the next stage:

Staff Requisition

Do you want to submit this form?

Finance Partner - Do you want to approve and submit the staffing request?
The next phose of the process {HR Partnier review) will then automatically start. At this point you
will not be olfowed to £dit ony part of the form

Approve Canced

When the form has been approved and moves to the next stage, the Approval Status list at

the end of the form will also update.

Approvers/Reviewers Approval Status Date

Head of Area Liza Toye Approved 15/06/2015
Finance Partner Liza Toye Approved 15/06/2015%
HR Partner Liza Toye Mot Started

Dean/FEC Liza Toye Mot Started
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An email should now be sent to the HR Partner.

flom R Forme fad cunp e Sert  Wea 23072015090
Te U Toye

e L Tuye

Tubject Pasie toview slaifing reguest A130-5174.25.014

» ATt

HR Partner review on Staffing Request A130-5174-15-016

Dear Liza Toye,
Please review and approve the staffing request A130-5174-15-016, Temg Executive Officer.

+ Staffing request created by Liza Toye on 29/07/2015
+ Approved by Head of School / Area Liza Toye on 29/07/2015
+ Approved by Finsnce Partner Liza Toye on 29/07/2015

On approval the next phase of the approval process will commence; this is the Senlor Level spproval phase.
The Dean of the Division / FEC / Vice-Provost / CEO /CFO for this staffing raquest is Liza Toye.

On approval where there is no change with financial impact, the next phase of approval with start automatically, this is the Head of the Davision
[FEC/ Vice-Provost fCFO /COO0 approval phase.

Open the form by selecting the link A130-5174-15-016 ond to edit, approve or refuse the stoffing request select the EDIT icon on the top feft of the
form page. When the review process is completed and you have made your selection, please confirm this selection and close the form by selecting
the Close icon on the top left of the form page.

Once you have submitted the next phase, you will have read-only access 1o this staffing request.

Status on all staffing requests can be reviewed at the HR Forms Hub website

Thanks you =

The form will also be listed in the Staffing Requests History under “Current Approval Status:

HR Review”. There is a green “New” indicator on the form.

= Current Approval Status : HRP Review )

A130-5171-15-009 Liza Toye 05/06/2015 09:20 Maurice McBride 10/06/2015 14:35 New Post

A130-S171-15-010 Liza Toye 10/06/2015 14:16 Sheila Dunphy 11/06/2015 11:56 Renewal Post
A130-5171-15-011 Liza Toye 10/06/2015 14:36 Sheila Dunphy 11/06/2015 11:57 New Post
A130-5174-15-001 @ new Liza Toye 15/06/2015 11:55 Sheila Dunphy 15/06/2015 15:43 Renewal Post

Reject
If the Finance Partner rejects the request, the process will complete; the Hiring Lead will be
informed that the request has been rejected. If they wish to start the process again, they

will need to start a new form.

The form will be closed.

New Staffing Request

New Staffing Request

The form has been dosed.
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The rejected form will be listed in the Staffing Requests History under “Current Approval

Status: Reject”.

Error message when submitting a form

If you try to submit a form that has an error, you will see a SharePoint message “the form

cannot be submitted because it contains validation errors ...”
Click OK.

You will be brought back into the form, where you can fix the errors and Submit once again.
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Stage 4 — HR Partner

When the Finance Partner has approved and submitted a form, an email is sent to the

relevant HR Partner.

The HR Partner can click on the link (form id number) in the email. This will bring them

directly into the HR Forms Hub and open the form in question.

Staff Requisition

Staffing Request

Summary Information

Reference No  A130-5174-15-001 Current Status  HAP Review
Crestedby  Liza Toye Create Date 15/06/2015
School / Area: | Faculty of Health Sciences

Discipline School of Medicine

Cost Contre 1741 Nursing

Add Cost Centre
lob Tithe Ubrary Assistant Nursing School

In order to do any work on this form, the user must be in Edit mode. Click on “Edit Item” in

the left hand corner:

thts /HR_StaffRequest/StaffRequ

— Item
Edit Close
Item
Manage Close
Edit Item

Edit the selected item.
INI. TEESSSESSSSE Ei I &

The HR Partner can make amendments to the form, then choose either “Approve” or

“Reject”.

