Staff Requests - HR Confirmation Guidance
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1. Accessing the approval Request

You will receive an email like the one below:

Please click on the following link to view the details of the request and to make your decision.
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F¥%2Fleeds. stonefish co.uk%2FVR%2FRequest.aspx¥%3Frequestid%
30661 &amp;data=05%7C01%7CC Baillif¥%40leeds. ac. uk¥% 7Calc8d5 710147404 3485c08da38d3bb1e% 7Chdeaeda8c81d45¢e863e5232a535b 7cb% 7C1%

7C%ICHICRamp;sdata=GEKWKppFycz ThvekmHHpQ3E TEEY3S3XR2GAOF 7YUZtw%3D&amp;reserved=0

Human Resources
University of Leeds

By clicking on the link contained in the

email, you will be taken straight to the
progress tab of the staff request.

1 I ) I )

Messaging Save Withdraw Confirm Reject
Please approve or the finished request.

Progress | Request Details \ Job Advert \ Selection Criteria \ Notes
Stage Name Result Date
Request Submitted Submitted 05/01/2023 14:17
HR Approval Approved 12/01/2023 17:06
Finance Approval Approved 13/01/2023 15:54
Head of School/Institute Approval Approved 17/01/2023 10:37
UEG Approval Approved 20/01/2023 12:07
HR Confirmation Pending Action Send Message

HR Officer - LUBS SES Faculty team

Show Approvers  Edit Approver
| @ Al | Current | None

You will be able to see that there is a HR
Confirmation pending. To open up the
form, click Next.

NOTE: when you click Next the form will appear, you will be able to review the details but not edit them.

0135-22 - Joe Bloggs, Administrator @ tD E‘ a E‘
" Save = cont eje

Please approve or reject the finished request

’—‘pmgmsﬁ Request Details '—|Nms

Online Staff Request Form The information in this section is READ ONLY
Requested by

Stephanie Corbett

Once you have reviewed the
form, you can confirm or
reject the form by clicking
here.

Submitted: 23/06/2022 13:44

NOTE: at this stage of the process, you will be able to review the
form, but not make any changes. If there is anything wrong with
the form, you will need to reject the request as shown below.



2. Confirm Request:

Confirm Request a

0! Pleasze note: You are making a decision on behalf of the current approveris)

' Send Emails:

= confirm Cancel

3. Reject Request:

I -

Please note: You are making a decizsion on behalf of the current approver(s)

Respo Send Emails:

el Reason:
-- Please selact - v

— Please select —

- Errer on request form - give details below
| Job description not appropriate - give details below
cha/( QOther - give details below
. | Post no longer required - give details below
Rl Post on hold - give details below A
Problems with finance/budget - give details below

Q] &l

Confirm Cancel

— Rejection

Reject Request [ x|

Plzase note: You are making a decision on behalf of the current approver(s)

3P0 gend Emails:

Il Sci
Reason:

[Error on request form - give details below v

-

Notes:

\

a |

o

\

Confirm Cancel
Rejection

The request has been finished. You can create a new job based on this information using the 'Create Job' butfon.

Progress | Request Details | Job Advart | Selection Criteria | Notes |

If you approve the request, this box
will appear where you can leave any
notes. You can then Confirm.

Notes: //
U /

If you wish to reject the
request, you must select
the reason from the drop
down menu.

You should give further details of why
you are rejecting the request in the
notes box.

Then click on Confirm Rejection.

NOTE: If you reject the request, the form
will be sent back to the Hiring Manager
to make any amendments etc.

) &)

Wtharw Create Jobs

If you approve at this stage,
the form will show as

Request Submitted
HR Approval
Finance Approval
Head of Schoalinstitute Approval
UEG Approval

HR Confirmation
HR Officer (confirmed by Rachael G )

@ All | Current | Nona

confirmed.

Submittad
05/01/2023 10:12

060112023 0825 NOTE: You can now share
'xm i the reference number with

the HR Team/Administrators
who will be setting the job to
live.

24/01/2023 12:19



4. Create Job- recruitment only
Once you have confirmed the request, this
message will appear at the top of the page.

Request Admin  Print/Download Request  User Guide Retun to Requests

0146-22 - Test 14.07 ’Q @

Withlram Creats Job
The request has been finished. You can create a new job based on this information using the 'Create Job' bution

Progress Request Details | Job Advert | Selection Criteria | Notes

You can click on the Create Job icon to

proceed.

