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Introduction

Welcome to PiP your new, accessible HR and Payroll system.

This PiP *Full’ user guide is designed to support you with logging in and using PiP For My
Team (Manager Self Service).

PiP For My Team enables you to manage your team more efficiently. When logging in you
can see who in your team is in or out of the office and for what reason and you will also
have access to your teams’ personal, employment and absence information.

This guide includes detailed process maps and step by step instructions for each HR
process.
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Accessing PiP

You can access PiP For My Team in various ways:

e On a government networked PC e.g. a PC terminal in a government work location
e.g. a ward at Nobles, Ellerslie Depot, St Andrews House etc

¢ On a government device e.g. tablet PC, iPad, smartphone

e On your personal device via Government remote access only e.g. tablet PC, iPad,
smartphone

e On your personal computer or laptop via Government remote access only

You do however, need an e-mail address in order to access PiP

If you have a government device the PiP application will automatically appear as an icon on
it when the system goes live.

If you want to use remote access via your own computer or laptop you will need to use the
following website address:

https://pipformyteam/tlive_web

Save this as a favourite in your web browser to make it easier to access in future

As a line manager you will also have a login for the PiP For Me (Employee Self Service)
portal for all your own personnel needs.

Logging on
You will be sent an email containing the URL link to access PiP. Your login details will be the
same as your login you use to access the IOMG network.

Any issues logging in please contact the PiP Helpdesk on 685999.

Please use Google Chrome as your web browser, if you use Internet Explorer you may
experience error messages and slower performance.
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This is the login screen for PiP For My Team:

8 Login

Here's the login box:

pip @ Login

Uszer name

Type your Username and Password in the
Forgotten user name? fields opposite and then click the Login
' button

Password

Forgotten password?

@ Contact adminiztrator

6|Page



/fb\ Office of
b Human Resources

Logging in to PiP For My Team for the first time

When you log into PiP For My Team for the first time you should check the following
information:

e My Staff — check your team is correct and all the staff who you line manage are
visible under My Staff

e Terms & Conditions — check all your staff have the correct Terms and Conditions
applied to them

If you find any details which are incorrect please contact the PiP Helpdesk Team
ipsupport@gov.im or call them on: 685999.

The Homepage
This is the PiP For My Team Self Service homepage:

= e L e 1 ]

Hello Aley
it gy 52

@

welcome to B for me

Out oF oifice Eodey {MePhersn, Ale Mdmm] Wefcame ko £ taf Wy Team Frequentiy fizked Questiars

The PiP For My Team dashboard is where you can access your teams’ information, action
key management tasks, manage your team’s absence and access real time management
information to enable you to manage your team more efficiently. You can also run reports
and analytics on your staff from this screen.

Your to do list is also accessible from this screen.

Note: When navigating around PiP For My Team please use the links and menus
within self-service to move from one screen to another. Do not use the back
arrow at the top of your internet explorer/google/fire fox screen as this will
cause a security warning to appear and you may have to log out and back in to
the site.

7| Page



Office of
Human Resources

Part of your role as a line manager is to review and approve or decline the following
requests and tasks from the team than you line manage:

Your To do list

e Annual leave requests

e Flexi leave requests

e TOIL requests

e Sickness absence

e Special leave requests — these should always be discussed and verbally agreed first
before your staff member puts a request through on PiP

e Overtime claims (N.B. Overtime claims will be introduced at a later stage)

e Other time claims (allowances, additional hours etc. N.B. these claims will be
introduced at a later stage)

e Mileage claims

e Business insurance

e Expenses claims

There may be other actions you need to undertake that appear as items in your To Do list
that aren’t generated initially by one of your team members. These could include, but aren’t
limited to the following:

e Changes in the hours and working pattern for one of your team
e Changes in the employment details for one of your team

This is your To do list:

The number here
shows the number

of outstanding
tasks in your list

Todolist(4)  Processes (0)

Use the scroll
button here to

e E scroll down
| | On hold on|
A "3 through your To
Approve Position End Date Change * Petey Griffin - M987654 N do list
HR Team <
* Due: 13/09/2017
L
- REQUIRES AUTHORISATION | More...

Holiday absence details + Bobby Sideshow - M0O00010
HR Team

@ Start date: 04/09/2017
End date: 07/09/2017
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Viewing a task on your to do list
To view a task on your To do list simply click on it:

\

To do list (4

| | On hold only

@)

O

HR Team
* Due: 13/09/2017

REQUIRES AUTHORISATION |

HR Team
Start date: 04/09/2017
End date: 07/09/2017

),

Approve Position End Date Change * Petey Griffin - M9876

Holiday absence details « Bobby Sideshow - M000010

Processes (0)

More...

s

Your screen will now look like this:

Office of
Human Resources

Holiday period

Holiday period®

Absence type®
Authorisation

Autharisation
User name

Authorisation status®

Reason

@ Sideshow, Bob

Holiday absence details Bobby Sideshow ~.- menu

More than one day v
Holiday start
Holiday start date®  04/09/2017
Holiday start type  Full day
Haliday end
Holiday end date® 07/09/2017
Holiday end type  Full day
Absence
Persongl holiday ¥

Awaiting authorisation

JON SNOW

9|Page



\ Office of

4/ Human Resources

Authorising a task in your to do list

Within your To Do list simply tick the check box next to the task and click on Actions —

Authorised, Not authorised or on hold

TO DO LIST(12) PROCESSES (0}

Mot authorised

" Onhold

ACTIONS
\ .

O Holiday absence datails Bobby Sideshow - MO0

i | REQUIRES AUTHORISATION | More...

You also have the ability to authorise an annual leave request once you have clicked on the

task to view it in more detail.

Haliday period

Hefigay pericd®  Full day
Holiday start
Holiday start daie®  D4/04/2018
Haliday end
Absence

Abzence type®  Fersonal holiday
Althorisation  Awaling authorisation
Authorisation
User name JON SNGY

Authorization stalus® v

Reeson

‘ — Holiday halances “

HR Business Partner - PSC CS Annual Leave BandsC-F

Haoliday period Entitlement Taken  Scheduled Balance
I 01/08/2017 - 31703/ 2018 {Part] 230.5H 105 H OH 126.5 H

01/04/2018 - 317037200110 FeaH 105 H 225H 19085 H

01/04/2019 - 31/03/2020 237 H OH OH 237 H

Once a task has been actioned an email is sent to that team member

Click on the drop
down list to select
the authorisation
status

For holiday
requests there is a
free text to add
any comments.

Note: This
message will not
be visible to your
team member, it is
for your record
only.

Click on Holiday
Balances to view
your team
members
remaining
entitlement

confirming their request has been authorised, not authorised or put on hold.
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Please note that if a task in your To do list isn't authorised by you within seven
days it is automatically re-directed to your line manager.

ﬁ\) Office of

N.B.: (Although the paperclip icon @ appears in this screen, documents cannot be
uploaded into PiP at this time, for the time being documents should continue to be managed
following your current departmental processes).

Sorting your tasks in your to do list
You can sort the tasks in you're to do list by using the Sort by and Filter tools:

TG DO LIST (7) PROCESSES

Filter All active W Sort by Duedate w !

Click on the drop down list to organise your to do list by tasks on hold, not authorised, task
type, due date etc.

Amending the details of a request in the to do list
Should you need to amend the details of a task before approving you can do so (i.e.
updating the end date of a sickness absence.

Click on the task to open the request in more detail and amend the details. We recommend
that you have a conversation with your team member to discuss the reason for the
amendment before authorising on PiP.

NB: Managers please note that if your team member also holds other positions within
Government, you may receive workflow emails and possibly authorisation tasks for their
other positions.

If you receive a workflow email for their other position which you do not manage, please
check your ‘To Do’ list to see if you have also received an authorisation task.

If you have only received a workflow email and have not received an authorisation task,
please disregard the email.

If you have received an authorisation task, please do not click on the task and simply
contact the PiP Helpdesk on 685999 or pipsupport@gov.im. The PiP team will then
check that the proper authorisations are actioned.

There will be a system update from the suppliers of PiP in the near future which will fix this
issue, we appreciate your patience and cooperation until the update is made.
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Process Matrix for PiP Tasks Requiring Authorisation

This matrix provides a breakdown of the type of tasks managers can expect to receive in their To Do list and what the process is should the
manager not be available to action the task, for example if they are on leave.

Task to be Authorisation Who instigated
Authorised | required the Action
Special

Leave (Paid
& Unpaid)

Sickness
Absence

What to do if the Authorising Manager is not there

. The line Employee

manager

. Manager’s

Manager
Admin Role User
. The line Employee
manager

Leave authorisation task for 7 days to escalate in PiP. The
Manager and/or Manager’s Manager will approve the Special Leave
request once they are back in the office (as applicable).

If the Employee’s Special Leave date falls before the Manager and/or
Manager’s Manager is back in the office, the Employee’s Special
Leave can be agreed verbally by either the Manager or the
Manager’s Manager and PiP can be updated after the fact.

If the authorisation is urgent and cannot wait until the
manager returns please contact the PiP Helpdesk 685999.
Admin Role User to discuss the Special Leave with Manager and/or
Manager’s Manager when they are back in the office, the Managers
can then take any action as necessary.

The Employee should still call in to advise their workplace of their
absence for operational purposes.

The Manager/Supervisor who speaks to the Employee should advise
the Employee that their Sickness Absence will be on hold in
PiP until the Manager returns.

Leave authorisation task for 7 days to escalate to manager’s
manager in PiP. The Manager and/or Manager’s Manager will
approve the Sickness Absence request once they are back in the
office (as applicable)

The Manager’s manager can record the sickness absence for
the employee in PiP For My Team
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Annual Leave 1.
Private 1.
Vehicle &

Expenses

The line
manager

The line
manager

Admin Role User

Employee

Employee

\ # Human Resources

© Office of

Admin Role User to discuss the Sickness Absence with Manager
when they are back in the office, the Manager can then take any
action as necessary.

Leave authorisation task to escalate within PiP. The Manager
will approve the Annual Leave request once they are back in the
office (as applicable).

If the Employee’s Annual Leave date(s) falls before the Manager is
back in the office, the Employee’s Annual Leave can be agreed
verbally by either the Manager’s Manager (or other appropriate
manager within the reporting structure) and PiP can be updated
after the fact.

Leave authorisation task for 7 days to escalate in PiP. The
Manager will verify that the Employee has the required business car
insurance and/or authorise their Expense claim once they are back in
the office (if they are back within 7 days) or,

After 7 days elapse the Manager’s Manager can verify the insurance
and authorise the task once it has been escalated to their Task List
in PiP.

The Employee can still enter expenses claims while waiting for their
business car insurance to be verified. These won't be processed by
Payroll until the Employee’s business car insurance and/or Expense
claim has been verified/authorised in PiP. (The Manager/Manager’s
Manager should contact their usual Accounting Officer prior to
approving the Expense claim in PiP as necessary).

The line manager can redirect the claim to another manager
in their absence. Note Redirections should only be used for
Mileage expense claims.
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My Staff

To view all the team members you currently line manage simply click on the My Staff
button on the dashboard:

My Staff < >
Positions >
~ My dashboard >

Your screen will now look like this:

O g sarssase (T

Hedio Rob
O voutaitiopiet 1 |0 mieutas age

Fastizrs
Ratrgctcns ¥
Raporng »

e Wiy Barbza 1

everything

_______ -

r’ﬂ el PP |

Weleome to PiP for My Team

A list of your direct reports will be displayed here. In order to view your reports up to 3
levels down, either search for the specific person using the search field or click on the
magnifying glass and search all to bring up all your reports up to 3 levels below you.

If you hover your cursor over the name of one of your team members in the above list you
will see a snapshot of their details in a pop-up box. To view more details about each of your
team, including the balance of their annual leave and their current Bradford Factor score
simply click on their name in the list.
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Your screen will now look like this:

[ T e I o

(™ sarah Demo o
Persanal Employment
b i e Tosl Administative er Test {OCCEJOOCOIPOLETT,

37 00 hewrs Emploses Ful e Perminent AD NT1
e s Sarah Feartmd an 11134/ 2019

0 ¥mar(s) 2 Monthis)
BOT9077 (Farcaral et}
MONDTTAZ4 Pt ral |

Calendar

@
& VIEW PLLL CALERCAR
e to B _
Becsooeoonmieess
: _

Mutiple Sakiliy schamor

Liks
» Empiayment infoemation 2 Holilay and Caher Abaence 2 Skomss

2 Time R Exproaes 3 Malemity. dsoption & Patemity ¥ Leven ¥ stachments
o] [oomoaic] [Wertins] (B

gres e Pt ]

Team Personal Information

To view the personal information of a member of your team first click on My Staff and then
click on the team member’s name.

Your screen will now look like this:

[ T e I o

f_"' Sarah Demao (<)
Personal Employmeni
ini fer Teal Admiistal i
37 00 hour 1 time Parmarant AD NTNSI

e s Sarah Searted an 1
0 Ynaefa) 244
019077 Farsaral et}
MONDTTAZ4 Pt ral |

Calendar

® viowrLs caean
e to pﬂ S——
Bl owoennne:uss
L] g

Mutiple makduy schamas

Lz

>  Employment infomation ' Hantay and Ceher Absenze 3 Swkness

2 Time kExperwes. *  Mniemity. Agontion & Pateriy 2 Lesvers 3 AMtachments

The Links section at the bottom of the screen defaults to all the options available to you as
a line manager under the Personal information section.

Scroll down the screen to access the following options under Personal Information:
e Personal details

e Address details
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e Emergency Contact Details

e Contact Details

o Key Dates

e Check details (pre-employment checks)
e Driving licence details

e Reckonable service

LINKS

%  Employment Information > Holiday and Other Absence % Sickness
5 Time & Expenses > Maternity, Adoption & Patemity 5  Leavers % Anachments
I Personal Details | i Address Delails | I Emergency Contact Details | | Caontact Details I | Key Dates | | Check Details | | Driving Licence Details

| Reckonable Service Dates | f

To access any of these options for your team member that you are currently looking at it,
simply click on the tabs above.

Viewing the personal details of a team member

To do this, simply click on Personal Details:

Personal Details [ Address Details ] I Emergency Contact Details | | Contact Details I | Key Dates

Your screen will now look like this:

@ Ned Flanders

p—
Personal details v MENU @
A Surmame®  Flanders
Forename® Ned
Forenarme 2
Forename 3
Title®™  Mrs v

Preferred name  Ned
Sex  Female v
Previous surname

All of the fields with the

Honours

blue dots are mandatory
fields.

Personal rel.® M100786

Startdate® 01/04/2016

Workflow group®  pefault Employes v

Clicking on Menu allows you to access the other options under the Personal Information
section without having to go back a screen on your browser.
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The same guide is made applicable for the other tiles, as they follow the same
processes. However, some of the options may contain more than one account of
information, for example this user has multiple emergency contacts and each can be
accesses via the menu on the right.

To view the
details for a
particular
emergency
contact simply
click on the

name of that
person from the
list here.

Personal

Hnaen am Bermle
1Year(s) 11

Calendar

o eeeesessen

> Employyent infomatian

»  Meternity, Adoption & Paterniby, ¥ Lesvers

O Mmager Serseniel (0
@ Bernie Brown =]
Employrment

Administeative Officer TEST M
7.00 ayee Full

6 ©

Holiday bours feft Bradfoed fnctors

LiNKS

D Hutiday and Other Abisence > Sickness

¥ Attachments

ess Details | | Emesgency Contect Details | | Cortect Detsdls | | Key Dates |

Effective Date

When accessing personal information for your team, you may be prompted to fill out
an effective date. You can also change the date if needed to gain the ability to
attach future contracts to pay.

@ Ned Flanders

Address details (as of 21/12/2017) Med Flanders . mMenu

Address type®  Home

Maiing address  #

Effective date

@A xz v

oK CANCEL

Confirm the date is correct then click "*OK" to proceed.
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Employment Information
The functions in this section replace the current paper forms that are used to change
employment details e.g. OHR1 and OHR3 formes.

To view or amend the employment information of one of your team members first click on
My Staff and then click on that team member’s name.

Your will screen will now look like this:

LINKS
N Per mrmuﬁgn ] ?> Employment Information > Holiday and Other Absence > Sickness
> Time & Expenses > Maternity, Adoption & Paternity > leavers > Attachments

| Address Details | Emergency Contact Detalls Gontact Detalls | | Key Dates Check Details

Driving Licence Details .. Reckonable Service Dates

The Links section at the bottom of the screen defaults to all the options available to you as
a line manager under the Personal information section. To select the Employment
Information section, simply click on the Employment information button:

LINKS

N Min‘hrm > Employment Information >  Holiday and Other Absence » Sickness

> Maternity, Adoption & Paternity > Leavers > Afttachments
| Persanal Deiails-l Address Details Emergency Contact Details | | Contact Details | Key Dates

Your screen will now look like this:
LINKS

) M&ﬁa} formation N Employment Information > Holiday and Other Absence > Sickness
> Time& Expenses > Matemity, Adoption & Patemity » Leavers >  Attachments

View Current Posmon Summary Change Expected Occupancy End Date (LTAs only) Change Expected Position End Date

Change Hours & Working Pattern Change Working Pattern OMLY Change Employees Position Other Employment Change
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The following options are available to you under Employment information:

e View Current Position Summary

e Change Expected Occupancy Date (LTAs only)
e Change Expected Position End Date

e Change Hours & Working Pattern

e Change Working Pattern ONLY

e Change Employee Position

e Other Employment Change

e Make employee permanent

Payroll Deadline Date

With the introduction of PiP the deadline date for payroll is now the 14 of the month so
any employment changes to be paid in that month must be approved in PiP by the 14" or
they will not be paid until the following month.