Approve Reject
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Approve

If the HR Partner approves the form, they will be asked to confirm that they wish to submit

the form to the next stage:

Staff Requisition

Do you want to submit this form?

HR Partner - Do you want to approve and submit the staffing request?
The next phase of the process (Dean/FEC approval) will then automatically start. At this point you
will not be allowed to edit any part of the form

Approve Cancel

When the form has been approved and moves to the next stage, the Approval Status list at

the end of the form will also update.

Approvers/Reviewers Approval Status Date
Head of Area Liza Toye Approved 15/06/2015
Finance Partner Liza Toye Approved 15/06/2015
HR Partner Liza Toye Approved 15/06/2015
Dean,/FEC Liza Toye Mot Started
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An email should now be sent to the Senior Lead (the Dean, Vice-Provost / CEO / CFO etc.)

From L Forme MU cusnpgnod o > Sentr T 28,07/ 2015 1604

Te L Tose
‘:.;x-..-r :‘-:i::ﬂlu NS approwe vathing reguest 4190577425088 Coneesl Tutor ”
Senior Level (Dean / FEC/ Vice-Provost / CEO /CFO) review of staffing request A130-5174-15-013 -

Dear Liza Toye,

Please review and approve the staffing request A130-5174:15.013, Clinical Tutor, submitted by Liza Toye on 28/07/2015. This request has been
approved by:

+ Staffing request created by Liza Toye on 28/07/2015

+  Approved by Head of School / Area Liza Toye on 28/07/2015;

« Approved by Finance Partner Liza Toye on 28/07/2015;

« Approved by HR Partner Liza Toye on 28/07/2015
Open the form by selecting the fink A130-5174-15-012 ond to edit, approve or refuse the staffing request select the EDIT lcon on the top left of the
form page. When the review process is completed and you have made your selection, please confirm this selection and close the form by selecting
the Close icon on the top left of the form poge.
On completion of the approval process, you will have read-only access to this staffing request.

Status on all staffing requests can be reviewed at the HA Forms Hub website

Thank you.

The form will also be listed in the Staffing Requests History under “Current Approval Status:

Senior Level Review”. There is a green “New” indicator on the form.

3 Current Appraval Status : Senlor L

AL3C-5171-15-007

Review (2)
Lza Toye 29/05/2015 1416 sheds Dunphy 08/06/2015 10:33 New Post

ALIC-5174-15-001 o mv L= Toye A5/00/2015 1155 Sheila Dunphy 13/06/3015 1627 fSenewal Post

HR Partner changes

If the HR Partner makes changes that have a financial implication (a change of payscale or
change of funding percentage, for example), the form will be sent back to the Head of
School and Finance Partner for review and approval of the changes. The HR Partner edits

the form, and hits Approve as usual. In this case, an email will be sent to the Head of

School:
From MR Formz Mud <uatsp@tod. = >
T Cratna Reynods
tc Lizs Toye; Donal Moore
Subject Planie review ttarfing tequet A136-5171-15-016 tullowing finandal change made by HR Patne

Head of School / Area review of changes to Staffing Request A130-5171-15-016 by HR Partner

Dear Christina Reynolds,

Please review staffing request A130-5171-15-016 submitted by Liza Toye. The HR Partner has adjusted data with financial impact,

cmmccccnd e A B Al caaad 2 P
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The Head of School can then review and approve these changes. An email will then be sent

to the Finance Partner:

From: HR Forms Hub <uatsp@tcd.ie>

Ta: Maurice McBride

Cc Liza Toye; Christina Reynolds

Subject: Please review Staffing Request A130-5171-15-016, submitted by Liza Toye. HR. Partner Donal Moore has adjusted data with financial impact. These changes ha

Finance Partner review of changes to staffing request A130-5171-15-016 by HR Partner

Dear Maurice McBride,

Please review staffing request A130-5171-15-016, submitted by Liza Toye.

HR Partner Donal Moore has adjusted data with financial impact. These changes have been review and approvedd by:

The Finance Partner can then review and approve these changes. An email is then sent to

the HR Partner:

DL6, Admin DIficer 3 In Anatomy, foSaweng approval of financisl change agpted

Final HR Partner approval review - A130-5171-15-016

Dear Donal Moore

Following changes to financial data and approval by the Hire Manager, Head of School and Financial Partner, Please review and approve

On approval the next phase of the approval process will commence automatically. This phase is the approval of the head of the Devision:

The HR Partner is now in the position to Approve the form, where it will carry on to the next

stage, Senior Level approval.

