PA2e - Transfers between SHORCIS
departments

A transfer occurs when an employee moves from one department (originating
department) to join another (receiving department) within the University.

Refer to Recording start and end dates in CoreHR for guidance on the correct start date
to enter to ensure the employee is paid correctly.

Note: It is the receiving department’s responsibility to check that the
employee has the right to work in the UK and that it is recorded in the Right to
Work UDF in Personnel.

@ Note: If the employee will be working abroad please also refer to QRG:
PA5_Working abroad

This guide covers the following process steps:
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Before you start

The process can get complicated and if errors are made they can be very difficult
for HRIS Support to unpick. Before proceeding with a transfer you are advised to
read the following:

e The transfer process is governed by security access and not area of responsibility. If
you have access to records in both the departments involved then you should follow
QRG: PA2f_Appoint Transfer (within department) instead of this guide.

e It is expected that the Personnel Administrators from both departments will
communicate off-system regarding the move to agree the details before processing
the transfer through CoreHR.

e If you are not sure who to contact in another department refer to the Departmental
contacts listing.

e Transfers over a weekend: as per Personnel Services guidance, the individual’s
employment with the original department will include the Saturday and the
employment with the new department will start on the Sunday. This also applies to
bank holiday weekends. For transfers occurring over a longer closure period (e.g.
the Christmas break), thought should be given to the start and end dates.

e When appointing an individual who already has an active casual appointment
(whether or not this is with your department) it is important to check if this is going
to be an additional appointment or a transfer for the individual. Before continuing
with the appointment it is advisable to contact the Payroll Team to ensure that the
casual appointment is appropriately managed.

o If the individual is moving from an employee appointment to a non-employee
appointment (e.g. moving from a University contract to an agency role or a
placement with TSS) they should be processed as a leaver and then rehired.

e For TUPE and hybrid T&C employees it is important to refer to Personnel Services
before proceeding with a transfer — refer to p4 to see where this is flagged if you
need to check.

e A transfer is a new post for an individual and so will require a new contract. This
will therefore mean that the employee will be contractually entered into a pension
scheme even if they have previously opted out.
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Core Process Summary

This guide is divided between the Originating Department and the Receiving
Department with each section covering the following:

Receiving Department

Section A: The receiving department Personnel Administrator ‘requests’ the transfer in
the system.

Section B: Once approved in the system, the receiving department’s Personnel
Administrator can appoint the employee in the new post with a Reason of ‘New
Appointment (Transfer)’, and allocate funding as required.

Section C: If necessary the request can be cancelled by the receiving department.

Originating Department

Section D: The originating department’s Personnel Administrator ‘approves’ the
transfer.

RECEIVING DEPARTMENT

A. Initiate appointment and transfer request

Navigate to: Personnel > Maintenance > Personal Profile

1. From the employee search window click the |_Me* Appainiments | button. The
Applicants/Posts window opens.

How the employee applied for the post will drive the next steps, refer to:
@ Section 2.1: If your employee applied for the post via e-Recruitment.
Section 2.2: If your employee is a ‘direct appoint’ (not via e-Recruitment).

2.1: Via e-Recruitment

a. On the Applicants tab locate the relevant Applicant in the list, using the search
criteria if needed. Check the Post and Recruitment ID (Vacancy number) are as
expected.

b. Check if the Personnel Number is populated. If it is, then click the LS¢&st | button
to the right of the relevant Applicant. Now go to step 3.
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c. If the Personnel Number is not populated, click the [ Seleet | hytton to the right of
the relevant Applicant. The New Appointment Search window opens:

'za New Appointment S...

PERT4T

New Appointi t Search

Mame [FFLEY] Date af Birth [ = [ -] Search
Initils [ Gender " Male " Female LA Clear
Known &5 | Ml number |

d. Use the Search criteria to locate the existing Employee. Enter the employee’s
Name.

e. Click Search ],

f. Locate the relevant employee in the list.
Click the (228t | pytton (to the right of
the employee record). The system
displays a message.