Viewing a team member’s current position
This is to view the current position only. You can‘'t make any changes to any of the fields on
the screen when you choose this option.

To do this, simply click on View Current Position Summary:

View Current Position Summary Change Expscied Occupancy End Date (LTAs anly) Change Expscted Fosition End Date
Change Hours & Working Pattern Change Working Pattern ONLY Change Employees Position Gther Employment Change

Make Employes Permanent

Your screen will now look like this:

If your team member
has more than one

position with Isle of
Man Government and
you line manage @ e Effective date
them for those e to m fo ¢ ’ - & ‘1
positions, you will see s ... [

their different
positions listed here. i .
To view the details of e
a particular contract :
simply click on it from Z p;

e —— ]

o -_

the list.

Click OK on the above message. If you want to view position details for a previous position
you can change the date here and click Ok.
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Your screen will now look like this:

™) sarah Demo

Position summary (as of 03/06/2019) Administrative Officer Test » MENU

Position details
Occupant Sarah Demo
Job title  Administrative Officer Te:
Position reference  POSN025459
Occupancy start  01/04/2019
Occupancy end
Expected occupancy end date
Expected position end date

)|

Location |

Organisation unit 10MG Department

Expand all/collapse all

+ Reporting manager

+ History

+Category, Basis and Type

+Hours

+Terms and Conditions

+Payment Details
+Rate Code .i
]
1
+Structure groups i
+Patterns

Scroll down the screen to view all the other sections that you can view.

You can expand or collapse each of the sections individually by clicking on the plus sign for
that category. Or you can expand and collapse all the sections at once by clicking on
Expand all/collapse all.

If any of the details in this section are incorrect please contact OHR to have them amended.
Please ensure you discuss this with your team member first.
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@ Office of

Let’s look at the Position Summary screen in more detail.

Position summary (zs of 03/06/2019) Administrative Officer Test:  ~ LESS @ 9 @

| Change Expected Occupancy End Date (LTAs only) ]

[ Change Expected Position End Date ] [ Change Hours & Working Pattern ]

ange Working Pattern ange Employees Position ther Employment Change
Ch Working P, CNLY Ch Empl P Other Empl Ch

Position details
Ocecupant  Sarah Demao
Jobtitte Administrative Officer Te:
Position reference POSN025459
Oecupancy start  01/04/2019
Oceupancy end
Expected occupancy end date
Expectsd position end date
Location

Organisation unit 10MG Department

Position reference - this is the equivalent of the Oracle position number and is used for
recruitment purposes and when making any changes to a specific position

Occupancy start — this is the start date for a particular person in that particular position.

Expected Occupancy end date — used for limited term appointments and fixed term
appointments to show when that appointment for that person in that position is likely to
end.

*N.B.: the person’s annual leave and sickness entitlements will not be pro-rated to their
expected occupancy end date, these entitlements will only pro-rate once an actual end
date has been saved against the person’s occupancy in the position.

Expected Position end date — this is for the actual position as opposed to the expected
occupancy end date. This date is for temporary positions.

Scrolling down the Position summary screen gives you more information about the position
and how that position is structured e.g. working pattern and number of hours etc:
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Expand all/collapse all

+ Reporting manager

+ History

+Category, Basis and Type

+Hours

+Terms and Conditions l

+Payment Details i

- AN s AT S (ot

+Rate Code

| +Structure groups E
- /
|

| +Patterns

I ———————

Clicking on the + symbol will expand out each section.

Let’s look at each of these in more detail:

- Reporting manager
Reporting manager Rob Demo
Reporting manager position Reporting Manager

Reporting manager unit  10MG Department

This should have your name as Reporting Manager and shows the line manager for the
person you are looking at on PiP For My Team.

| — History
Action gy Authorisation Date Authorised Change Authorisation
date status authorised by reason reason

The History section shows any changes that have been made to the post with the current
person in that post. This doesn’t show any changes that have been to the position itself e.g.
changing a part-time position from part-time hours to full-time hours as a permanent
change regardless of whether or not the person currently occupying that position works full-
time or part-time.
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—Category, Basis and Type
Status Start date End date Type Value
01/04/2019 Basis Full time
01/04/2019 Category Employee
01/04/2019 Type Permanent

Category - this is the status of the person currently occupying that position i.e. employee,
committee member, board member; worker (for casual workers)

Basis — this is whether or not the position is part-time, full-time or term-time only

Type - this is the type of contract for that position i.e. permanent; limited term
appointment; fixed term appointment

— Hours
Status Start date End date Type Value
25/01/2018 Budget Hours 2000
01/01/1900 Gontracted Hours 37
01/01/1900 FTE Hours 37
26/03/2018 FTE value 1

Budget Hours — this is the number of hours per annum that are allowed for in the staffing
budget for the position.

Contracted Hours - this is the number of hours the person occupying that position is
currently working per week. This number cannot exceed the FTE Hours for the position e.g.
if the FTE Hours are 22.2 the Contracted Hours could not be 37.

FTE Hours — this is the maximum number of hours that a person occupying that position
can actually work in a week. Increasing FTE Hours needs to be done through the OHR PiP

Helpdesk.

FTE value - this is how much of the full time equivalent that person is i.e. someone
working 18.5 hours would have an FTE value of 0.5; someone working 37 hours would have
an FTE value of 1.
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—~Terms and Conditions
Status Start date End date Type Value
01/04/2019 OSP - Sickness o
Pay Scheme
PSC Civil Service
GH0M2913 RER Paternity Scheme
: ; loMG Off-Island
01/04/2019 Business MileageOif- & siness Mileage
Island
Scheme
; PSC NTNSP CS
01/04/2019 Personal Holiday g ——
PSC Civil Service
QDgmary e Adoption Scheme
01/04/2019 Flexi Flexi
: Isle of Man Bank
01/04/2019 Bank holiday Holidays
PSC Civil Service
01/04/201 OMP Maternity Scheme
Business Mileage loMG Business
0142019 loMG Mileage Scheme
> .. Special Unpaid
01/04/2019 Special Leave - Unpaid Leiie
01/04/2019 TOIL TOIL

Terms and Conditions are the conditions of employment for that position and are the
conditions a person occupying that positions works under.

—-Patterns

Status Start date End date Type Value

7 Day Allowance
Pattern

37.00 M7:24
T724 WT7:24
T7:24 F7:24 S0:00
50:00

01/04/2019 Allowance Pattern

01/04/2019 Working Pattern

Patterns shows the working pattern for the person occupying that position i.e. the total
number of hours worked per week followed by the amount of hours worked each day. The
total number of hours worked per week is shown as a decimal (e.g. 20.5 for twenty hours
and 30 minutes per week) and the amount of hours worked each day is displayed in hours
and minutes (e.g. 7:24 for seven hours and twenty four minutes a day).
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Changing the expected occupancy date for a team member

To do this, simply click on Change Expected Occupancy Date:
View Current Poslition Summary Change Expected 03&4:3# End Date (LTAs only) Change Expected Position End Date
Change Hours & Warking Patiern Change Working Pattern ONLY Change Emplayees Position Other Employment Change

Make Employee Permanent

Your screen will now look like this:

If your team member

has more than one o kil - —

current contract of EES AR e \

employment with Isle —

of Man Government [N | ints B |
rwn Effective date = |

and you line manage
them for those
contracts, you will
see their different
positions listed here.
To change the
expected occupancy
date simply click on
the correct contract
from the list.

B

|

In order to edit the information in this section you need to enter

an Effective date here.

Your screen will now look like this:

@ Sarah Demo

Current status  Live

Occupant Sarah Demo
Deeupaney start 01/04/2019
Oncupancy end
Ceoupancy type Standard E|

Position oce. reference OCCEQODOOTPOU3Z7
Expected scoupancy end date ' 31/07/2019 E

' Expected occupancy end reason  LTA E‘

If you need to change the occupancy type click on the drop down arrow under Occupancy
type to choose from the following options:

e Standard
e Secondment
e Acting Up

Select the option you require from the list.
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To change the Expected occupancy end date either type the date in the Expected occupancy
end date field or click on the calendar to select the date you require.

To change the Expected occupancy end reason click on the drop down arrow under
Expected occupancy end reason to select from the following options:

e Deliverable complete
e End of funding

o LTA

e Maternity cover

e Sickness cover

e Sideways move

e Substitution

When you have completed the changes you want to make click Save.

Payroll Deadline Date

With the introduction of PiP the deadline date for payroll is now the 14 of the month so
any employment changes to be paid in that month must be approved in PiP by the 14" or
they will not be paid until the following month.

*N.B.: Annual leave and sickness entitlements will not be pro-rated when there is only an
expected occupancy end date entered, these entitlements will only pro-rate when an
actual end date has been saved against the person’s occupancy in the position.

Authorisation required: Please note that this change of expected occupancy end date will
be sent to the Countersigning Manager (Manager’s manager) for authorisation. Once
approved, the OHR Recruitment and PiP Changes Team will be notified and they will issue a
written confirmation to the employee.

NB: Managers please note that if your team member also holds other positions within
Government which you do not line manage, you may still receive workflow emails and
possibly authorisation tasks for their other positions.

If you receive a workflow email for their other position which you do not manage, please
check your ‘To Do’ list to see if you have also received an authorisation task.

If you have only received a workflow email and have not received an authorisation task,
please disregard the email.

If you have received an authorisation task, please do not click on the task and simply
contact the PiP Helpdesk on 685999 or pipsupport@gov.im. The PiP team will then
check that the proper authorisations are actioned.

There will be a system update from the suppliers of PiP in the near future which will fix this
issue, we appreciate your patience and cooperation until the update is made.
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You should use this option to end a limited term, fixed term or temporary contract or to
change the expected end date for any of those types of positions.

If this position is for a limited term appointment or a fixed contract you will get a notification
at 30 and 60 days prior to the end date so you can make a decision as to whether the
position is to be extended or it is to end.

If the position is being extended you need to change the expected end date position and

select a reason for the change.

To do this, simply click on Change Expected Position End Date:

View Current Position Summary

Change Hours & Working Patiern

Make Employee Permanent

Your screen will now look like this:

If your team member
has more than one
current contract of
employment with Isle
of Man Government
and you line manage
them for those
contracts, you will
see their different
positions listed here.
To change the
expected position
date simply click on
the correct contract
from the list.

18122007

Change Expected Occupancy End Date (LTAs only)

Change Working Pattern ONLY

o Bobby Sideshow

Position letaily (23 of 18/12/201 7} HR Business Pariner v e

Effective date

% Ei £l ra
i

Change Emplayees Position

Change Expected Position End Date

Other Employment Changes

In order to edit the information in this section you need to enter an Effective date here.
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Your screen will now look like this:

To add an actual end
date to a position
tick the End date
change box and
select the correct
date from the
calendar that
appears when you
tick the box

To change the
expected position
end date select the
reason from the
drop-down menu
and either type the
date here or click on
the calendar to select
the correct date

Office of

/ Human Resources

@ Bobby Sideshow

Position detalls (as of 18/12/2017) HR Business Partner s/ Mgty

Job title®  HR Business Partner

Start date®  01/01/1900

| === End date change

End date

Position reference  POSN100002

Location
Structure workflow group cabinet Office
Oceupant  Bobby Sideshow
Repeorting unit  HR Team
Reports o HR Manager

Jon Saow (01/01/1900-)

. Reporting post
Expected position end reason  Deliverable complete

Expected position end date®  37/12/2017
Structure group 1
Structure group 2

Job farmily

/

To save the changes you have made click Save.

Employment Changes Payroll Deadline Date
With the introduction of PiP the deadline date for payroll is now the 14t of the month so

any employment changes to be paid in that month must be approved in PiP by the 14" or
they will not be paid until the following month.
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Changing the hours and working pattern for a team member

It may be necessary on occasion to change the hours and working pattern for one of your
team. You can change a person’s hours up the maximum number of hours that are allocated
to that position, based on the FTE hours figure. As long as an increase of hours does not
exceed the FTE hours figure for a position you can increase the hours in PiP without needing
financial approval.

For example,

If you have a part-time member of staff, currently working 18.5 hours in a position that has
an FTE hours figure of 22.2, you will need financial approval to increase their hours to more
than 22.2 hours as there are implications for the staffing budget for changes that exceed
the FTE hour figure.

To do this, simply click on Change Hours & Working Pattern:

View Current Position Summary Chang®e Expected Dceupancy End Date (LTAs only) Change Fxpected Position End Date
Change Hours & Working Pattem &% Change Working Pattam ONLY Change Employees Position Other Employment Change

Make Employee Permanent

If your staff member Your screen will now look like this:
has more than one
current contract of
employment with Isle
of Man Government
all of those current

% Sarsh Demo

contracts will be
listed here. To view
the details of a
particular contract
simply click on it from
the list.

e to pip foi = mt:nxm,g |

Expanc abzatepen il

e
uﬁ'pr:";‘f’ ]

On this screen there are two sections that you can modify to change the hours and working
pattern for a team member:

e Category, Basis and Type — you can modify the basis values here
¢ Hours — you can modify the hours values here

Category, basis and type and Hours sit in the same screen.
e Patterns — you can add a new working pattern here

Payroll Deadline Date: With the introduction of PiP the deadline date for payroll is
now the 14t of the month so any employment changes to be paid in that month must
be approved in PiP by the 14" or they will not be paid until the following month.
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Changing the basis values
To do this, simply click on the Modify the basis values:

-+ Category, Basis and Type - Modify the basis values

Your screen will now look like this:

< Position details administration  Administrative Officer Test

Hours and basis Administrative Officer Test

Contractual Hours 37.00 &
FTE hours 37.00 &
Post budgeted hours 146460

Employment is term-time only ] &

Category Employee ﬂ O
Basis Full time v o
Type Permanent J [+
} E Change reason .ﬂ

- St
@/

Click on the drop down arrow here to modify the basis values:

You can choose from the following options:

e (Casual Hours

e Full Time
e Job Share
e Part Time

You need to give a reason for the change by clicking on the drap down arrow here:

|
Change reason v |

You can choose from the following options:

e Employee request
e Organisation change
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To save your ‘basis’ changes click Save.

Please note that these changes will not be submitted until you have returned to
the Position Details Administration screen and clicked SUBMIT.

Position details administration | Administratiye

v MENL

Occupancy details
Employee name Sarah Demo
Job title  Administrative Officer Te
Organisation unit 10MG Department
Structure workflow group Cabinet Office
Personal reference E019077

Position occupancy reference  OCCEO00001P(

I Employee payroll number MONO017424
Position status ' If you wish to change
the hours and
Expand all/collapse all ; working pattern
' please follow the
+Reporting manager guidance on pages
/ 40-44 first and once
+Hist
| MR your changes have
+Category, Basis and Type - Modify the%sis values been saved in each .
- : screen, please submit
+Hours - Modify the hours values / the changes by
' o returning to this
+Patterns - Add a new pattern / screen and clicking

+Structure groups :
SUBMIT

Payroll Deadline Date

With the introduction of PiP the deadline date for payroll is now the 14 of the month so
any employment changes to be paid in that month must be approved in PiP by the 14" or
they will not be paid until the following month.
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Changing the hours values
To do this, simply click on Modify the hours values:

~+ Hours - Modify the hours values

Your screen will now look like this:

< Position details administration  Administrative Officer Test

Hours and basis Administrative Officer Test

Contractual Hours 37.00 &
FTE hours 37.00 &
Post budgeted hours 146460 £%

Employment is term-time only [ O

Category Employee ﬂ O
Basis  Fulltime v O
Type Permanent v
E Change reason i|

r T g

To change the total number of working hours for a normal week type in the new value here:

1
Contractual Hours 37.00 0 ]

You need to give a reason for the change by clicking an the drap down arrow here:

|
Change reason v |

You can choose from the following options:

e Employee request
e Organisation change

To save your changes click Save.
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Please note that these changes will not be submitted until you have returned to
the Position Details Administration screen and clicked SUBMIT.

Position details administration |

v MENL

Occupancy details
Employee name
Job title
Organisation unit
Structure workflow group
Personal reference
Position occupancy reference
I Employee payroll number

Position status

Sarah Demo
Administrative Officer Te:
IOMG Department
Cabinet Office

E019077

MONO17424

[<]

Expand all/collapse all

+Reporting manager

+History

+Category, Basis and Type - Modify the ba,(\ralues <

+Hours - Modify the hours values /

+Patterns - Add a new pattern /

L

+Structure groups

SUBMIT

Payroll Deadline Date

) Administrative Officer Test @ @

If you wish to change
the basis and
working pattern
please follow the
guidance on pages
40-44 first and once
your changes have
been saved in each
screen, please submit
the changes by
returning to this
screen and clicking
SUBMIT.