Reject
If the HR Partner rejects the request, the process will complete; the Hiring Lead will be
informed that the request has been rejected. If they wish to start the process again, they

will need to start a new form.

The form will be closed.

New Staffing Request
New Staffing Request

The form has been dosed.
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The rejected form will be listed in the Staffing Requests History under “Current Approval

Status: Reject”.

Error message when submitting a form

If you try to submit a form that has an error, you will see a SharePoint message “the form

cannot be submitted because it contains validation errors ...”
Click OK.

You will be brought back into the form, where you can fix the errors and Submit once again.
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Stage 5 — Senior Level Manager
When the HR Partner has approved and submitted a form, an email is sent to the relevant

Senior Level manager (Dean / Head of Division / Vice-Provost / COO / CFO etc.).

The Senior Level manager can click on the link (form id number) in the email. This will bring

them directly into the HR Forms Hub and open the form in question.

Staff Requisition

Staffing Request
Summary lrnformratiron

Reference No |A130-5174-15-001 Current Status |Senior Level Review
Created by Liza Toye Create Date 15/06/2015

School / Area: | Faculty of Health Sciences
Discipline School of Medicine

Cost Centre 1741 Nursing
[JAdd Cost Centre

Job Title Library Assistant Nursing School

In order to do any work on this form, the user must be in Edit mode. Click on “Edit Iltem” in

the left hand corner:

hefperr/Lists/HR_StaffRequest/StaffReq

= - »
@ﬁ ) {E) http://winssomtestwf02/

SharePoint

Edit the selected item,
I @] T"TEESESSEEEESE T 1 3

The Senior Level manager cannot make amendments to the form; they can select

“Approve”, “On Hold” or “Reject”.

Approve On Hold Reject
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Approve

If the Senior Level manager approves the form, they will be asked to confirm that they wish

approve the staffing request.

Staff Requisition

Do you want to submit this form?
Head of Division - do you want to approve the staffing request?

Note that once approved, you will not be able to edit any
part of the form.

When the form has been approved, the Approval Status list at the end of the form will also

update.
Approvers/Reviewers Approval Status Date
Head of Area Liza Toye Approved 21/07/2015
Finance Partner Liza Toye Approved 21/07/2015
HR Partner Liza Toye Approved 21/07/2015
Dean/FEC Liza Toye Approved 21/07/2015

An email will now be sent to the Hiring Lead, confirming that the form has been approved:

From: HR. Forms Hub <uatsp@tcd.ie>

To: Liza Toye

Cc Liza Toye

Subject: Staffing request A130-5174-15-0038 has final approoval.

Staffing Request A130-5174-15-008 - Final Approval

Dear Liza Toye,

The Staffing request A130-5174-15-008 has been approved by Liza Toye or their proxy on 21,/07/2015.

At this stage the staffing request record is read only.

Thanks you.

The information from this approved form can now be pulled into the FEC spreadsheet by

the HR Partner.
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On Hold
If the form is put On Hold, it will stay in the HR Forms Hub without changing for 1 year, at

which time it will automatically delete.

Reject
If the Senior Level manager rejects the request, the process will complete; the Hiring Lead
will be informed that the request has been rejected. If they wish to start the process again,

they will need to start a new form.

The form will be closed.

New Staffing Request
New Staffing Request

The form has been dosed.

The rejected form will be listed in the Staffing Requests History under “Current Approval

Status: Reject”.

Error message when submitting a form
If you try to submit a form that has an error, you will see a SharePoint message “the form

cannot be submitted because it contains validation errors ...”
Click OK.

You will be brought back into the form, where you can fix the errors and Submit once again.
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FEC Spreadsheet

When the form has gone through to Final Approval by the Dean, it will now appear on the

FEC spreadsheet view.