Note: If you are not entirely sure the existing person is the same person as
your applicant, then enter NI humber or Date of Birth in order to confirm
before clicking Yes.

g. Now go to Step 3 ==

2.2: Not via e-Recruitment

In the Applicants/Posts window:

% Applicants/Posts

Search By Post Number | E_]]l Search
Search By Post Tille | -
Search By Department L | _ Clear |

a. Select the Posts tab and enter the Post Number.

b. Click GG | The system displays the relevant Post.
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c. Click the _=elegt | hytton to the right of the post. The New Appointment Search
window opens:

7aNew Appointment S... -

PERT4T
New Appointment Search

Marme [FFLEY] Date of Birth | - -] Search

Initisls Gender " Male C Female LI Clear
Known &z | NI number

d. Use the Search criteria to locate the existing employee. Enter the employee’s Name.

e. Click Search .

f. Locate the relevant employee in the list. Click the _2=eet | button (to the right of the
employee record).

Now go to Step 3 ==

r Note: If you are unable to locate the individual as expected, and they were an
f' E employee on, or since, 01/08/03 contact HRIS Support. Do not create a new
record for the individual.

3. The Appoint Existing Person window opens:

73 Appoint Existing Person -

Create New Appointment

PersonnelHo.  [o00200s [Dianne FrLEY View New Aooointm...
Existing Appointments
Select
Post Mo. § Sequence Post Title Substantive Date Departmernt Start Date End Date FTE Appointrmert

[casuaL | 12007 [cASUAL WORKER [04-1aN-2015 [MATERIALS [04-san-2015 | | o000 view DDDmtment.:

| | | | | [ | | View Appointment | [©

[ [ [ [ [ [ [ [ Vie

| [ | [ | | | | View Appointment| 7 ]

Actions
A
-]
Transfer Request
Replace An Existing Appointment L Replacement Type -
Create & hew Addditional Appointment r
Transfer Details
Commerts
Tranefer Status | Ll -
Planned Start Dete  [18-MAY-2015 &)
=i
Ok Cancel
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HRIS

SUPPORT CENTRE

Note: If the individual’s existing post is CASUAL or CASTCH, discuss with the
& originating department whether the existing casual appointment is still

required. If it is (or if there is any doubt), follow QRG: PA2b_Appoint

Existing Employee to Additional Post. If it is not, continue with this guide.

4. To view the current appointment, click View Appointment [B] to open the View

current appointment window.

& Note: If the Job Category field

contains TUPE or HYBRID do not
proceed - contact Personnel Services

for guidance.

5. Click Ok

Request the Transfer

Details

Post Type [1a Y [PERMANENT
Project [ B |
Job Categary [Tupe B [TuPe TRANSFER

| to close the appointment details.

1. Tick the Select Appointment box [A] against the appointment they are

transferring from.

2. Ensure that Replace an Existing Appointment [C] is selected (option selected by

default).

3. Complete fields as below:

Field Name (* mandatory) | Description

Replacement Type *

Select Transfer Request.

Transfer Status *

Select Requested.

Planned Start Date*

Enter date employee expected to transfer.

Comments *

e.g. “As agreed, Louise can start in 6 weeks”. RB
extn3456.

—~ Note: For clarification to the other Personnel Administrator, you should enter
@ your name/initials and extension number. The system will display your
comments against your UserName (Oxford single sign on).

& Note: At this stage, before the request is approved by the originating
department you can cancel the request. See Section D.

4. Click OK

been submitted successfully. Click

| A message appears to confirm that your transfer request has

r
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The Personnel Administrator in the originating department now needs to ‘approve’ the
transfer in the system, so that you can appoint the employee into the post in your
department.

B. Appoint Approved Transfer (Receiving Department)

Once the originating department has approved the transfer you can appoint the person.

Navigate to: Personnel > Maintenance > Personal Profile

1. From the Employee Search window click the |_MNE¥ ApROIMENS | b \+ton .

The Applicants/Posts window opens.