With the introduction of PiP the deadline date for payroll is now the 14t of the month so
any employment changes to be paid in that month must be approved in PiP by the 14" or
they will not be paid until the following month.
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Changing a team members working pattern
To do this, simply click on Add a new pattern:

+ Patterns - Add a new pattern

A new Pattern details screen will open. Your screen will now look like this:

< Popmon oeralls administration  Administrative Officer Test

Total

The existing working patterns for your team member will show in a list here.

Work through each of the sections on this screen completing them as appropriate. The
sections with the blue dots are mandatory.

Pattern information

Type® v
Pattern ® Q

Start day® v
Startdate® E
End date E

Pattern days

Total
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Type: Click on the drop down arrow and select Working Pattern.

Pattern details:

Pattern field: Using the magnifying glass search for the pattern you want to add. The
pattern names begin with the number of contracted hours of the pattern. You can either
conduct a blank search to return all pattern result types or in the search field enter an *
followed by the number of contracted hours in decimals. For example: *22.5

If there is not a suitable working pattern to choose from and you require a new
one to be set up please contact the HR Changes team on 694303.

Pattern details Mew

Pat

Pattern search 0
*22.5 Pattenname ¥ Q) Results 1 Record
Pattern name $ Number of days in this pat

22.50 M4:30 T4:30 W4:30 T4:30 F4:30 S0:00 S0:00

Start day: Choose Week 1/Day 1

Start date: Choose the effective date the pattern is to start. You can type the date in this
field or use the calendar to select the date

End date: If there is a definite end date for the pattern you can add this now or you can
update the working pattern at a later date with the end date when it is known.

To save your changes click on Save. Your screen will now look something like this:

Pattern details new

Pattern information

Type™ Woaorking Fattern

Start day™ Week 1/ Day 1
Startdate® 20:01,/2020 El
End date ]
Heurg ir
al hours  22.50
Pattern day=
i ay Week 1/ Da
Mon Tue Wed Thu Fri Sat Sun Total
Week 1 Da-30 04:30 04:30 04:30 04-30 0o-co o000 123
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Please note that these pattern detail changes will not be submitted until you
have returned to the Position Details Administration screen and clicked SUBMIT.

Position details administration Administrative Officer Test @ @

v MENL

Occupancy details
Employee name Sarah Demo
Job title  Administrative Officer Te:
Organisation unit IOMG Department
Structure workflow group  Cabinet Office
Personal reference E019077

Position occupancy reference  OCCE000001POU377

I Employee payroll number MONO017424
Position status :] If you wish to change
the basis and hours
Expand all/collapse all pIease follow the
: guidance on pages
+Reporting manager 39-41 first and once
= / your changes have
+Histo .
- Y been saved in each
+Category, Basis and Type - Modify the basis yalues « screen, please submit
' the changes by
+Hours - Modify the hours values / returning to this
e screen and clicking
+Patterns - Add a new pattern SUBMIT.

+Structure groups /

SUBMIT

Payroll Deadline Date

With the introduction of PiP the deadline date for payroll is now the 14 of the month so
any employment changes to be paid in that month must be approved in PiP by the 14" or
they will not be paid until the following month.
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Change Working Pattern Only for your team member

If a member of your team is purely changing their working pattern without changing their
hours you will need to update their working pattern through PiP For My Team.

To do this, simply click on Change Working Pattern ONLY

View Current Position Summary Change Expected Occupancy End Date (MrAs only) Change Expected Position End Date
Change Hours & Working Patiern Change Working Pattern ONLY Change Emplayess Position Other Employment Change
Make Employee Permanent

If there is not a suitable working pattern to choose from and you require a new
one to be set up please contact the PIP Changes team on 694303.

Payroll Deadline Date

With the introduction of PiP the deadline date for payroll is now the 14 of the month so
any employment changes to be paid in that month must be approved in PiP by the 14" or
they will not be paid until the following month.

Change a team members position
If a member of your team is moving to another position within your reporting line you can
simply transfer them by clicking on Change Employee’s Position

View Current Position Summary Change Expected Dccupancy End Date (LPs only) Change Expected Position End Date
Change Hours & Working Patiern Change Working Pattern ONLY Change Employees Poasition Other Employment Change

Make Employee Permanent

The following screen will open prompting you to enter an effective date:

@ Sarah Demo

dobutle®  Executive Dfficer Test sk

stars O1/04/2019

<

= Effective date
ransfer o

| # n & B %
T [ ]

e
[pzioesaone =

| oK  CANCEL

TRANSFER
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Enter the date the transfer of positions is to be effective from and click Ok.

) Sarah Demo Select the position
they are leaving by

Person transfer (a= o7 4 MENL clicking on the drop
Transfer from down list.

ik oo B Select the transfer
Oceoupancy start  07/04/2019

reason from the drop
Transfer reason® ) down list

Reporting pasitien  Director of HR Services

Reperting unit  IOMG Department

Specify the position
3 l i e your team member is
to move into to by
' clicking on the
magnifying glass.

Transfer (o

Reporting position

Heporting unit

@ TRANSFER

i = Search for the vacant
€% sarah Demo m
I

position by changing
your criteria and
searching by either:

on transfer

Transfer from Vaeant position search Close (]
Job! Job it Q L4 JOb t|t|e
Occupancy gxrg—i;::ref. na. ( ! | Organlsat|0n
Post i
Transfer real unlt 1
Position ref no
Repiorting pox Post
Reportint
Transfer to
h Click on the magnifying
Job{
glass to search for the
Reporiing o ¢ > position
Raporting unit

PREVIEW TRANSFER
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Click on the vacant position displayed.

€ Sarah Demo -—

| Transfer from &
Vacant position search

1 =
Ll adm *x_ Job tith ™ Q

Ocoupancy
e [ Adminisirative Officer test

Transfer rea! | ]

1
| Reportin

Heporting pol

i Transfer to

l Job i

‘ Reporting pot

Reporting unit

PREVIEW TRANSFER

™ Sarah Demo Click on Transfer.

epeor gl s This change of position

will be sent as a task to
your line manager to
authorise.

Transfer from

Ix1

Jobtitle®  Executive Officer Test

Docupancy starit  01/04/2019

[«

Tranefar reason®
Reparting position  Director of HR Services
Reporting unit  |OMG Department {

Transfer to

. Bdministrative Officer
' Job title e

test Ly

Reporting pesition Reporting Manager

Reporting unit  10MG Department

Payroll Deadline Date

With the introduction of PiP the deadline date for payroll is now the 14t of the month so
any employment changes to be paid in that month must be approved in PiP by the 14" or
they will not be paid until the following month.
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Making other employment changes for a team member
Please use this link if you wish to make any of the below employment or position changes

e Convert this position into a new position

e Create additional position to this post

e Delete position

e Ex-gratia/Responsibility Allowance payment request

e Grade change request

e Increase hours/FTE of position

e Transfer employee into position *To be completed by the receiving manager

To make an employment change, simply click on Other Employment Change:

View Current Position Summary Change Expected Occupancy End Date (LTAs only) i e Expected Ppsition End Date
Change Hours & Working Patiern Change Working Pattern ONLY Change Employees Pasition Other Employment Change

Make Employee Permanent

A list of the above employment changes will appear on the left hand side of your screen

under the heading UDF Categories (Position)
Select the change you

wish to action and
the form will open on
your screen.

Converi this Position intoa Ne...

Create Additional Position to th..
Delete Position

ExGratia/Responsibility Allowa...

Complete the
necessary details of
the employment
change and click
Save

Grade Change Request
Increase Hours/FTE of Position

Transfer Employee into Positio

UDF Deta

Mew Position Title®

Regorting Manager®

Diepartment financial aj

Payroll Deadline Date: With the introduction of PiP the deadline date for payroll is now
the 14 of the month so any employment changes to be paid in that month must be
approved in PiP by the 14" or they will not be paid until the following month.
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Make employee permanent

To make an employment permanent click on Make Employee Permanent

View Current Position Summary Change Expected OccupancybmdDate (LTAs anly) Change Expected Position End Date
Change Hours & Working Pattern Changed@rking Pattern ONLY Change Employees Paosition Other Employment Change

Make Employee Permanent

The following screen will open prompting you to enter an effective date:

Contractual Hours 37.00 (27
FTE hours 3700 N
Post budgeted hours 1171.00 (29
Emplovment iz term-time onlv .S
i v o
Effective date Il .o
. b v &
E— > il —
A )

21/07/2020 X v

oK CANCEL

Within the Type field amend this to Permanent, select the Change reason and Save.

Hours and basis (z30f 21/01/2020) Ccbac % MENU
Contractual Hours 3700 &
FTE hours 700 &
Post budgeied hours 111.00 &%

Employment is term-time only s

Category  Employee v &
Basls  Full time v &
Type  Limited Term v &

- MESa |l

Permanent |

R
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If your team member has an expected occupancy end date you will need to remove this.

To do this, return to your Employment Information menu and select the Change
Expected Occupancy End Date (LTA’s only) link.

View Current Position Summary Change Expected Occupancy End Date (LTAs only) Change Expected Position End Date
Change Hours & Working Patiern Change Working Pattern ONLY Change Employees Pasition Other Employment Change

Make Employee Permanent

Enter the effective date and within the Occupancy Details screen delete the date in the
Expected Occupancy end date field and change the reason to be blank and click Save.

i\ Occupancy details (== of 21/01/2020) Vv MENU
. Current status Live

occupznt [
Occupancy start  15/07/2019

Occupancy end

Ocoupency twvpe  Standard r
Expected occupancy end date® 31,03/2020 E

Expectied occupancy end reason Substitution A
| Deliverable complete
!End of funding
| LTA
| Maternity cover
i Sickness cover
| Sideways mave
| Substitution

L

Payroll Deadline Date

With the introduction of PiP the deadline date for payroll is now the 14 of the month so
any employment changes to be paid in that month must be approved in PiP by the 14" or
they will not be paid until the following month.

43 | Page



f\\) Office of
v Human Resources
Schools - TLR’s & Change of FTE

Submitting a TLR
To submit a TLR for one of your team just click on Other Employment Change

View Current Position Summary Change Expected Occupancy End Date (LTAs only) Chandg Expected Position End Date
Change Hours & Working Patiern Change Working Pattern ONLY Change Employees Position Other Employment Change
Make Employee Permanent

Select your team members’ position you wish to record a TLR against. A list of UDF
categories (employment changes forms) will appear on the left hand side of your screen.

Click on TLR form and complete the fields and drop down options in relation to the TLR
payment.

UDF Details Tr

Period earnt From ﬂ
Period earnt To M
TLR Element®
Level ®

Amount — If TLR3 selected

Is the person changing their hours in addition »
to receiving a TLR?

If yes, please indicate the new FTE
Does the post holder wish to relinguish TLR?

If yes, please insert date TLR is 1o be EI
relinguished

The request will be sent to the PiP Changes Team to review and process the change. The
TLR request will be sent to the PiP Changes Team who will review and process the TLR and
issue confirmation of the TLR payment to the team member. The Head Teacher will receive
confirmation of the TLR.

Click Save.

If the TLR results in a change of hours, OHR will process the change and confirm the
change in hours.

Payroll Deadline Date: With the introduction of PiP the deadline date for payroll is now
the 14 of the month so any employment changes to be paid in that month must be
approved in PiP by the 14" or they will not be paid until the following month.
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Relinquishing a TLR

To relinquish a TLR for one of your team just click on Other Employment Change
View Current Position Summary Change Expected Occupancy End Date (LTAs only) Chante, Expected Position End Date
Change Hours & Working Patiern Change Working Pattern ONLY Change Employees Position Other Employment Change
Make Employee Permanent

Select your team members’ position you wish to relinquish a TLR against. A list of UDF
categories (employment changes forms) will appear on the left hand side of your screen.

Click on TLR form and complete the fields and drop down options in relation to the TLR to
be relinquished.

UDF Details Tr

Period earnt From ﬂ
Period earnt To M
TLR Element®
Level ®

Amount — If TLR3 selected

Is the person changing their hours in addition »
to receiving a TLR?

If yes, please indicate the new FTE
Does the post holder wish to relinguish TLR?

If yes, please insert date TLR is 1o be EI
relinguished

The request will be sent to the PiP Changes Team who will review and process the change.
OHR will issue confirmation to the Team Member, copying the Head Teacher into the
correspondence.

Click Save.

Payroll Deadline Date

With the introduction of PiP the deadline date for payroll is now the 14 of the month so
any employment changes to be paid in that month must be approved in PiP by the 14" or
they will not be paid until the following month.
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Change of FTE
To change the FTE for one of your team just click on Other Employment Change

View Current Position Summary Change Expected Occupancy End Date (LTAs only) Chante, Expected Position End Date
Change Hours & Working Patiern Change Working Pattern ONLY Change Employees Position Other Employment Change
Make Employee Permanent

Select your team members’ position you wish to change their FTE. A list of UDF categories
(employment changes forms) will appear on the left hand side of your screen.

Click on the form titled “Increase or decrease Hours/FTE of position” and complete the
fields providing information on the change of hours.

UDF Details increase or Decrease Hours/FTE of Position V. MENU @ 9

Commencement Date of Change' ) _ )
New FTE °
New Weekly Hours
End Date of Change (if applicable) [

If increasing the FTE, has Department .
financial approval been sought for the
position change?

The request will be sent to the PiP Changes Team to review and process the change.

Click Save.

If the request is to increase the FTE of the position, please send a copy of the financial
approval to the PiP Changes Team (pipchanges@gov.im) to support the request.

Payroll Deadline Date

With the introduction of PiP the deadline date for payroll is now the 14t of the month so
any employment changes to be paid in that month must be approved in PiP by the 14" or
they will not be paid until the following month.
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Holidays

In this section you can view the following information:

e Holiday entitlement — this includes bank holiday entitlement as well as annual leave
e Details of any requested/booked holidays

As a Line Manager you can also do the following:

¢ Manually adjust the holiday entitlement — for TOIL/accrued days etc. (if staff are
entitled to them as part of their terms and conditions of employment).

e Record when staff who are entitled to public holidays off as part of their T's & C’s
have worked a bank holiday and are entitled to that day back as part of their

entitlement.

To view the holiday details of one of your team first click on My Staff and then click on that
team member’s name.

Your screen will now look like this:

™ Dero, Sarah c

Personal Employment

PiP Test Executive Officer 2 | FiF Config Testing Unit (Dec 20103)
37.00 houis | Employ=e | Full fime| Permanent | E0 NTNSF*PSC CS
Started on 01/12/2016

Known a= Sarah
3 Year(s) 1 Month{s) in service
E020391 (Personal =}
Rencring manager
TESTHEOZ2, EMPLOYEE
PiP Test Higher Executive Officer 2

20 Jan 2019- 20 Jan 2020

Calendar
ST,
> VIEWFULL CALENDAR ¥ 4 -
[ | 1,?,
20 Jan - 02 Feh 2020 ﬁh\ 0 },}t
B 01 22 13 24 35 26 27 2 19 30 3 0 02 )
Bradford factor inclusave of all positions
(a5 of a5t caculzion)
LINKS
IV Parsanal Information % Employment Information b Other Absence 5 Sickness » Eipenses
¥ Maternity, Adoption & Paternity > Leavers » Haoldays
Bo
| Personal Details | | Address Details | E:ﬁerqencv Contact Detals | | Contact Detals Kf\ Dates | | Checs Details |
.-'_'I.'i'.'il'-fj Licence ;}“s.h-iis. | '.I.:;e:ksr-aiale. ':'e’.. .:e..Dat..ere |
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To select the Annual leave section, simply click on the Holidays button:

LINKS
> Empioymeﬁt Ihiacmation > Other Absence %  Sickness > Expenses
>  Maternity, Adoption & Paternity > Leavers > Holidays
=Ly
!_Personau' Details ! :E’Address Details i i Emergency Contact Details t l Contact Details l ‘ Key Dates l ‘ Check Details i
| Driving Licence Details ] ! Reckonable Service Dates I
Your menu will now look like this:
»  Maternity, Adoption & Paternity »  Leavers ~ Holidays

Bo
Holiday Absence details New - Holiday Absence Details Pattern Override Record Bank Holiday not taken

Holiglay Entitlement Summary Holiday Entitlement Adjustment

To view the holidays of your selected team member, simply click on Holiday details

If your team member has already requested/taken more than one holiday a list of absences
will appear on the left hand side of your screen.

-
N

Show afl §§je 2l holidays »

*

A 21/01/2020
0N29

Note: an ! to the left of the absence means the request is waiting for approval.

Click on the holiday request you want to view from the list.
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Your screen will now look like this:

Holiday absence details v MENU e @ @

Holiday pericd

Holiday periog® Full day L
Haoliday start
Holiday start date® 21/01/2020 |

ADSENCE Type”

Personal Holiday v

Authorisation Awaiting authorisation
Position Ccbac (Current)

+ Holiday balances

Viewing the balance of holiday entitlement for a team member
From the Holidays Details screen you can also check how many hours a team member
has remaining of their holiday entitlement:

) (Manager Salf Service) (-

@ Bobby Sideshow

Heliday absence details Bobby Sideshow - senu @J

Heliday periad
Resulls phe F
T C. Hellitay B1o8®  mar than cma dey
Sulect all Save this groug

i
....... 04/09/2017 o
| Y 1 day

Abserce o™ Perpanal haliday

Pagition  HR Business Partner (Current)

+ Holiday batarces

Click on Holiday balances:
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You will now see the holiday balances at the bottom of the screen:

— Holiday balances

HR Business Partner - PSC CS Annual Leave Bands C- F

Holiday period Entitlement Taken Scheduled Balance
01/08/2017 - 31/03/2018 (Part) 143.5H 60 H 7.5H 76 H
01/04/2018 - 31/03/2019 299 5 H 0H 67.5H 162 H

In the above example the team member has 76 hours remaining for leave year 2017/2018
and has 162 hours remaining for the leave year 2018/2019.