Staff Zequisition & Nomination

LA e lan Owr Ners TRmatPuntapn v SSrtras Ty st i P Sy Cate Py lenie Dietan N berme an Cate Pre Des GemactVipe S5t Dums (04
Focultyod 5171 Scheclof Leowrer o Sznewal 1684 NURSE TUTOR GLOR0TS - TLAT/01E - Faed T ven
Haalth Modcee  Schouol of ot |GENERAL
Soences Nursng
Componle (0 i K Marager Seww Dend (el ADVENISTRATIN § SANR/NES  UROR/2000  Fewd Teem it
Senncet Sescurces
Dwinon
Ffeulyo! SN School et Asustant Seaw Dot ey LECTUREN GUIGA20LS 30062017  Fised Tom Yieal
Maaith Medcre  Prolesser in
Sclences Chdaren's

Nursng
Faultyo! St sthootof  motesate Fanewasl L08 PROFESSOR O/E/ 2015 - 052672017 - Flaed Tam Yot
Health Mrsire Poxt
Sasocs
Facuftyod S171 Sthootof  Lechae Sepocement 1LLA LECTURER Eleett Swpeney LANT/2003  30007/2017  Fleed Tem Yeat
Hedlth Modiire oGt duct HEONTRAR
Soencis
facultys! o111 Sthociof  Admm Ofess Noww Bant 3m ADVERQSTRATIVE 2 QLONA0TS  3000/2018  Flsed Ters Atonth
Health Meodome 3 (n Anatomy
Lot

This view can be exported to Excel, for use by Human Resources to process each Staffing

Request.
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Editing

When you have started a form and saved it as draft, you can come back to work on it at any
time. Click on “Staffing Request Home” in the navigation, to go to the Staffing Requests

History list.

In this example, there are two forms that are currently saved as draft. One of these is new —

it has a small green “new” notification beside it.

= Current Approval Status : HM Draft (2)
A130-5171-15-001 Liza Toye 26/05/2015 09:51 Liza Toye 26/05/2015 10:00 Renewal Post

A130-5171-15-002 & new v | | Liza Toye 28/05/2015 10:10 Liza Toye 28/05/2015 10:10 Renewal Post

Click on the link to theform’s reference number to open the form.

When the form opens initially, you will not be able to edit it. Click on the Edit Item icon in

the top left hand corner to allow editing.

SharePoint

[= Alert Me

M
O
m

&, E@ Copy Current View:
x T X
L] X Cut v

5 Edit item
Save Close Paste Delete

= Ty ird e YE e Tewe
Commit Clipboard Actions VIEWS

When you complete your changes, you can again Save as Draft, if required.
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Permissions

Who can do what?

Hiring Lead: Submit Save as Draft Delete
School Administrator: | Submit Save as Draft

Head of Area Approve Save as Draft | On Hold Reject
Finance Partner Approve Reject
HR Partner Approve Reject
Senior Level Approve On Hold Reject
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Appendix 1: Source of Funds Codes

Where staff are funded using a General Ledger (GL) code, the following 3 codes are the only

available options to select from.

Code

Description

Detail

ECF
Category

1112

Core Funding

This includes all Cista Communis staff.

Staff coded to this code are included in the ECF
staffing allocation headcount (aka HEA headcount).

Staff previously coded as 3102 (HEA targeted
initiatives) have always been included in the HEA
headcount, but will now have their codes changed to
1112 for consistency.

11

1212

Exchequer
Funding
(Non Core)

Exchequer funded, but not Core Funded.

This includes staff funded from Research Overheads
where the Research has been funded from Exchequer
Sources.

Examples include: SFl overheads, Enterprise Ireland
overheads, funding from any Government
department.

1.2

3100

Non-Exchequer
Funding

This includes any funding that has not come from the
Irish Exchequer.

Examples include:

e Commercial revenue,

e Benefactions,

e International student income

e Research overheads where the Research is funded
from the EU or private sources

And various other sources

13
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Funding Administrative Systems

System

Detail

GL — General Ledger

Uses the Project Code for the administration of staff costs.
This comprises a 7 digit Activity Code + 4 digit Source of Fund.

Most staff are on GL codes.

Poeta — Research Staff

Research staff working on Research Projects funded by a Research
award are coded using the Poeta system. This is a 13 digit code

commencing with the digit ‘2’.

Source of funds codes do not apply in these instances as the Research

award forms part of the code.

AR — Accounts Receivable

These are also known as Charge-outs. The employees’ salary is paid by
Trinity, and then the cost (or part of it) is invoiced to a third party

organisation for re-imbursement.
These are 12 digit codes commencing with the digit ‘5.

Source of funds codes do not apply in these instances as the Accounts

Receivable code must be used.
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