Once you have clicked on the icon, the job will appear with a
new job reference on Stonefish as shown below:

Add New Job

View SRF Printed Form

Note : & * denotes a mandatory field

Title* [Test 14.07

Reference* |s ESSP1270 |

Application Form™ |App|icati0ns Vl

Allow Document Upload

Category™® | Professional & Managenal hd

Location™ [ Leeds - Main Campus bl
Faculty/Service™ | Faculty of Environment ~
School/Institute™ [ school of Earth and Environment v

Section® [ School of Earth and Environment v

Internal ™

Agency O®

5. How to retrieve the job and make it live

Go to https://jobs.leeds.ac.uk/Logon/ and log on using the staff login as shown below:

University of Leeds Staff Login

If you are a member of staff at the University of Leeds, please click the “Staff Login” button to access this site.

Staff Login

Once logged in, click on the ‘ADMIN’ tab

on thV

RENT VACANCIES ~ HOW TO ¢ CRIMINAL REC WORKING AT LEEDS ~ CO FAQS
. ) . O¢
My Recruitment & Promotions =
) My Details
Q Jobs @ My Applications @ Academic Promations

Advanced Search Submitted Applications (1) New Promotion Applicatian


https://jobs.leeds.ac.uk/Logon/

Once on the Admin page, click on the Vacancies tab as highlighted below:

Vacancies | VM | SREF | My Recruitment | Back to site | Log Off |

The vacancy page will appear:

Add New:

[Speculative]

Applications:
[Search] [Surveys] [Applied]

Edit:
[Wacancy Configuration]

Applicant Email Search:

Search

Job Title/Ref Search:
<

Released

View: |Jobs V|

Released Pending Release Requiring Acti

CSLIB1000 M
Search for the job by adding

the job reference number (or

= |
/

View:

+ Released
Pending_Release
Requiring_Activation
Closed, not Finished
Einished

LR

The job with that reference number (or multiple jobs if you have searched by job title) will appear.

for the correct job:

Search For 'lecturer’

View:

|

job title) here and clicking
search.

Click on Edit

Relessed Pending Relesse Requiring Activation Closed, not Finished Finished

Hiring Manager

Options

001514 Lecturer

002514 Senior Clinical Lecturer with Di
MAPMA1000 lecturer in statistics

Add New Job

Open Mo Matt Testchairman H View Edit
BS Open N Matt Testchairman 5 [} View Edit
Open No Matt Hiringman 0 0 View Edit

View SRF Printed Form

Note : A * denotes a mandatory field

Title* [Lecturer

Reference®

Application Form*

Allow Document Upload
Category’ [Academic ~
Location® Leeds - Main Campus v

Faculty/Service™ [Faculty of Biological Suences

~]

School/Institute= [Scheol of Biclogy

v]

Internal O
Agency o®@
Redeployment

No Redeployment
Standard Redeployment

View Redeployee Matches

) No Open Stage (this can be released at a later date)

The job will appear and you will now be
able to enter any further information
such as the shortlisting and interview

(Please nate, this cannot be changed after the job has been created)

Redeployment Open d t . f k
Release Date™ [20/07/2022 | [eaimmivryy @ ates Ir known.
e [03/08/2022 | [17708/2022 [

Shortlist By Date |

[dd/mm/yyy

[ad/mmiyyyy

=

Interview Date

[3a/mmyyyyy |

[aa/mmivyyy D

‘To be confirmed™

To be confirmed”

— =

See advert” See advert
®) Blank (®) Blank

Job Family [Academic v]
Job Grade* [Grade & v| To[Grades v]
Salary [a2149 | To[s0zse |
Salary Suffix -~ Select text or write below --

[per annum ]
Salary Extra [ |
Funding ® core O External Funding
Working Time [ ]
Post Type ® Full Time O part Time () Full Time Term Time ) Part Time Term Time () Full Time/Part Time (). Hourly/Variable
Centract Type ® Ongoing ) Fixed Term



Post Type ® Full Time () Part Time ) Full Time Term Time () Part Time Term Time ) Full Tim

Contract Type ® oOngoing ) Fixed Term
Restricted ] ®
Direct Link Only 0O®

HR Application Approval O ®
Anonymous Shortlisting ] ®
UKVI Sponsorship

Unavailable U ®
Footer Mo Footer hd
Number of Referees You should also enter the Hiring

Hiring Manager® & fgearchy Manager and HR contact information.
Assistant [Search]

Shortlisters Mone Selected [Search]
HR Contact® None Selected

Additional HR Contacts Test Redeployee (tredep) [Remove] Search] [Select Myself]

Deletion Period 6 Months | [From finished date]
Re-Advertising First time advertised ¥

Recruitment Sources Jobecentre Plus [Edit Sources]

Beloct Myself] Add any further admin notes required.

Jobs.ac.uk

Other

Teld about role from a colleague
Told about role from a friend
University website

Admin Motes /

You can then click next to move on.