50| Page



Annual leave request process map

@ Line manager

@ Employee

Office of
Human Resources

Employee
submits annual
leave request in

PiP

Once approved or refused

Manager receives the EFI'IP'CIY'EE will receive

task to approve an email from PiP
leave (can be
approved/refused If approved a calendar

via the calendar : b 2
. appointment is included in
e C'If the task email to update Outlook
ist) calendar (if they have AD
log in)

he
i

Employee and
manager's
calendar in PiP
amends to show
authorised leave
and employee's
leave balance
adjusts
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Booking annual leave on behalf of one your team

It is recommended that team members book their own annual leave using PiP For Me
(Employee Self Service). However, there may be occasions where you need to book it on
their behalf e.g. they call in as absent from work for childcare reasons.

To do this, simply click on New - Holiday Absence Details:

Holiday Absence details New - Holiday Absence Details Pattern Override Record Bank Holiday not taken

Holiday Entitlement Summary Holiday Entitlement Adjustment

Your screen will now look like this:

Holiday absence details New v nviEvu

Holiday period® Morethanoneday v
Haliday start
Holiday start date® |
Holidzy srarttype  Full day v
Haoliday end
Holiday end date® E
Holiday endtype Full day ¥.

Apsence ype" v
Authorisation

<+ Folicay balances

Enter the details of the holiday and click save. This holiday will automatically be approved.

Overriding a member of your teams holiday pattern

If an employee does not have a standard working pattern and their working days constantly
change, you will need to enter a pattern override against their absence (holiday, sickness
and other absence).

To do this, simply click on Pattern Override

Holiday Absence details New - Holiday Absence Details Pattern Override Record Bank Holiday not taken

Holiday Entitlement Summary Holiday Entitlement Adjustment

From the left hand side of your screen choose which holiday you wish to change the pattern
for.
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Your screen will now look like this:

Pattern override Patte erride 21/01/2C 01/2020 V

‘attern information

Note: If you are
overriding the

Within the Pattern
override screen select

Pasition® PiP Test Administrative Officer 2 v

the day in the pattern semte: Beiitgltem, ¥ working pattern for
you wish to change. From date® :21/01/2020 a an open absence,
Todste 2470172020 &) please enter ‘7’ into

the ‘Number of days
in this pattern’ field.

For this example I

Number of days in this pattern 4

have changed Friday

to be 0 hours. Click it
Validate to calculate Tue Vi i e .
the hours. eek 1 07:24 07:24 07:24 07:24 29:36

Click Save @ @

Pattern informati

Posttion®  PiP Test Administrative Officer 2 ¥

Partemn type  Working Pattern v
From dat=® 21/01/2020 e
Todate  24/01/2020 ]

Number of days in this pattern 4

Pattern date details

Tue Wed Thu Fri Total
Week 1 07:z4. 0rza 07:z4 oo:co 2212

Viewing the holiday entitlement of a team member

When calculating leave entitlements, PiP takes into account several things:

e Organisation start date

e Continuous service date

e Annual leave credit date

e Terms and conditions

e Contracted hours

e Working pattern

e Weeks worked in the leave year (for those that start or end their position part way
through the leave year)

e Carried forward leave amounts
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PiP will automatically pro-rate all leave entitlements based on the above criteria and so will:

e Award additional leave dates as appropriate

e Calculate and apply carried forward amounts starting with any carried forward
amounts from leave year 2020/2021 (carried forward amounts from the leave year
2019/2020 will have to be adjusted manually owing to the leave feature being used
for the first time)

*N.B.: Please note that the PSC Privilege Day sits outside of leave entitlement as a non-
working day. Also, PiP does not automatically add an annual leave day for long service. As
an employee can choose to either receive pay or an additional annual leave day, if they
choose to take an additional leave day this will need to be added as a manual adjustment by
the manager. To do this, follow the instructions on page 67.

In order to view holiday entitlement, simply click on Holiday Entitlement Summary:

Haoliday Absence details NewFoliday Absence Details Pattern Override Record Bank Holiday not taken

Holiday Entitlement Summary Holiday Entitlement Adjustment

Your screen will now look like this example:

This example is an individual on PSC Civil Service terms and conditions who has 21
days annual leave plus an additional 12 days carried forward for the 2020/2021
annual leave year.

Note: to convert your team members holiday entitlement into days simply divide
the hours figure by their standard working day e.g. 7.4.

Entitlement example:

_ ‘ This figure is your team members
Holiday entitlement summary v menu annual leave entitlement which
includes:

Employment details

Position PiP Administrative Officer v -
- Annual leave entitlement

Period details e.g. 21 days (155.4 hours)

T&C’s Annual Holiday period dates 01/04/2020 - 31/03/2021 v = Any annual leave carried
. 5 I forward to this leave year e.g. 12
Ieave/ TOIL Length of service at relevant date yeaus) Dimaniiie)
day(s) days (88.8 hours)

= 244.3 hours (33 days in total)
If they work part time or started
part way through the year, this
Entitlement for periol 8185;2‘?#[3 balance will reflect the pro-rated
Ignore ' pa—m?d)l ' entitlement

this pro

rata figure

Scheme name PSC NTNSP CS Annual Leave v

Membership dates 01/04/2018 -

Leave
carried
forward
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From To Duration Remaining entitlement
03/06/2020 03/06/2020 7.4 236.9
07/07/2020 09/07/2020 222 214.7
13/10/2020 13/10/2020 7.4 207.3

Remaining holiday entitlement =28
days (207.3 hours)

Taken or scheduled Duration: Number of
holidavs hours deducted from

balance as per team
members working pattern

This is the balance your team member
will see in PiP For Me

If you would like to see a breakdown of the holiday entitlement summary screen for your
team member’s terms and conditions, please see our ‘Your team members holiday balance
explained’ guides here: https://hr.gov.im/pip/pip-training/pip-for-my-team/quick-user-
guides/annual-leave-toil-and-special-leave/

Adjusting the holiday entitlement for one of your team members

You have access to adjust your team member’s holiday entitlement and TOIL balance in PiP.
For example if a person reaches 10 years’ service and they decide to claim an additional
days’ annual leave, you can credit their holiday balance.

To do this, simply click on Holiday Adjustment:

Holiday Absence details New - Holiday Absence Deta Fattern Override Record Bank Holiday not taken

Holiday Entitlement Summary Holiday Entitlement Adjustment

55| Page



Your screen will now look like this:
@ Sarah Demo

Click on the Scheme name
drop down to select whether

Holiday entitlement adjustment

| Employment details

you want to adjust the
holiday or TOIL balance.

Bostion  Administrative Officer Tes"g

: Perind details

Holiday period dates  01/04/2019 - 31/03/2020[v] You will also need to change
Scheme name  PSC NTNSP CS Annual Leave|v| the adjustment type. Click
Ertitlement for period 237 hours (251.6 hours F on the Adjustment type
Brought forward drop down and select
Brought forward not used (Iost) Adjust.

| Adjustment details
Adjustment type  Standard M

Entitiemnent 237 hours

SAVE

Your screen will update to show display adjustment details:

™ sarah bemo

ntitlement adjustiment v menu

Enter the number
of hours you wish
to adjust the
persons balance

| Employment details
Position  Administrative Dfficer Test[v| You can determine which
| Boriod il leave year the entitlement is

Holiday period dates  01/04/2019 - 31/03/2020(%| to expire. Please note this
by. Scheme name  PSCNTNSP CS Annual Leave ] date should also be the last
Note: if you Entitlernent for period 237 hours (251.6 hours F day of the leave year (31
include a = in Brought forward March)
front of the value, Brought forward not used (lost) Click Save
the number of Adjustment detbils
hours will be Adjustment type  Adjust [~
deducted from eodte  User vawe  Reason End date Entitlement Add Remove
the balance. e.g. ~ 31/03/2020 B + -

-7.4

SAVE
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Lirne manager

Enployes

Human Resources

/‘(Z =) Office of
Making a holiday adjustment process map

Holiday Adjustment process in

PiP
Manager adjusts Erployes
errpl-_::uvee’s receives
holidaey notificaton that
entifementin their leave
PiP, e.g. for long balance has bean
SEWICE OF

anticipating leave
from nest year it
adrrent year

adjusted and to
log into PiF to
resdew their
balance
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Other Absence (Special Leave)

Entering a special leave absence for one of your team members
To do this, simply click on Other Absence Details:

LINKS
» Employment Information [v Other Absence > Sickness » Expenses
> Matemnity, Adoption & Patemnity > Le > Halidays

El m

Other Abszence Details Other Absence Pattern Override

Your screen will now look like this:

To create a new other absence click on New.

Any other i 3 e
absences will be
listed here, if -
there are any. e ————————
To view one | e
simply click on it

The most recent
(™) Bobby Sideshow other absence

will
automatically
i . show here:

from the list.

1 Avating sulfiorisation

an  HA Businese Parinar {Cument)
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Your screen will now look like this:

@ Bobby Sideshow

Cther abserce details New s MenU [I]J
Absence period

Absence period®  More than one day

Fill out all the fields on this

Absence star
oy - screen as necessary and
click Save.

Type  Full day

Absence end
Date E!
Type  Fuill day
Absence
Absence type v Set as defaulf

Ahsence reason® <Nones v

If your team member has not had any previous other absences the screen above will be the
screen you see when you first click on Other Absence Details.

*N.B.: Please note that in some areas of Government, you will be required to obtain
additional approval for Special Leave from your Director/Finance Officer/Accounting Officer
etc. This will need to be done outside of PiP before you enter the details into PiP on behalf
of your team member. If you are unsure of the requirement in your area you will need to
check with your manager.

Also if your team member has other positions within Government that you do not line
manage, you may still receive workflow emails and/or authorisation tasks for Special Leave.
Please see the note in To Do list section of this guide regarding this.
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Special Leave process map

Special leave request process in PiP

@ ;
fae

Employee and Employee
manager have submits special
conversation leave request
regarding special into PiP.
leave

They receive an
email confirming
the subrission
and that the
special leave
requires two
levels of
approval, their
manager and
their managers’
manager

Manager receives

Managers’

special leave manager receives
request to special leave
approve in PiP reguest to
approve

If the special leave is declined
by either manager the
employee will receive an email
to confirm this

‘. I|Ih.
" Ll

Employee If unpaid leave,
receives email employee’s pay
confirming automatically
special leave has adjusted
been approved
@  Line manager
@ Managers’ manager (countersignature)
[3) Employee
@ Payroll
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Sickness
In this section you can view the following information:

e Details of any sickness absence

¢ Details of sickness absence stages e.g. reduction to half pay depending on individual
terms and conditions of employment

e Any Doctors Certificates that may have been recorded

As a Line Manager you can also do the following:

e Create a new sickness absence

e Edited an existing sickness absence

e Override a sickness pattern

e Record any relevant documents e.g. Doctors certificates, recording the details
against the relevant sickness absence

e Record absence stages

Viewing sickness absences for one of your team members
To view the sickness absences of one of your team first click on My Staff and then click on
that team member’s name.

To open the Sickness section, simply click on the Sickness button:

LINKS

[*v Persanal Information: » Employment Information >  Other Absence "> Sickness > Expenses
>  Maternity, Adoption & Paternity > Leavers > Holidays

B o

:.Feraona: E}e.‘tails | Address Details | Emerq.enc.'_.f .-C-o'ltact Details | ,l Contact Details Key Dates .Cll.'uec:!; ’}-etail; .:

:::Iri'.'ing. Licence Details Reckonable Service Dates:

Your screen will now look like this:

Create New Sickness Absence View Sickness Absence Sickness Pattern Override View Absence Stages Run Sickness Letter Merge
View Doctors Certificate

Click on View Sickness Absence and a list of absences will appear on the left hand side of
your screen. Select the absence you wish to view and the full details will open. If there is
only one absence in the list the absence details will open automatically.
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@ TESTAOZ, EMPLOYEE

Sickness absence details TESTADZ EMPLOYEE Vv

Sickness period

ss period®  Full day v

Absence start

Absence startdate®™ §g/12/2019 ﬂ
Absence end
Expecied end date E
Absence
Absenceype®  Sickness v
Absence reason®  Cough, Cold, Flu - Influenza, Virus; In *
Exclude from Bradford Factor calculation

Position PiP Test Administrative
= Officer 2 (Current)

Creating a sickness absence for one of your team members
To do this, simply click on Create New Sickness Absence:

Create New Sickness Absence View Sickness Absence Sickness Pattern Override View Absence Stages Run Sickness Letter Merge

View Doctors Certificate

Your screen will now look like this:

O Bobby Sideshow

Sickness absence details New s menu [ﬂj

Sickness period

Sickness period®  More than one day v
Absence stan
Absence start date® ﬂ
Absence start type  Full day v
Absence end
Absence end date E
Abzence end type  Full day v
Expected end date ﬂ
Ahzence
Absence type® v Set as default
Absence reason®  <Mone~ v

Exclude from Bradford Factor calculation |
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Complete each section in the screen above — all the sections with the blue dots are

mandatory fields and click Save.

For example, to record a day of sickness on the 3™ January 2018 for a cold your screen

would look like this:

O Bobby Sideshow

Sickness absence detalls New s MENU

Sickness period

You don't have to complete the
Expected end date unless you
know what this is likely to be.

You can also exclude this period
of absence from the Bradford

Sickness period ®  Fulf day v

o Factor calculation — you should
Absence startdae” a3jon/an1e = always check this before ticking

dheace this box. Under normal

Expected end date ﬂ - -

circumstances all sickness
e absences should be counted as
Abgencetype™  Sickness . Set a5 default

part of the Bradford Factor.

Absencerzason™  Cough, Cold, Flu - Influenza, Virus, Infection

Exrlude from Bradford Factor caloulation (

Your screen would now look like this:

3 s

@ Bobby Sideshow

@ Cnanges have beer saved
Bickness ahesnce detadls Bobby Sideshow .- wer ﬁj

Sichness petiod

sickness period®  Full day .
Absence stan
Absenca start date® - gaig1/z018 (]
Absance erd
Expecied ed die ()
Absanca
Absence lype®  sicknesa

preeesy

1" Caugh, Cold, Flu Infiuenaa, Vrua, Infection v

Exchude fram Bradford Factor

Posliion  HA Business Perner (Cument}

Overriding your team members sickness pattern

If an employee does not have a standard working pattern and their working days constantly
change, you will need to enter a pattern override against their absence (holiday, sickness
and other absence).

To do this, simply click on Sickness Pattern Override

Create New Bickness Absence View Sickness Absence Sickness Pattern Override View Absence Stages Run Sickness Letter Merge

View Doctors Certificate
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From the left hand side of your screen choose which sickness you wish to change the
pattern for.

Your screen will now look like this:

€ Bobby Sideshow

Within the Pattern
override screen select

Note: If you are
overriding the

the day in the pattern [RESE=GEEE working pattern for
you wish to change. Fostion® HR Business Farmer v an open absence,
Patiern type: Warking Pattem v please enter \71 IntO
For this example I From date® 09/04/2018 a the ‘Number of days
have changed Friday Tocete 13/04/2018 a in this pattern’ field.
tO be 0 hours. Click Mumber of dayz inthis pattern 5
Validate to calculate Pattomn date détaile
the hours.
Mon Tue Wed Thu Fri Total

. Week 1 07:30 07:30 07:20 07:30 0g:eo 20:00

Click Save N i - |
\ VALIDATE J m

Adding details of Doctors’ certificates
You can add the details of any doctor’s certificates to the sickness record of one of your
team members.

To do this, simply click on View Doctors Certificates:

Create New Sickness Absence View Sicknes: Sickness Pattern Override View Absence Stages Run Sickness Letter Merge

View Doctors Certificate

Any previous

certificates you ) Bobby Sideshow

have added ] I s O Changes bave been saped
A - r2018 - 02, 5] - {ickrieas - Cough, Cold, Flu - Influsnza, Vinis, infection] A LE5s 1]

agaInSt absences % | Create view Sickness ahsence | | view Sickness abserce | m|
Wi” be Iisted = | View Full Suckness History fine. prewous jobs! |
here, if there are S
any. To view

g q ]
one simply click _ o 5
on it from the - M=
list. | %‘

You can add details of another certificate here by clicking on New.
You will be prompted to select a sickness absence from the left hand side of your screen.
Your screen will now look like this:
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Certification details (09/12/2019 - 09/12/2019) - (Sickness - Cough, Cold, Flu - W = 0

Influenza, Virus, Infection) % MENU Fill out all the fields on
this screen as necessary
and click Save.

Doctor's certificate

Certification type ®

Start dete® 09/12/2019 8

(%]
-
.

m
o -]
5 a
(9} (=3
(*7 w
3
v L]

Recording absence stages and contact during sickness for one of your team

members

As a line manager you have a duty of care for the individuals who report directly to you and
this includes having regular contact with them when they are off work through ill health.

On PiP For My Team you can record any telephone conversations you have with your team
when they are off work sick, including when they first advise you of their absence. You can
also record any home visits you or another manager may make as part of keeping in touch.

There are also various stages of sickness absence for anyone who has been signed off by
their Doctor to enable that person to get back to work quicker.

The stages that you must record are:

e Occupational Health Referral — if a referral is made
e Phased Return to Work (Paid)

e Phased Return to Work (using Holiday)

e Phased Return to Work (using Sick Pay)

To do this, simply click on View Absence Stages:

Create New Sickness Absence View Sickness Absence Sickness Pattern Override

View Absence Stages Run Sickness Letter Merge View Doctors Certificate

Your screen will now look like this:
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O Bobby Sideshow

Absence stage detalls New ./ MENU @J

Pate® B

Absence stage ® v

Position HR Business Partner

Complete the sections on this screen with the relevant information and click Save.

For example, to record a telephone conversation on the 3™ January 2018 your screen would
now look like this:

O Bobby Sideshow

@ Changes have been saved.

Absence stage details Bobby Sideshow - (03/01/2018 - 03/01/2018) - Sickness - Cough, Cold, Flu - Influenza, Virus, Infecti @

an s MENU

Date® 03/01/2018 B

fbsence stage®  Telephone Conversation r

Position HR Business Partner

To create a new contact or absence stage, simply click on New.
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Employee calls ~ Employee enters Manager receives
manager to details of sickness absence
notify them of sickness into PiP. in PiP to approve
sickness.
Note: the
manager can also
open the sickness +. If reason for
on their team sickness is stress
members behalf. — work related,
pregnancy
related or
accident at work,
HR Advisory team
notified
automatically
o o
@ Employee &
@ Line manager Em;;lgjyiiesdpay PSPA notified
automatiucally in line thrpugh TREFE .Of
@ HRBP Advisory Team with entitlement perlodlséao\t; gt
@ Payrol
{) PSPA

Office of

Human Resources

Sickness absence process map

Sickness absence process in PiP

If the absence has
continued for more
than 7 calendar

L
e

.
>

Employee and Employee Manager enters Employee
manager receive provides Drs Cert details receives
notification from manager with and expiry date  ntification Drs
PP that Doctors Doctor's into PiP Cert has expired

Certificate is certificate and a new one is
required required.
Employee
provides new cert
to Manager

If the absence has
continued for more
than 28 calendar
days (14 days in
CoT)

Employee and manager
receive notification 60
and 30 days before pay
is due to reduce and
employee is advised to
complete an SC1 form to
daim Incapacity Benefit

Notification to HR
Advisory that
absence is now
long term to
enable team to
support manager
as required

Manager receives
notification that absence
is now long term and to

consider Occ Health
Referral. Links to other
supporting tools and
contacts are detailed in
the email.
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@ If employee
Employee enters  Employee and enters Accident, Eilenaa s Employee Manager enters Employee
Accident at Work Manager receives Manager receives managey receiye  Provides Manager - Drs Cert detalls receives
into PiP. notification email task in PiP to rhcater o with Drs Cert and expiry date notification Drs
manager-can also RIDDORpforms if As accident at Hoe: ts.regulred required.
enter the required Ad;l","""k' HR
Accident at Work sory Team Employee
on their team and Health and provides new cert
members behalf. Saf_leot; f;l’e%am to Manager
automatically so
they are able to If the absence has
contact manager continued for more
to provide than 28 calend‘ar
Employee days (14 days in
® ' mpport/_\ _ ¥ {t:or] Ys
@  Line manager .: . .4
L4 2
@ HR BP Advisory Team . Manager receives
Employee’s pay PSPA nictified Employee and manager  otification to HR notification that absence
@ Payrol adjusted g0 0h report of  receive notification 60 Advisory that is now long term and to
automatically inline o ods of npaid and 30 days before pay  ahsence is naw consider Occ Health
@ PsPA with entitlement leave is due to reduce and long term to Referral. Links to other
employee is advised to enable team to supporting tools and
® Health and Safety complete an 5C1 formt0  gupport manager contacts are detailed in
Team claim Incapacity Benefit as required the email.

Office of
Human Resources

Accident at work process map

Accident at Work process in PiP

OMNLY IF absence

is caused by

Accident at Work
AND it continues

for more than 7
calendar days
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Time, Mileage & Expenses

As a line manager you are responsible* for checking and signing off any time, mileage or
expenses claims that any of your team members submit on PiP For Me (Employee Self
Service).

*(this may vary depending on your area of Government, check with your area whether you
are responsible or whether these claims should be redirected to a Finance
Manager/Accounting Officer/Central Admin etc.).

Mileage & Expenses claims
Once you have authorised a claim it is submitted electronically to Payroll to be included in
the next pay run. Payroll will not process paper claims once PiP is live.

In order to receive payment for any claims the Reporting Manager must either:
Authorise the claim from their To Do list

or,

Re-direct the claim to another appropriate person to authorise (see note above)

If a member of your team submits a claim that is in relation to work sanctioned or requested
by another manager you can redirect that specific claim to the relevant manager for them to
authorise it on their own To Do list.

Payroll Deadline Date

With the introduction of PiP the deadline date for payroll is now the 7t of the month so
any claims to be paid in that month must be approved in PiP by the 7th or they will not be
paid until the following month.

WARNING! There may be local deadline dates in place in your area to give line managers
time to authorise claims. Please check with your manager if you are unsure of your local
deadline date.
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Authorising Claims

When one of your team submits a claim on Employee Self Service a task will be added to
your To Do list.

TODOLIST (4) PROCESSES (0
Filter Allactive % Sortby Dusdale W T
L select all

O Confirm Insurance Buddy One - EO01642 * Finance * Due: 20/10/2018
_BOTETARTED |  More...

@ Confirm inaurance Buddy One - Q01642 * Finance * Due: 20/10/2018

O Time & Expensas claim Budd)’ One - OTDC0000CS (Monthly Payrell) * Finance * Overtime and Allowances Claims (Port Setvices) * Due: 29/10/2018
|  REQUIRES AUTHORISATION More...

To view the details of a claim and to authorise it click on the arrow.

Your screen will now look like this:

Time & Expe claim Misags s

Feaza
Page 1| Page 2| Page 3
Mileage
Plaana ugs this page to add any jounays campistad. 1f yeu do Aot hava a wehicks dsplaysd Befaw ar this s mearract, yau will naad ta/6e to th parsanal tak, within amployes asH-sarvics and acd a naw vehicla
Joumey — Clatming for 3 rasum jaumey? Wa have tiad 4o kesg the fist 35 shart 32 pocsible s hayer't 2" options. tf you ara clsiming for 2 returm joumsy, =0 Douglas to Pedl then Pesl to Douglas, just saleet

Cast Cada Dvarrida — this 5 an

el fistd. This elaim will sutamaticaly allocats againgt & salary burgat eeds far y s join. H this [ourney [pege 1) oF sxpance (pages 2 & 2} nasds claiming againat ancthar cada, yau can addit in

Vehicle Scheme Cost Code Overide
EMN1234 loMG Business Mileage Schame

Joumey Date Business Miles claimed Passengers ity e e W o iy

Douglas 1o Peel - 71 miles ¥ zaraz0a 1 1 taglan v | Meting a9+ -

Click on the arrow for the Authorisation status and choose the status from the following
options:

e Authorised
¢ Not authorised
e On hold

It is best practice for you to speak to your team member first before you choose either Not
authorised or On hold so that they are aware of what you have decided and why you
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have made that decision. Selecting an option and saving it on PiP For My Team (Manager
Self Service) will cause an automated e-mail to be sent out to that team member advising
them of your action. If you aren’t authorising a claim you must also add a reason by typing

into the Reason free-text box:

Authorisation status ®

Reason

To view all the pages of a claim you can click on the page number:

Page 1/Page 2 |Page 3
Mileage

u do Aot hiave a vehicls dsplayed hetw ar this (= mearract, rau will nead ta g to th pa taby within amplayes asH-sarvics and acd @ new vehicia

2" options. tf you ara clsiming for 2 returm joumsy, =0 Douglas to Pedl then Pesl to Douglas, just saleet

Joumey — Claiming for 3 rewurm joumey? Wa have triad -

jon. [ 1hiz journay (pags 1) or axpancs (pages 2 & 3] nasds claiming 3gaiast 2ncthar cada yau ean add it in

"l sutamaticady allocate againgt & salary budgat coda

Cast Cada Dvarrids — this (s an entional fiskd. This cia

Vehicle Scheme Cost Code Overide

EMN1234 loMG Business Mileage Schame

Joumey Date Business Miles claimed Passengers iy e W it Yo Y v
= 1 uglan 1o Pes| Mesting

Douglas 1o Peel - 11 miles. 2/10/2018

o+ -

Page 1 is displayed automatically when you open a claim. You need to click on Page 2 or
Page 3 to see the other pages of the claim.

Click Save.
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Viewing attachments submitted with claims

When a claim is made for any expenses, any relevant receipts should also be uploaded so
that you can review those receipts to check they match the amount being claimed for.

At the top of the actual claim click on the MENU down arrow:

Feaza
Page 1| Page 2| Page 3
Mileage
Plaani uss this paos to add any jsurnays complated: If yeu do Aot hava @ vehicks desplayed Belaw ar this = micomact, you will nesd ta ga to e parsanal tab, within amplayes sek-sarvics and acd & new vehcla

Joumey — Clatming for 3 rasum joumey? Wa have tiad 4o kesg the fist 35 shart 32 pocsible s hayer

ed il “from™ and "to" options.

1 you srs chiming for = raturm journey. s:0; Dougles to Peal thien Pesl to Douglas, just salect
las to Pesl twice

Cast Coda Ovarride — this (s an sptional fistd. This chaim will sutamaticaly allocate anainst & salary burgeteods far yau in this job, I this jourrey (pegé 1) or sxpansa (pages 2 & 3) nasds claiming agalast sncthar cada; yau can add it in
here

Vehicle Scheme Cost Code Overide
EMN1234 loMG Business Mileage Schame
Joumey Date Business Miles claimed Passengers

T 23710/2008 1 1

Journey From & Journey To Reascn for Joumey
Dougtas 1o Peet - T1 miles Dauglan 1o P

el Mesting o+ -

Click on View Time & Expenses Attachment:

Authorization

User name  TEST10

Auhonaation status® A

Reasan

Page 1||Page 2 | Page 3
Mileage

Phease use this page to add any joumeys completed. H you da not have a vehicle displayed below or thia is Incorrect, you will nesd to go to the permonal tab, within smployee sefi-service and add & new vehicl

Journey — Claning far a return journey? W have tried fo keeq the list 23 shart s posalble 5o haven't inchuded all “fom’ end “to’ cptiona. if you ame claiming for & reum jaumey, =g Doisglas to Peel then Peel to Douglas, just sslact
Douglas b Feel twice

Cost Code Override - this i= an optional field. This clam wil

automatically sllocate egainst 2 salacy budget code for you in this job If thisjourney (page 1) ar exzense (ages 2 8 3) needs claiming agamst ancther code, you can add it in
hisve:

Vehicle Schame Canl Code Ouaride
EMN1234 16M3 Busineas Mileage Schame .

Journay Data

Businass Miles claimed Passengers Journay Fram & Journay Ta Reason far Joumay

Dougles 1z Feel - 11 miles T R0 Bn 1 Dl s Paw Mesting e+ -
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Your screen will now look like this:

Office of
Human Resources

07/03/2018

O ansger Self Sarvics] o

Rt 1 Persen The claim you are reviewing will be
I

Select all

highlighted here in blue.

will be listed here.

To view an attachment simply click on it
from the list.

Any attachments submitted with this claim

Re-directing a claim to another Reporting Manager
Note: Redirections should only be used for redirecting a Mileage or Expense claim
to another manager. Other team tasks which contain personal information for
example sickness absence or special leave requests should be managed by the
line managers and the manager’s manager.

To re-direct a claim click on the box below the face icon for that specific claim:

L@ Time & Expensas.aiaii Bermie Brown - ME4000128 (Monthly Payroll) * TEST Mini Structure * Mileage & Expense Claims v5 * Due: 17/03/2018

MEDUIRES AUTHORISATION Mare,

Your screen will now look like this:

Filter Al active Sorthy Duedate v n

Select

(&)

o
@)
©

al ACTIONS

Confirm Insurance Buddy One - EODT642 * Finance * Dug 20/10/2018
NOTSTARTED |  More...

Confirm nsurance Buddy One - EDD1642 © Finance * Due: 20/10/2018
NOTSTARTED | More..

Time & Expenses claim Buddy One - MEQDO0027 (Monthly Payroll) * Finance * Mileage & Expense Claims * Due: 25/10/2018
REQUIRES AUTHORISATION More...

Time & Expenses claim Buddy One - OTDOOCC0S (Monthly Payrotl) * Finance * Overtime and Allowancas Claims (Port Serwces) * Due: 26/710/2018

REGLIRES ALITHORISATION Maore...
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Click on REDIRECT at the top your To Do list:

TO DO LIST (12) PROCESSES (0) x

Filter All active el Soet by Due date w T

Select all REDIRECT  ACTIONS

Your screen will now look like this:

Click on the magnifying glass.

Your screen will now look like this:

Redirect task - Time & Expenses claim - Buddy One - OTD0000005 (Monthly Payroll)

!
' | Surname ¥ O\

The search functions defaults to surname, but for GDPR reasons it is best practice to search
by username by clicking on the arrow beside surname and selecting username. People can
share names but our usernames are unique, so searching by username helps to mitigate any
risk of the expense claim being redirected to the wrong person.
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Once you have chosen you search criteria you will then need to enter the surname or
username in the search field:

Recipient® =
User Search Close e

snow Surname ¥ Q

Then click on the magnifying glass.

Your screen will now look like this:

[ |
Recipient®

User Search Close &

Re 51
snow Surname ¥ q I

JON SNOW

Select the correct manager from the search results by clicking on their name in the list. If
you have searched using the username there should only be one result.
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Redirect task - Time & Expenses claim - Buddy One - OTD0O000005 (Monthly Payroll)

Your screen will now look like this:

Redirect task Time & Expenses claim - Buddy One - 0TDD000005 (Monthly Payroll) v MENU

Recipient®  JON SNOW Q,

Click Save.

The Expenses link
When you select the Expenses link from the screen below you will get three options:

e View Expenses Claim
e View Time & Expenses Attachment
e Confirm Business Car Insurance

View Expenses Claim Confirm Business Car Insurance

View Expenses Claim
This option allows you to view all the mileage and expenses claims that your team member
has submitted, including claims still to be authorised.

Calendar 23 Jun 2019 - 23 Jun 2020
@ VIEW FULL CALENDAR :
23 Jun - 06 Jul 2020

24 2/ 26 27 28 29 0 W 0z 03 04 05 06

7 Bradford factor inclusive of all positions

(a5 of last caleulation)
LINKS

Mileage & Expense Claima v2 > Employment Information > Other Al » Sich ~ Exp
Mileage & Expense Claims v2
Milsage & Expense Claims v2 > Matemity, Adoption & Patemity % Leavers » Holidays
Mileage & Expenae Claims v2

=

itpoge & Expanse Claims v2 04 = E
View Expenses Claim Confirm Business Car Insurance

The claims will be listed in date order with the latest claim at the top of the list.
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To view the details of a claim without viewing the claim itself i.e. date submitted and
authorisation status, hover your cursor of the claim in the list.

To view a particular claim, simply click on it from the list.

Your screen will now look like this:

O iifonager Seif Sarvice) O

o Bernie Brown

yee: Bemie Brown

Job title  Administrative Officer
Reference: ME400D128
Payralt  Manthly Payroll
Page 1| Page 2| Page 3
Please use this page fo add any journeys completed. |1 you o not have a vehicle displayed below ar this s incorrect, you will need 1o go ta the personal Tab, withi
empioyas salf-senice end add & new vehicle.

Vehicle  Scheme Cost Code Overide
IMN Z25 U leMG Business Mileags Scherme A

Date Journey Eu?lness e Passengers Soumey Fiom & Reason for Journey
claimed Journey Ta
05032018 s | Douglas to Airport * 15 [} Deouglas fink; 0 i1

View Time & Expenses Attachment
This option allows you to view any attachments uploaded with a specific claim, including
claims still awaiting authorisation.

Calendar 23 Jun 2019 - 23 Jun 2020
4 VIEW FULL CALENDAR .

23 Jun- 06 Jul 2020

Bx»2222%00206aua8050e

A ™ Bradford factor inclusive of all positions

a5 of lant calculation)

LINKS
= » Employment Information > DtherAb > Sich
B Miloage & Exponan Claims v2
Mileage & Expense Claims v2 3 Matemity, Adoption & Patemity > Leavers » Holidays
[l Mileage & Expenae Claims v2
=
ilrage & Expense Claims v2 04 = E
View Expenses Claim Confirm Business Car Insurance

The claims will be listed in date order with the latest claim at the top of the list.