You will then have the opportunity to review the Killer questions, Selection criteria and the Job description.
NOTE: you can still make changes to the formatting at this point, as you would do normally.

we are dedicated to diversifying our community and we welcome the unigue contributions that individuals can bring, a
people. Candidates will always be selected based on merit and ability.

We have identified that are currently underrepresented in this role and particularly welcome applications. Candidates
Information for disabled candidates
Information for disabled candidates, impairments or health conditions, including requesting alternative formats, can be

Criminal Records

This pest is subject to the Rehabilitation of Offenders Act 1974 (Exceptions) Order (as amended) and as such, applicar
and where relevant, equivalent overseas authorities.

When you have reviewed these areas,

. / you can click on finish.
SEO Description:
/

SEOQ Keywords: [Comma separated | e T2l words)

Y

Once you have finished, the job will appear complete. You can then preview the Job and person specification
as below:

Go to job in VM
Go to request in SRF

Title Lecturer

Reference uoL1014

Advert URL https://leeds. stonefish.co.ukfUOL1014

Application Form Type  Applications
Allow Document Upload ~ Yes

You can preview the job by clicking on
preview.



The job will then appear.

CURRENT VACANCIES ~ REDEPLOYMENT ~ HOW TOAPPLY ~ CRIMINAL RECORDS ~ WORKMNG ATLEEDS ~ CONTACTUS  FAQS

Search Jobs

Keyword Search

I'T" Project Manager \ \

Grade 7 (£35,333 - £42,155 p.a. Circa £50,000 p.a. depending on experience)

This role will be based on the University campus with scope for it to be undertaken in a hybrid manner.

We are also open to discussing flexible working arrangements. Login Options

Are you an IT Project Manager excited by the opportunity to shape and define the project delivery

of the University’s digital transformation? The University of Leeds is always looking for
experienced, driven, and dynamic project managers to join our team. Read more about the role
below and if you think you’d be a goed fit, we want to hear from you! You can apply directly
through our website. Recognising this is a fast-paced environment, you will receive a quick
response to your application.

You will be allocated a mixed caseload of IT projects across the entire lifecyc
closure so you will need excellent organisational skills and be able to effectively
and drive the successful delivery of all your projects. You will also be skilled at

frominitiation through to

ur own work

h a diverse

range of stakeholders and be able to effecti

ly | to project stakeholders working w
managers and technical teams to ensure projects are delivered effectively and efficiently

, including budgetary and financial Bronze Award

h delivery

You will be able to effectively present inform

2 in a range of for

information, demonstrating a high

| of attention to detail and be experienced in working with a

Q

t management methodology such as Agile or PN

structured or formalised proj

What we offer in return

26 days holiday plus 16 Bank Holidays/days that the University is closed

tom (including everyone included, everyone involved

Christmas) - That’s 42 day -

You can preview the Candidate Brief, including the Person Specification, by scrolling to the bottom of the
page:

Location: Leeds - Main Campus
Faculty/Service: IT

School/Institute: I T Data Services
Category: Professional & Managerial

Grade:

Salary: £42,15
OO0 p.a. depel Td\Tg on experience
Working Time:
PostType:  Full Time Select Candidate brief by

Contract Type: Ongoing

clicking on the downloads.

Release Date: ~ Thursday 26 January 2023

Closing Date: ~ Open Until Filled

Reference: ITDSV1005
Downloads:
Email d ien

The Candidate Brief will appear:

‘ NOTE: Once previewed you
UNIVERSITY OF LEEDS can go back into the job and

make amends to the

CANDIDATE BRIEF formatting etc, as you would

IT Project Manager, IT have done previously.

The request is now
complete.




6. Change requests

You can still view requests which have been fully confirmed and are waiting to be actioned on SAP. To do
so, set the filter to finished, and only fully completed requests will show in the results.

No action is required by you on anyrequests

1
Resource Requests Chapfle Requests | Promations (Resourcing) ‘ Academic Promotions ‘ Promotion Appeals ‘ Requiring Job Creation (22) ‘
Show

ID Staff Member Job Title Change Type Last Update

0243-22 DJLeo DJ Leo, Testing shared inbox - Act Up/Additional Responsibilities Act Up 13/09/2022 14:10
0232-22 Smith Sam Smith Sam, Final Test change to FTE - Change to FTE FTE 08/09/2022 11:51
0191-22 Sam Smith Sam Smith, Unknown - Change to FTE FTE 07/09/2022 16:16

NOTE: All requests within this section can be actioned both on

Click into the relevant request to view
q SAP and the standard issuing of paper work to the employee.

its full details.