To view the details of a claim without viewing the claim itself i.e. date submitted and
authorisation status, hover your cursor of the claim in the list.

To view any attachments for a particular claim, simply click on the claim from the list.
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O (Mansger seifsevics) (7%

Your screen will now look like this:

O Bernie Brown

Document attachment details carea

Remulis 1 Person Dooumant®  Car Parking Ticket Feb 20

I [sumeme -] Q Docwment type Receipt
Salect all Sawva this group Link
Wigitile in Se Serviee
agt updated date 06/03/2018

Lastupdated time 1620

ne  Gar Parking Ticket Feb 2018.docx

Feplace by - * | Chanse fils | Mo file chosen

— o

If there is more than one attachment they will be listed under Document Attachments. To
view a particular attachment simply click on it from the list.

To view the actual receipt etc. click on DOWNLOAD.

Your screen will now look like this:

O Mg Seirsenica) (05

@ Bernie Brown

Docurment attachment d

ocament® G g Tie 1
Results 1 Persan Docament ar Parking Ticket Feb 2

[ Docursnttype Receipt

o Savee i groap Link

06/03/2018
ne 16:20

Caf Parking Ticket Feb 20168 docx

" | Choose file | No file chosen

DOWHLOAD @

Showall |

&1 Cor Parking Ticks.. defi

Click on the downloaded attachment here.
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Time and expense claim process map

s/

Human Resources

@ Office of

Note: Mileage and Expense claims will be introduced first. Time and allowance claims will be introduced at a later stage.

Line manager

Errploves/worker

Payroll

expenses etc

PR

Submitting a time and expense claim in PiP
Time, overtime, additional hours, mileage claim,

Indisidual opens
arnew tirme and
expense claim
templats in PiP
and popul ates

This claim can be
saved as a draft

ready o submit

‘L.
o

Individual
stbmits dam,

Individud and
manager receive
email to confirm

sbmission.

Manager reviews
claim from To Do
list and
approvesfreflizes
cla m. Manager
can override cost
centre code if
Necessary,

Indisidual and
manager receive
email to confirm

whether daim

wWas approved or
dedined.

\-.
o

Payroll action
required: Payrcll
checks corpleted
via exception
based reporting
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Confirm Business Car Insurance

If a member of your team uses their own vehicle for work journeys other than to and from
work at the start or end of the day or their shift, they must be covered in their own car
insurance to use their car for business or work-related purposes.

As a manager you should check that the insurance cover of your team members is correct
by asking them to provide you with hardcopy of their policy.

You can then acknowledge this on PiP For My Team.

Click on Confirm Business Car Insurance:

View Expenses Claim Confirm Business Car Insurance

Your screen will now look this:

i Trent ® O (Muager SeifSenvice) ()
B/0320E

@ Bernie Brown

e ol o Govrrment

Private vehicle details semie Brown % mem

oft
o

Save 1his group

Click the Insurance checked box and type in expiry date of the policy into the Valid until
date field and click Save.

Please note that if add a valid until date, PiP will notify you and your team member via email
when this policy is due to expire.

If you have previously received a task in your To Do list to check the business insurance you
will need to return to your To Do list on your homepage and approve the business insurance
task.

For guidance on approving tasks, please click here:
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Adding a private vehicle for mileage claims and verifying insurance process map

Line manager

Errploves

/’“\) Office of
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Adding a private vehicle and certifying business

insurance in PiP

L J

Errploves
submits details of
their wehicle in
FiP,

The individual is
notified when
subrmiting their
details that
business
INsUrance must
be provided to
their manager

Manager receives
task in PP to
confirm business
insUrance has
been certified
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Maternity, Paternity & Adoption

In this section you can view the following information:

e Details of any maternity, paternity of adoption periods
e Details of any maternity or adoption Keeping In Touch (KIT) days

As a Line Manager you can also do the following:

e Create a new maternity, paternity or adoption period

e Edit the details of a maternity, paternity or adoption period
e Create a new maternity or adoption KIT day

e Create a maternity, adoption or paternity letter

To view the maternity, paternity or adoption details of one of your team first click on My
Staff and then click on that team member’s name.

Your will screen will now look like this:

O anaperseifsevce) ()

@ Bernie Brown c
Persconal Employment
Known as Bernle Administrative Offieer TEST Mini Structure
1 Year(s) 11 Month(s) in service A7.00 hours Employee Full time Permanent A0PSC CS

ES00031 (Persanal ref ) Started on 05/04/2015

ES00031 Payrol ref|
Calendar
@ VIEW FULL CALENDAR
26 Mar - 10 Apr 2018 209 0
20 30 37 O 02 03 04 05 06 07 3 00 0
® eco oo o ssee Halitay hoxirs lefie Beadlford factor*
LikKS

!ﬁ’(‘ Pessongl information | > Emplojmentinformistion > Holiday and Oiher Absence > Gickness

> TimeRExpenaes > Maternity, Adoption & Patemity »  Leavers > Amachments

Personsl Detalls | | Address Details | | Emergency Gontact Detalls | | Contact Details | [ Key Dates
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To select the Maternity, Paternity & Adoption section, simply click on the Maternity,
Paternity & Adoption button:

LINKS
ﬁ > Employment Information > Holiday and Other Absence » Sickness
> Maternity, Adoption & Paternity > Leavers > Afttachments

| Personal Details | | Address Details Emergency Contact Details | | Contact Details Key Dates

Your screen will now look like this:

LINKS
f}% é@mrﬁmﬁﬁ! | »  Employment Information » Holiday and Other Absence ¥  Sickness
> Tims& Expenses ~ Maternity, Adoption & Paternity ¥  Leavers > Atiachments
Wew Matarnity Details View Matemity Details Mew Maternity KIT Day View Maternity KIT Day Run Maternity Letter Merge

New Adopticn Details View Adeption Details New Adoption KIT Day Wiew Adoption KIT Day Run Adoption Letter Merge

Mew Patemnity Detzils View Paternity Details Run Paternity Leiter Merge

Adding a new maternity, paternity or adoption period

You can create a new record as soon as a member of your team advises you that they are
pregnant, going to adopt or they are going to be a father. You can then amend this record
once they finish work to go on leave and also when they return to work on completion of
their leave. For example:

To do this, simply click on New Maternity Details:

New Maternity Details View Maternity Details New Maternity KIT Day View Maternity KIT Day Run Maternity Letter Merge
New Adoption Details View Adoption Detzils New Adoption KIT Day View Adeption KIT Day Run Adoption Letter Merge

Mew Patemity Detalls View Patemnity Details Run Paternity Letter Merge

Your screen will now look like this:

83| Page



& \) Office of
((é\_/ Human Resources

O Ned Flanders

Maternity absence details New v [4enu @J

Absence dates

Absencetype Maternity v

B

Expected birnth date® pgro7/207 q

E

Issue date

Key maternity dates

[ §

Maternity absence start date
Maternity absence end date El

Additional information
Actual date of childbirth m

Stillbirth

Reason for early absence v

Complete the Expected birth date and then click Save.

For example, if a member of your team advises you that their baby is due on the 8™ July
2018 your screen would look like this:

Your screen will now look like this:

O Ned Flanders

Maternity absence details New v MENLU @J

Absence dates
Absence type  Matemity v

Expected birth date ® E

E

Issue date of MATE1

Key maternity dates

C

Maternity absence start date

Maternity absence end date E

Additional information

Actual date of childbirth ﬂ
Stillbirth
Reason for early absence y
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[ iManager Seif Service

Any previous or

q Med Fland
current maternity e - () Hed Flander
periods will be : . THeteew -
4 : Maternity bsence details Ned Flanders . 1E5s
|ISted hel’e, |f there [ Magerny Dot | [ Fw Matamiy T iy | [V Saterning KT Dy |
are any — s ccption Detaits | [ ew sutuption KT Dy | [ iew adoption 1T Dy |
To view simply click :
]
on the one you 5
want from the list.
=]
=]
ol 1 =]

Adding details of a MATB1

To do this, simply click on View Maternity Details:

MNew Maternity Details View Matermity Details New Materity KIT Day View Maternity KIT Day Run Maternity Letter Merge
Mew Acoption Detalls View Adoption Detalls New Adoption KIT Day View Adoption KIT Day Run Adoption Letter Merge

Mew Paternity Details View Paternity Details Run Paternity Lettar Merge

Your screen will now look like this:

Click on the correct .- | () Ned Flanders
maternity period '

: Personal Employment
f H . i i Knawm as Ned H#t Administrative Officer - HR Team - Empiayer - Part dime - Permanent
rom the I ISt here . 1 Wear(s) 9 Monthis) in service. Staried on 01/02/ 2017

M1O0786 Peraonal 1|
= MT00726 Pyl ref |

Calendar
W VEW FULL CALEMDAR
03 - 16 January 2078 B85
m=_\: 05 06 W MW 08 0 1 12 13 14 15 T
M F T Haliday bours ledt> Bmdbord tncoe

LINgE

2 Emplayment Infarmation % Huofidey and Ottier Absence 2 Sicknass
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Your screen will now look like this:

G Ned Flanders

"
Maternity absence detalls Ned Flanders v menu [ﬂj

Absence dates

Abserice type  Matsmity -
Expected birth date®  ggro7/2018 ] Add the date Of the
Issue date of MATET B S ’ MATB1 form here and
Key matemity dates then click Save.
Maternity absence start date ]
Matemity absence end date ()
Additional information
Actual date of childbirth E
Reason for sarly sbsence ¥

Adding a start and end date

To add a start and end date to an employee’s leave, click the view details tiles. For
example:

To do this, simply click on View Maternity Details:

MNew Maternity Details View Matemity Details New Matarnity KIT Day View Maternity KIT Day Run Maternity Letter Merge
Mew Acoption Detalls View Adoption Detalls New Adoption KIT Day View Adoption KIT Day Run Adoption Letter Merge

Mew Paternity Details View Paternity Details Run Paternity Lettar Merge

Your screen will now look like this:
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i Ned Fland
Click on the correct () Ned Flanders

maternity period

: Personal Employment
i . i Hrown 23 Ned HR Administrative Offices - HR Tearn « Emgliyes « Part lime - Permanen
from the list here: e el

MI00786 (Persoral rel.)
- M100786 (Pl ref}

Calendar
A VIEW FLLL CALENDAR
0316 January 2018 8.5
BD-I as D6 OF O 8 W1 12 131 W o1
s : Wty hours left Braiford factort
NNl TR b .

> Emplopment Information 3 Moligsy and Oftver Absgnce 3 Sakness
Your screen will now look like this:
@ Ned Flanders
Add the start and end
Maternity absence detalls Ned Flanders v menu [ﬂj . .
date of their maternity
Absence dates
Abssritype. Masimity . absence here and then
Expected birth date®  ggyo7/2018 E : CIICk Save.
Issur date of MATE1 E o - .
Key matermity dates = __--.-"""-:'J_
™
Maternity absence start date [
Matemity absence end date a

Additional information

Actual date of childbirth ()
Stillbirth
Reason for sarly absence -

If your member of your team has had to start their maternity leave earlier than 11 weeks
before their due date, usually on medical grounds, you need to give a reason for their early
absence by selecting a reason from the drop down field on the above screen.

You can choose either:

e Premature birth or,
e Pregnancy-related illness
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You can also add in the date of the birth of their child/children if necessary, but this isn't a
mandatory field.

Adding a keeping in touch (KIT) day

Team members, currently on leave, are entitled to up to 10 keeping in touch (KIT) days
whilst they are on leave. These days aren't mandatory and mustn’t be taken earlier than two
weeks following the birth of their baby, but they are a useful way for a new parent to ease
their return to work to re-familiarise themselves with the workplace and to try out childcare
options and arrangements.

The entitlement to Maternity or Adoption Allowance is not altered or stopped when they
come in for a KIT day and they may receive an additional day’s pay for every KIT day they
do if they submit the relevant claim form. They may also be offered time off in lieu of
payment for doing a KIT day.

KIT days are arranged as an agreed day between yourself and your team member. A
member of staff cannot demand a KIT day and equally you cannot demand your member of
staff completes a KIT day.

Employees are required to let Social Security, General Benefits know when they have
worked a KIT day. If someone works over the allowed 10 days, whether they are part-time
or full-time, they will lose a day’s maternity or adoption allowance for each day over that
they work.

Please note that the team member and manager will need to submit an overtime
claim form to OHR Payroll to claim payment for the number of hours they came
into work for each of their KIT day.

To record a KIT day, simply click on New Maternity KIT Day:

MNew Maternity Details View Matemity Details New Matarnity KIT Day View Maternity KIT Day Run Maternity Letter Merge
Mew Acoption Detalls View Adoption Detalls New Adoption KIT Day View Adoption KIT Day Run Adoption Letter Merge

Mew Paternity Details View Paternity Details Run Paternity Lettar Merge
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Your screen will now look like this:

Click on the _ @ Ned Flanders
maternity esi |

perIOd YOU J Personal Employment

want to add _ ¥ets)3 Mosths s B T R
the KITday  |moms it ommeiet

from the list

here: Calendar

@ VW FULL CALENDWR
03 16 January 2078 i
B:.u 05 D& 07 0800 0 11 120 94 15 18

eo o s doeee e s . S Hiday heurs letr Badtord factor
’Ff W > Emplayment Information 3 Holidey and Oiher alisence > Sickitess
Your screen will now look like this:
O Ned Flanders
KIT days details New v mEnL @
Date® E

Complete the Date and ciick on Save.

For example, if your team member worked a KIT day on the 15" December 2017 your

screen would now look like this:
O Ned Flanders

@ sMP details cannot be entered as the date is after the end of the SMP pay period

KIT days details New s~ MENU @j

Date® 15/12/2017 ]

Your screen will now look like this:
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@ Ned Flanders

@ chenges have bean saved

HIT days detals 151272017 »r meny

@ Sf'ﬂce of

uman Resources

These KIT days can be viewed via the “view KIT day” tiles, from there you can select the
maternity or adoption period needing to be accessed.

o Line manager
@ Employee

@ Payroll

Maternity and Adoption KIT day process

Maternity and Adoption Keeping in Touch
(KIT) Day process in PiP

o @

Manager enters a Employee is
KIT day against notified by email
the employee’s that a KIT day

maternity or has been entered
adoption absence and that their
pay will be
adjusted
accordingly

h‘.
L

Payroll receive a
task to review
KIT day

Payroll Action

required: apply

payment for that
day

N|Page



7 W Office of
(\)j Hurlnan Resources

Creating letters

If you require support in producing a maternity/ adoption/ paternity letter for your team
member please contact the OHR PiP Helpdesk who will take you through this process step
by step. When recording maternity/ adoption/ paternity absences on PiP For My Team you
are required to create and print letters confirming dates for your team member.

To create a letter for your team member follow the example below:

LINKS
)  Personal Information »  Employment Information »  Holiday and Other Absence > Sickness
> Time & Expenses ~s Maternity, Adoption & Paternity > Leavers > Attachments

New Maternity Details View Maternity Details New Maternity KIT Day View Maternity KIT Day Run Maternity Letter Merge
Mew Adoption Details View Adoption Details Mew Adoption KIT Day View Adoption KIT Dag®! | Run Adoption Letter Merge

New Paternity Details View Paternity Details Run Paternity Letter Merge

_— = = N &

From the Links simply click on Run Maternity Letter Merge.

Your screen will now look like this:

O (Mg Seirsenice) (79
@ Bernie Brown
:: ten Tempiste description® Q.
[ [ene = - _-‘
| Effective date
"
& 2
n (= |
! ¥
20/03/ 3R
i 0K CAMNCEL

Click Ok.

Choose the letter template you need to use by clicking on the magnifying glass:
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Run document merge (zs of 29/03/2018)

lemplate description®

@ Bernie Brown

V¥ MENU

Run document merge

Tempiate di

@ Bernie Brown

_ Document template search Close (%] Q

Q, Results 0 Record

If you are unsure of the template you required simply click on the magnifying glass to
search for all the relevant maternity letter templates.

You will then see the following message on your screen:

uatpipv0l says

Are you sure you want to search for everything?

N

Cancel

You will then see a list of the available templates.

For example,
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i Document template search 9 ﬁ

Adoption MPTC HMD Letter Template
Adoption NJC Letter Template
Pot
Maternity Civil Service Letter Template
Jol Maternity Education Support Staff Letter Template
Maternity Manual and Craft Worker Letter Template
Ady Maternity MPTC HMD Letter Template
s Maternity NJC Letter Template
Maternity Teacher and Lecturer Letter Template
Paternity Bus Vannin Letter Template
Paternity Civil Service, Manual & Craft, Port Services Letter Template
Paternity DESC Letter Template
Paternity MPTC HMD Letter Template
P ity NJC Letter T

Sickness Absence Half Pay Letter Template
O

Click on the template you want to use.

Run document merge

Maternity Civil Service

Template description®
o ¥ Letter Template Q

-

Click Run. /

Your screen will now look like this and will include a message at the top stating your letter
merge is being processed:

o The request has been queued. You will be notified when the process has completed.

Run document merge (zs of 23/06/2020) v MENU @ Q @

Maternity Civil Service
Letter Template Q

Once the process is complete you can review the letter and print it from your To Do List.

Template description®
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Click on PROCESSES:

TO DO LIST {4) PROCESSES (1) X

Filter Allactve W Sortby Duedate N
I 8electall

@ Confim inswance Buddy One - EQ0T642 = Finance * Dug: 20/10/2018
NOT STARTED More..

Confim Insurance Buddy One- EQO1642 * Finance * Duz: 20/10/2018
_NOTSTARTED | Mate..

 REQUIRES AUT N_|

@ Time & Expenses claim Buddy Gne - MEDDOU027 (Morithly Payroll} * Finance * Mileage & Bvpensa Claims * Due: 20/10/2018
| More..

Time & Expenses claim Buddy One - OTDOCOH00S {(Monthly Payroll) * Finance * Overtime and Allowances Claims (Port Services) * Due: 25/10/2018

~ REQUIRES AUTHC N | More..

The letter you requested will then be listed as a Document merge on your Processes list:

® '/ Human Resources

12) PROCE:

SSES (D) ><

Document merge, Isle of Man Government L™
[ COMPLETE ) 23/03/2018 10:19 "

Report - Employee Contact Details, Isle of Man Government
[ compPLETE | 28/03/2018 15550

Report - Employee information Check, Isle of Man Government
[ COMPLETE | 28/03/2018 1632

Click on the arrow on the correct process.

Your screen will now look like this:

Correspondence details Matemity Civil Service Letter Template

Template

Matemity Civil Service
Letter Template

Document
Template type Absence
Generated date 23/06/2020
Generated time  14:24

Effective date 23/06/2020

Don't remove linked person documents
when deleting

Actioned |
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@ Office of

To review, edit, save or print a copy of the letter click on the download icon.

Your screen will now look like this:

CGHESDOHUEI']C‘E details Maternity Civil Service Letter Template

Template
st Matemity Civil Service
Letter Template
Template type  Absence
Generated date  23/06/2020
ted time  14:24
date 23/06/2020
Don't remove |l ]

B) doet @

Click here to open the letter.
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Here's a sample letter:

Mrs <<forename_1_inital>><<forename_2_inital>> Brown
<<house_name>>

<<numberstreet>>

<<local_area>>

<<posttown>>

IM2 1JU

<<country>>

29 March 2018
Dear Mrs Brown

Congratulations and thank you for telling me about your pregnancy and the date that
your baby is due. I am writing to you about your maternity leave and pay.

As we have discussed, you are eligible for 26 weeks’ ordinary maternity leave.

Given your chosen start date of 15 September 2017, your maternity leave will end on 14
June 2018.

If you want to change the date your leave starts you must, if at all possible, tell me at
least 28 days before your proposed new start date or 28 days before 15 September 2017
(your original start date), whichever is sooner.

If you decide to return to work before 14 June 2018, you must give me at least 28 days’
notice.

As we discussed, you are eligible for 26 weeks’ Statutory Maternity Pay. This will be
payable as follows;

Entitlement period Rate (£)
6 weeks 100
50

As your employer I want to make sure that your health and safety as a pregnant mother
are protected while you are working, and that you are not exposed to risk. I have
already carried out an assessment to identify hazards in our workplace that could be a
risk to any new, expectant, or breastfeeding mothers. Now you have told me you are
pregnant I will arrange for a specific risk assessment of your job and we will discuss
what actions to take if any problems are identified. If you have any further concerns,
following this assessment and specifically in relation to your pregnancy, please let me
know immediately.

If you decide not to return to work you must still give me proper notice. Your decision
will not affect your entitlement to SMP.

If you have any questions about any aspect of your maternity entitlement please do not
hesitate to get in touch with me. I wish you well.
Yours sincerely,

c.c. Bob Bell
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Correspondence details Matemity Civil Service Letter Template

Template

Maternity Civil Service
Letter Template

Document
Template type Absence
Generated date  23/06/2020
Generated time 14:24
Effective date 23/06/2020

Don't remove linked person documents

wnen deleting

Actioned [

To complete this task tick the Actioned box and click Save.

Interim process for documents produced in PiP

Please note that no contractual update or absence documents can be loaded into
PiP at this time. Document management for these documents will be introduced
at a later stage.

Process for managers:

Should you be producing a sickness, maternity, paternity or adoption letter in PiP, please
ensure the document is saved in a secure location with appropriate access within
your own Departments area. We strongly recommend that you password protect the
document (Word or PDF) if emailing the document to your team member. You can find
guidance on password protecting documents below. Please refer to your Departments
Records Management and Document Retention Policy which will confirm how long you
should keep the document for.
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How to password protect a document:

Excel

File > Protect workbook > Encrypt with password > Type password > retype password

PDF (You must have Adobe Pro for this)
Open the PDF and choose Tools > Protect > Encrypt > Encrypt with Password.

If you receive a prompt, click Yes to change the security. Select Require A Password To
Open The Document, then type the password in the corresponding field.

Word

File > Info > Protect Document > Encrypt with Password > Type password > retype

password > save
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Maternity absence process map

Maternity leave process in PiP

o o @ @ 0 @
: o L4
Employee notifiess ~ Manager enters Employee_ Email to HR Changes Manager Employee’s pay
her manager of detai]s of receives email to notifying team of new produces adjusted
pregnancy and maternity into confirm manager maternity absence. matermnity letter automatically in
provides mat!:nl PiP. has entered in PiP and issues line with
form. Maternity maternity dates Action required: Teamto  toteam member entitlement
Ieave_clata; and Manager receives into PiP. IErnaiI contact manager to ensure within 14 days
entitlement email confirming provides links to they have issued the
agreed. maternity leave iy employee with a maternity
p?;r?'uggarﬁgnaar;ir guidance. letter in PiP and to assist
to produce letter them Wll'i'l an:r::_ queries
for their team regarding ihis new
member within PIORESS.
14 days. Email
contains links to This letter should be
maternity issued by the manager
guidance. within 14 days of
Line manager approving the absence.
Employee

Recruitment and Employment Changes Team

Payroll
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Adoption absence process map

Adoption leave process in PiP

e O .
</ W/ @

Employee notifies ~ Manager enters Employee Email tn HR Changes Manager Employee’s pay
manager of details of receives email to notlfvmg team of new produces adjusted
intention to adopt ~ adoption into PiP.  confirm manager adoption absence. adoption letter in  automatically in

and provides has entered PiP and issues to line with
evidence of Manager receives adoption dates Er_nployme_nt Changes team member e;;uev:r:ent
adoption. email confirming into PiP. Email Action requirad;. Team 0 Lhin 4 davs
Adoption leave  adoption leave  provides linksto  contact manager to ensure Payroll Action
dates and submission and adoption they have issued the required: check
entitlement prompts manager guidance. employee with an that adoption
agreed. to pmdulce letter adoption letter in PiP and leave is
for their team to assist them with any calculating
Tffé?ber Vélthlfll queries regarding this correctly for the
ays. Emai r0CEss. G
contains links to P individual
adoption A ,
quidance. This letter should be

Line manager

Employse

Recruitment and Employment Changes Team

Payroll

issued by the manager
within 14 days of
approving the leave.
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Paternity leave process map

Paternity leave process in PiP

e o ¢ o o o
Employee notifies ~ Manager enters Employee Email to HR Changes Manager Employee's pay
their manager of details of receives email to notifying team of new produces adjusted
intention to take paternity leave confirm manager paternity absence. paternity letter in automatically in
paternity leave. into PiP. has entered PiP and issues to line with

paternity dates Action required: REC to team member entitlement
Manager receives  into PiP. Email contact manager to ensure  within 14 days
email confirming provides links to they have issued the
paternity leave paternity employee with a paternity
submission and guidance. letter in PiP and to assist
F:l'o Ogg?ugéa:?ag;r them with any queries
for team member regarding this new
within 14 days. POGESS.
Email contains
links to paternity This letter should be
guidance. issued by the manager
within 14 days of
Line manager approving the leave,
Employee

Recruitment and Employment Changes Team

Payrall
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Leavers
In this section you can view the following information:

e Resignation details for your team member if they have entered this via PiP For Me
(Employee Self Service)
¢ Holiday entitlement for your team member who is leaving

As a Line Manager you can also do the following:

e Make one of your team a leaver
e Add an end date to a position for one of your team members

To view the leaver details menu for one of your team first click on My Staff and then click
on that team member’s name.

Select the Leavers section, simply click on the Leavers button:

Your screen will now look like this:

LIAKS

53 Personsi Information > Employment Information > Dther Absence % Sickness > Expenses

> Maternity, Adoption & Paternity |v Leavers I > Holidays
Bo

Make an Employee a Leaver End Date Position Resignation Details Holiday Enfitlement Link

Resignation details
Within PiP For Me (Employee Self Service) individuals have the ability to submit their
resignation details.

If a member of your team submits their resignation details you will receive a notification
email asking you to log into PiP to view the full details.

Note: Your team member will have been notified by PiP that the last working day which
they have entered will not be confirmed until they have met with you and mutually agreed
their last day of employment.

To view the resignation details click on Resignation Details from the Leavers menu:
Make an Employee a Leaver End Date Position Resignation Details Holiday Entitlernent Link

Your screen will now look like this:
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Resignation details v wew

Last working day® 31/01/2020

:'I-'e st

Resignation statement ®

If your team member wishes tQ retract their resignation then you can cancel this within the
Resignation details screen.

To do this tick the Cancel resignation check box, enter the reason and save changes.

Your screen will now look like this:

Resignation details v wmew

Last working day®™ 31/01/2020

[Test

Resignation statement®

(.4:
Cancel resignation ¥
Cancel resignation reason® hd
I —_
| | New Dpportunity
Other
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Making an employee a leaver

If @ member of your team only has one position in IOMG which reports to you or they have
multiple positions with different managers but they are leaving the position which reports to
you, then you can make them a leaver in this screen.

Note: If your team member has multiple positions with different line managers and they are
leaving all positions it isn't possible for you to make them an organisation leaver. Each
manager will need to process them as a leaver for the positions which report to them.

To do make them a leaver, simply click on Make an Employee a Leaver:

Make an Employee a Leaver End Date Position Resignation Details Heliday Entitlernent Link

Your screen will now look like this:

Occupancy maintenance (== of

Leaving details
Leaving date® |
A
Effective date '
Occupancy details
o P &
s o
= - L}

Bova x s v]
oK CANCEL

Enter the Effective date on the message below in order to proceed:

Your screen will now look like this:
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(™) Bobby Sideshow Enter the Leaving date,
the Last working day (if
this is different from the

A This person will leave any organisation, contract or position selected.

Occupancy maintenance (as of 04/01/2018) ~.r menu

—— leaving date, and the
Leaving details .
Leaving date® () / Reason for |eaVIng.

Last working day ﬂ If they have more than
Remean fof oaving® : one current role tick the
O ar tails
M box next to the role they
N Isle of Man Government .
= B Sideshiow - are leaving.
2 HR Business Pariner (POSN100002)

Click Save.

[

Your team member will receive an email to confirm their leaving details and you will also
receive an email confirming the leaver information details have been entered. Within the
email contains a checklist of things you need to do before your team members last day, e.g.
contact GTS to close down network account, security card to be returned etc.

To view the Managers Guide to Leavers, which contains everything you need to ensure your
leaver’s exit goes as smoothly as possible, click here.

Checking the remaining holiday entitlement when one of your team

members leave
As well as checking the balance of someone’s holiday entitlement from the Holiday and
Other Absence section you can also check it in the Leavers section.

*N.B.: Please note that the holiday entitlement will not pro-rate to reflect the person’s
leaving date until you have saved their leaving date. If you save the date first, then click on
the holiday entitlement link, their holidays will then be pro-rated.

To do this, simply click on View Holiday Entitlement: \

Make an Employee a Leaver End Date Position Resignation Details Heliday Entitlernent Link

Your screen will now look like this:
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Length of service

Hofiday entitlernent summary “. sEn

Position  HA Business Partner v

Haliday period dates

@ Bobby Sideshow

07/08/2017 - 31/03/2018 (Part) v
dete Mot started
e PSCCS Annual Leave Bands C-F v
0o82m7

o 143.5 hours {2576 hours Pro Rata)

Duration Remaining entitlement
75 136
0 106
7.5 BB.S
75 0
F i 825
15 TS

| O

fice of
Human Resources

Team members completing LTAs or moving to a new role within IoM

Government

Not all staff who leave are leaving the government altogether. It may be that they are
moving to a new position in a different area or are completing an acting-up role or LTA with
you and are moving back to their substantive role.

If your team member is moving to a different area of the organisation, this transfer will be
processed via the OHR Recruitment and PiP Changes Team.

If the team members LTA is coming to an end, simply click on End Date Position:

Make an Employee a Leaver

View Holiday Entitlement [

“End Date Position

Your screen will now look like this:

@ Bobby Sideshow

Position detalls (as of 04/001/201 €} HR Susiness Partnar  WEKD

Jable™ HR Business Pariner

Effective date

| L+
0OIINE  xE W
oK CANCEL §o0o-|
e/
Expecteyposition erd reman  Delversbiecomplets v
Jats fumiky @

Enter the Effective date on the message below in order to proceed:
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Your screen will now look

like this:

Jabtite®

Start date®

End date change

End date

Position reference
Probationary period
Location

Structure workflow group
Oecupant

Reporting unit

Reports 1o

Reporting post

Expected position end reason
Expected position end dale®
Structure group 1

Structure group 2

Job family

@ Bobby Sideshow

Position details (as of 04/01/2018) HR Business Partner «.s MenL

HR Business Partner

01/01/190

<—

Office of
Human Resources

Tick the End date
change box

You will now have
the option to fill in
the End date

POSN100002

& Manth(s A+

Cabinet Office A °
Bobby Sideshow

HR Team

HR Manager

Jan Snow (07,/01/7900 - )

Deliverable comgplete L

z2m7 E

SAVE

Enter the End
date and click

Save.
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Manager led leaver process map

Resignation/Retirement
organisation leaver process

in PiP
= s ® ® - O
Start Here if employee has If JESP, automatic email Employee 2 PiP Helndesk Email sent to HR
Employee enbares tasiguation latg PIP seni e HR. Changes FAD receives leavers Payrolllegggped o notified og leaver Changes
oy - Manager receives an email and Exec Dir, OHR. No leaver  ermail confirming Vs renort notifying team of
m'.:!?al ';Sof task to commence the leavers email triggered to the bk e o - ; leaver,
inl:ent?on to procs R employment. Re:‘flired PiP Helpdesk

resign. Leaving : _’ Exec Dir, OHR to Action: check Required Action: _Employment

i oot Otherwise Start Here - w - IfDESC,  that pay check they are  Changes Action
ate agreed.  Manager checks if employee has FERCHRS mnor indiiidial Wil oAy BeRES & required: Close

: : confirmation individual wi as intended leaving all positions :

Eitiar s any other assignments in IOMG. receive DESC and to dose down  Jobtrain account,
ptlg!;t;a o af yes - please refer to "end tailored email. SAebiaRE feem Hhi check work
I position leaver process map” ; If Doctor, automatic last day of the permit and notify

notiﬁc%tion into email sent to the DHSC following month DfE that it's

PiP If no — manager enters leaving = Revalidation & Appraisal after they have left closed
. date and reason into PiP. Team at Nobles ’

DHSC Revalidation
and Appraisal Team

Manager receives an email Line manager
confirming submission of leaving
information. Included is a @ Employee
checklist notifying the manager
of things they need to do (return Recruitment and Employment Changes Team
eguipment etc)
@ Payroll
() PiP Helpdesk
@
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End date position process map

End date position process in PiP (leaving one of multiple positions — resignation or retirement reason)

End date position process in PiP
(leaving one of multiple positions —
resignation or retirement reason)

@ s ® @ -
If JESP, automatic email Employee  payroll notified of PP Helpdesk Email I_S:nt to HR
Employee  Start Here if employee has okl gl recelves leavess: " joquer notified of leaver Changes .
notifies entered resignation into PiP P acaver email confirming via a report. "Ot'f?;'"g el
manager of - Manager receives an email and ‘lenmdlav!duaglg last date of Payroll RS
intentionto~ task to commence the leavers employment. Required PiP Helpdesk ol =
resign. Leaving process —’ Exec Dir, OHR to Action: check Required Action: Ch::‘p :: r:;?nn
date agreed. process leaver : I_f DESC,  that pay ceases  check they are gred a
Otherwise Start Here - confirmation individual will 4 intended  leaving all positions ;'et?m_ o e
Option to also ~ Manager checks if employee has receive DESC and to close down  -° ‘;alnkmtmt,
enter any other assignments in IOMG. ‘ tailored email. account from the S ‘;"’r 1
resignation  If yes - please enter end date If Doctor, automatic last day of the perl!)'l;g Srt !';?trfy
notification it against individuals position. @ cmail sent to the DHSC following month aLits
pip Revalidation & Appraisal after they have left. closed

If no - please refer to
“Resignation/Retirement
organisation leaver process”.

Manager receives an email
confirming changes have saved.

Team at Nobles

@ Ceoeo @ @

Line manager

Employee

Recruitment and Employment Changes Team
Payroll

PiP Helpdesk

DHSC Revalidation
and Appraisal Team
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Attachments

Interim process for documents produced in PiP

Please note that documents cannot be uploaded or viewed in PiP at this time, however the

paperclip icon will still appear. Document management for these documents will be
introduced at a later stage.

Process for managers:

Should you be producing a sickness, maternity, paternity or adoption letter in PiP, please
ensure the document is saved in a secure location with appropriate access within your own
Departments area. We strongly recommend that you password protect the document (Word
or PDF) if emailing the document to your team member. You can find guidance on password
protecting documents below. Please refer to your Departments Records Management and
Document Retention Policy which will confirm how long you should keep the document for.

How to password protect a document:

Excel

File > Protect workbook > Encrypt with password > Type password > retype password
PDF (You must have Adobe Pro for this)

Open the PDF and choose Tools > Protect > Encrypt > Encrypt with Password.

If you receive a prompt, click Yes to change the security. Select Require A Password To
Open The Document, then type the password in the corresponding field.

Word

File > Info > Protect Document > Encrypt with Password > Type password > retype

password > save
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Creation of brand new position

Positions changes (creating additional positions, amending

details and deleting positions)
In this section of PiP For My Team you can action the following position changes:

- Convert existing position into a new position

- Create additional position to this post (‘I want another one of these")

- Delete position

- Ex-gratia/Responsibility allowance payment request

- Grade change request

- Increase or decrease hours/FTE of position

- Transfer employee into position *to be completed by receiving manager

Before you submit a change request for any of the above we would recommend
that you request a position/structure report from the OHR PiP Helpdesk
(askpip@gov.im) to obtain a list of the positions and position reference numbers
in your area.

To action any of the above, click on Positions from your PiP For My Team home screen.

=0y MENY O Mareiee Seif et (7

Helle Alex

&N
welcome to p@‘p for my team

Hello Alex
You last logged in 2 minutes ago n
My Staff >
Positions b
~ My dashboard >

=Q Find iTrent pages
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Your screen will now look like this

Other Employment Change

Click on Other Employment Change.

Using the search bar on the left hand side of your screen, search for the position you wish
to make a change to. You can search via different categories, including job title, position
reference number, post, person’s surname who is occupying that position etc. Click on the
magnifying glass to start your search.

Once your position has been found, click on Other Employment Change again and a list
of the position changes will appear on the left hand side of your screen under the heading
UDF Categories (Position)
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Select the change you
wish to action and
the form will open on
your screen.

Delete Position

Ex-GratiafResponsibility Allowa... Complete the

Grade Change Request necessary details of
the employment
change and click
Save

Increase Hours/FTE of Posifion

D

Transfer Employee Into Positio...

UDF Details Ex-Gratia/Responsibility Allowance Payment Request - PiP #est Adminisira @ @
tive Officer 1~ MENL

Reason for Payment”
Period Earnt From® )
Ta" =

Amount £°

Is this a one-off or monthly payment?® E

Department financial approval gained for M
this Ex-Gratia/Responsibility?*

Your request will be sent to the OHR PiP Helpdesk Team for review and if specific approval
is required e.g. Business Partner Approval, the Helpdesk Team will forward the request on to
the relevant team, before the request is processed.
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Converting an existing position into a new position or Create an additional existing position process

“Converting an Existing Position into a New Position” or "Creating Another Existing Position” Process

In PiP, manager to click from
dashboard to Positions, search for
position, select appropriate UDF
category and complete request for
specific position change and click
Save.

If PSC or MPTC, manager to
forward supporting documents to the
Job Evaluation & Metrics (JEM} Team

(ohrje@gov.im)

Mote: Bank/relief requests do not PP System
need to be sent to JEM Team. Support
{Helpdesk)

If non PSC, manager to forward
financial approval to their Business
Partner Team, if required

Team receives
notification of
UDF request

Request forwarded to
OHR JEM Team for
review and to check

grading.
N.b. this is a manual MPTC or PSC
task completed outside position?
of PP
Is the

request for a
PSC or MPTC E.-_ZI iFHP‘I'!jfomw
e approval to Emp
position? i Changes, cc BP-

Team

Request forwarded to OHR Employment Changes Team to
process,

Team to email manager to canfirm change has been
completed and provide new position reference number,

Team to notify Recruitment Team If the manager ticked
‘yes’ for position to go to recruitment.

X PSC, forward
approval to OHR
 BP Team

Yes, forward
approval to
Emp Ghanges

Line manager

OHR PiP System
Support Team

OHR Job Evaluation
& Metrics Team

OHR Business
Partner Team

OHR Employment
Changes Team

eee® OO0

OHR Business Partner Team
review request, which includes
confirming delegated PSC
approval to create the position

N.b. this is a manual task
completed outside of FiP

Content fo
authorise?

Mo, BP Team to revert
back to manager to
resolve queries
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Change of grade process
Grade Change Request Process

Job Evaluation & Metrics Team receive End
request and review/action grading.
N.b. this is a manuaolft:;s;( completed outside Payroll to make any necessary
In PiP, manager to dick from adjustments to pay
dashboard to Fasins, search for Note: If the grade review is not instigated by 1
position, select 'Grade Change the line manager e.g. outcome of an appeal,
Request’ UDF category, complete the the JEM Team have access to submit the
request and Save. approved grade change UDF in FiF,
If PSC or MPTC, manager to OHR Employment Changes Team to
forward supporting documents to the . process,
Job Evaluation & Metrics (JEM) Team  FIF System :
{ohrje@gov.im) Support 1f there is a current past holder, team
‘ (Helpdesk} Is the issue confirmation of grade change to
If non PSC, manager to forward Team receives request for a individual, copying in manager,
TIATIH pprival To Ko Ssingss nl?ggcatiun {f Psp(t:ozi::ig':;rc L If the grade change is against a
Partner Team, if required reques : e
4 -+ s i positian only, team to confirm to

approval to

Emp Changes | Manager the re-grade has been
- : actioned,

Mo, BP Team to
revert back to
manager to ;
; resalve queries
@ Line manager Request forwarded to Content to
OHR PP System OHR Business Partner authorise?
Q Support Team Team for review and
approval,
OHR Job Evaluation
. & Metrics Team M.b. this is a manual
task completed outside
@ ORBusiness iy
Partner Team
@ OHR Employment
Changes Team
0 OHR Payroll Team
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talm

ponsibility All

e Request

Start

- -
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Deleting a position or increasing or reducing the FTE hours of an existing position

“Deleting Position” or “Increase or Reduce FTE Hours of Existing Position”

End

£ 8 ;
U = = System Support Team to
gi o %‘ forward request onto Mo
& 8% ent Changes
[+ 4= ] ; ;
= ..E Team inbox
(=3 T
=
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Department of Education, Sport and Culture TLR process

Teaching and learning responsibility (TLR)
payment process in PiP

Office of
Human Resources

-

Manager completes TLR UDF in Other
Employment Details section of team members
PiP record

PiP Heldesk forward TLR
UBF to Emp Changes Team
inbox

Emp Changes Team review
TLR UDF and issue email
confirmation to team member
confirming details, copying in
Headteacher

If person is also changing
their FTE, Emp Changes
Team to record change of
hours and FTE in PiP and
issue confirmation

Emp Changes Team forward
UDF and copy of confirmation
to Payroll

Payroll add TLR element
from effective date and chack
TLR payment is calculating
correctly in payslip.

If change in FTE, check pay

is calculating correctly

PiP Helpdesk Team
receive TLR UDF and
detarmines request

= JH

PiP Helpdesk
forward TLR UDF
to DESC BF Team
inbox

BP Team review
TLR3 payment

details
[8e]

BP Team rcontact
Headteacher to

BP Team query TLR3 details
forward UDF

and approval to
Employment
Changes Team

@ DESC Business Partner Team

@ Line manager
@ PiP Helpdesk Team () Employment Changes Team @ Payroll

PiP Heldesk
forward TLR UDF
to Employment
Changes Team
inbox

Emp Changes Team
review TLR UDF and
issue email confirming
TLR is being
relinquished, copying
in Headteacher

Emp Changes
Team forward
UDF and copy of
confirmation to
Payroll

Fayroll action TLR
changes.

Check payslip to
ensure the TLR has
been relinguished and
pay is calculating
correctly
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Organisation restructure process

Organisation Restructure

)\ Office of
Human Resources

Discussion

between
Department
and BP Team
regarding
restructure
requirements

confirming
what needs
to change,
how and

when

Fy
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OHR support

Should you need support with any of the new processes please contact the following OHR
teams who will be happy to talk through the process with you:

Absence processes: PiP Changes Team, Tel: 694303, email: pipchanges@gov.im

Employment Changes processes: PiP Changes Team, Tel: 694303, email:
pipchanges@gov.im

Time and Expenses: Payroll Team, Tel: 685595 email: payroll@gov.im

Login or technical support: PiP Helpdesk Tel: 685999 Email: pipsupport@gov.im
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Manager — Frequently Asked Questions

What is the new functionality going live now?

PiP For Me includes:
* Annual leave
« Requesting flexi leave
- TOIL
« Sickness absence
« Special leave requests
+ Mileage and expenses
« Workflow emails

PiP For My Team (MSS)
My Staff — full access
« Absence (sickness, annual leave, special leave, maternity, paternity and adoption)
+  Employment changes
- Dashboard absence analytics
«  Workflow and key task reminders (absence reminders, LTA end dates approaching,
etc)

What do I need to do when I first log on after the new functionality is
live?

Log in to PiP for my team as normal and just click on the “Getting Started” tab at the bottom
of the dashboard and it will take you, step by step, through what checks you need to do to
ensure that your record is up to date and correct.

What if I can’t find an appropriate working pattern for my team member
in PiP?
If you can't find the working pattern you need, just contact the PiP Changes Team

pipchanges@gov.im who will then build it for you.

How will I know what requests my team have made?
Your dashboard in Manager Self Service (PiP for My Team) will show you all the requests
your team have made that require action from you.

You will also receive an email notification from the system for anything that requires your
attention.

What do I do if I do not have sufficient Financial Delegations as a manager

to authorise a task?

Please take the opportunity to remind yourself of the financial delegations and limits in place
in your Department and what you can/can't authorise, e.g. mileage/expenses claims. If you
do not have delegated authority to authorise a claim you can re-direct the request from your
team member to the appropriate person with authority.

Call the PiP team on 685999 and they will talk you through this process.

What happens to my tasks when I am on leave?
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If you do not process tasks within 7 days they will automatically escalate to your manager to
approve in your absence.

I've received an email and/or a task in my To Do list for my team member,
but it's not for the job that I manage, what should I do?

If your team member also holds other positions within Government, you may receive
workflow emails and possibly authorisation tasks for their other positions.

If you receive a workflow email for their other position which you do not manage, please
check your ‘To Do’ list to see if you have also received an authorisation task.

If you have only received a workflow email and have not received an authorisation task,
please disregard the email.

If you have received an authorisation task, please do not click on the task and simply
contact the PiP Helpdesk on 685999 or pipsupport@gov.im. The PiP team will then
check that the proper authorisations are actioned.

There will be a system update from the suppliers of PiP in the near future which will fix this
issue, we appreciate your patience and cooperation until the update is made.

Do I have to manually work out annual leave carry overs?

As all the leave band and carry over rules are in the system, and no leave has been booked
during 19/20 the system will assume that your team members will receive their maximum
carry over. You will need to make a holiday entitlement adjustment to correct this. The
step by step guidance to do this is here: https://hr.gov.im/media/1795/how-do-i-adjust-toil-
or-annual-leave-entitlement. pdf

For 2020/21 and going forward, any annual leave outstanding at the end of the leave year
will be automatically calculated and rolled into the next year, in accordance with the relevant
carry over rules in your terms and conditions.

I have a team member who has opted for an additional day’s

leave for their long service award. What do I need to do in PiP?
Follow the same guidance as above and put “long service” into the reason field.

I have team members who are part time, do I have

% 3 i
ST to manually work out their entitlement?
o4+ mnaeng O, PiP will pro rata their annual leave entitlement if they are
= 2-49) part time or started part way through the year.
at= _6'4_1;.;m PiP will also work out when a team member reaches an

et 10 anniversary date that would adjust their leave entitlement. The
ar=——o—=-0leser+ 155 gystem will also pro-rate this accordingly, if necessary.

Can I view other teams’ calendars to determine what cover is

needed in our area?

No, this can't currently be viewed in PiP owing to the sensitive absence information included,
so please continue to have conversations with your colleagues about this, as you do now.
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Can I see Bradford Factors?

Yes, you can see the Bradford Factor within each of your team member’s records. These
will be accurate, real time scores, provided the absence has been entered in to PiP, and they
will be recalculated on a daily basis.

What does the tick box for 'Exclude from Bradford Factor' within
the sickness absence details screen do?

This is only used for Accident at Work. It will mean that the absence isn't
included in Bradford Factor calculation on that team member’s employee record.

What about OHR forms?

The OHR forms as you currently know them (OHR1, 3, 5 etc.) and all existing sickness
forms, paper and online, will no longer be used when PiP goes live. You will be able to
request and action changes in PiP and you will be able to track progress of any
workflows/authorisations. The system will also send automatic confirmation e-mails to team
members for certain actions, for example completing their leaver information.

How do request for a brand new position to be created as I don’t see the
form in PiP?
There is a new simplified online form accessible via the intranet to replace the OHR1.

What data has been migrated into PiP from Oracle?

No employment history is being migrated however everyone’s organisation start date will be
migrated accurately. We have also migrated six years of absence history in order for
entitlement calculations to work effectively. It will also mean that the absence reports will
be up to date and accurate when PiP goes live.

Can I keep updates in PiP regarding a sickness absence?
Yes, within PiP you have a section called Absence Stages where you can record the dates of
any telephone calls, return to work conversations,
Occupational Health referrals etc.

How do we record the SC1 form in PiP?

As of 1 April 2018 the claim for Incapacity Benefit (SC1
forms) will only need to be completed when an employee
moves to half or nil pay. It is the individual’s responsibility to
complete the SC1 form and forward it on to Social Security at the time when their pay
reduces, so this doesn’t need to be recorded in PiP.

Will PiP calculate sick pay?

Yes, PiP will send out an e-mail to both the team member and line manager at around 60
and 30 days prior to an individual reaching half or nil pay. It will still be the responsibility of
the line manager to ensure the team member has received their notification and is aware of
any impact on their pay.

The line manager can also create a mail merge letter from PiP to send out to the team
member.

What do I need to do in PiP if my team member is absent long term?
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If your team member is absent long term, if appropriate you should make sure they have
changed their email in Employee Self Service to one they use at home so they can still

receive their email notifications from PiP while they are not in work.

You should also remind them to log into Employee Self Service at least once a month to
ensure their password remains active. If you they have any problems logging in while on
long term absence, please ask them to contact the PiP Helpdesk pipsupport@gov.im.

If another manager is covering your team member’s role long term, you will need to contact
the PiP Helpdesk to obtain the appropriate access for the covering manager — either through
requesting a structure amendment so the team report to the covering manager, or by
creating an additional PiP position.

You can also record Absence Stages in PiP for your team member.

What period of time do the Dashboard Analytics cover?
They cover the last 12 months of absence records.

I have multiple teams reporting to me, can I see all their information in
the Dashboard Analytics?
Yes, all those who ultimately report to you up to three tiers down will be included.

What training will be available for mangers?

In addition to offering training to all line managers and Buddies
during the “go live” period, the PiP team are creating a wide range
of guidance documents, how to leaflets and e-learning videos to help
you learn how to use PiP. We will also be holding a number of
Manager Self Service briefing sessions prior to go live.

If you require any assistance after go live, you will be able to ask
one of the PiP Buddies in your Department for support or you can
contact the OHR PiP Helpdesk.

I can only see my direct reports in Manager Self Service, how can
I view all my reports?

Click into the blank field above the list of names of your direct reports and then
click on the magnifying glass. This will bring up all other reports in your teams,
up to three levels down.

Where can I add a GL code and cost centre into a Mileage and
Expense Claim?

Yes, it's important to ensure that the right code and cost centre is added to a
claim for it to be costed appropriately against your budgets. When you receive a
task to authorise a mileage/expense claim, click on the more arrow to review the
claim. If the employee has not yet done so, you can add the code into the “Cost
Code Override” field.

You will need to enter the 19 digit code. The first 10 digits should be the cost centre, then a
space, then the 8 digit GL code
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How will excessive Special Leave Paid be prevented?

There is a two-step authorisation process for special leave (paid and unpaid). So a manager
will authorise it and then their manager will receive a task to authorise it. The second stage
of authorisation is specifically intended to ensure consistency in approach and ensure that
special paid leave is not granted excessively.

The Office of Human Resources will also be reporting on special leave that has been granted
to support Departments in monitoring claims and authorisations.

How can I get a report I need from PiP?

If you or someone in your are has Admin Role access then they will have reporting capacity,
otherwise you can request the information you need either from the PiP Team or your HR
Advisory team.

When I look at a team member’s record it says they are on probation but
they’re not — how can I get this corrected?

You don't need to take any action. This issue is in the process of being corrected by the PiP
team and should be resolved within the next few weeks.

Have we answered all your questions? We hope so but if not,
please contact the PiP Team pipsupport@gov.im or speak to
your Department Representative
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