-."ngtSIPDStS ___________________________________________________________________________________________________________________________________________________________________________________________________________________
Applicants Posts TransferIn || Transfer Out
Search by Mame |Ifﬂey Search
Search by Transter Status | - Clear
Transfer Status Complete Perzonnel No. Name | Date Effective Comments |
|approved r |oooz005 |DiaNNE FFLEY |18MAY-2015  |As agreed Dianne Iffiey can start with youo _ Select | (=
2. Select the Transfer In tab and click on sare to see the list of transfers

in progress. Use the search criteria to narrow your search if you wish.

3. Locate the relevant record from the list and check the Transfer Request Status
and Comments relating to the request.

4. For more detail, click the [_selzet_| button to the right of the relevant transfer line.

For transferees not through e-recruitment

4a. To appoint the transferee select the Posts tab:

"7a Applicants/Posts [l

Applicants Posis Transferin  Transfer Out
Search By Post Mumber |229021 E |ADM INISTRATVE SUPPORT Search
Search By Past Ttle [ -]
Search By Department | - | Clear

Post / Seauence Post Title ] Apopointment Status J Department | PostFTE | Active Fte| Active Acoointments|
[z20021 |1 |Administrative Support |Authorised: (Approved) [NSTTUTE OF FUTURE TECHNOLOGE | 1.00 | 0.00 | 0 __.,sgtm.__| =
[ [ [ [ [ [ [ Sefect
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HRIS

SUPPORT CENTRE

For transferees who applied via e-recruitment

4b. To appoint the transferee select the Applicants tab.

For all transferees

Either:

5. Enter the Post Number or Applicant as appropriate and click

OR

Search

6. Click

|to return all applicable records.

Search

7. Click the |_seket | button to the right of the relevant post or applicant. NB. For
transferees via the Posts tab the Appointment Status must be Authorised:
(Approve). For those via the Applicants tab the Applicant Action must be Transfer

(Approved).

The Post Details screen opens:

@ Appoint Person DIANNE IFFLEY -

Post Details

Perzonnel o [oon2o0s [DMANNE IFFLEY

Current Post lm ’W Current Post End Date W
Start Date [18-mav-z015 D] Target End Date [17mavemr |
Flenned End Date | 17-MAY-2017

Hierarchy Details

Commpany [10 |unrvERSITY OF OXFORD

Division [z0 |FUTURE TECHNOLOGES

Sub Division [so00 [FuTuRE TECHNOLOGES

Level 4 [szwoo1 |FUTURE TECHNOLOGES

Menagement Uit [azwo |FUTURE TECHNOLOGES

Departmert [zw [INSTTUTE OF FUTURE TECHNOLOGES

Pay Administered by |Z-,’-.'EEP

|FUTURE TECHNOLOGIES

Cost Centre |zwooooooooooo

) [INSTITUTE OF FUTURE TECHNOLOGIES

Location o1

¥ |zw - FUTURE TECHNOLOGES

College Aszociation |1

Cancel

2] [ DEFAULTINOT APPLICABLE

Post Details (Step 1 0f 2)

Personal Details:

| Wy

4 ‘ Post Details:

=

Pay Details:

Appointment Details

Please enter the post informatien for the
employee on this screen.

Details such as department, job title
and cost centre may be entered here.

Fost Type B 2 [FoceD TERM
Praject | 20
Job Cateqory | (2] |

Jak Title B  JobTexi| X [ADMINISTRATIVE SUPPORT

Employee Status lz ) [FocED TERM

Sub Status B 2 [PaRT TIME

Category [x 3] [NOT APPLICABLEMNOT REQUIRED

Sub Category [oc 3] [OFFICE! CLERICAL SUPPORT

Hawrs: [ 2100 Wieeks [ FiE | o573
FTE Hours 350 +] . FlEWesks | 520000 | FTE% | 5753
Future Override FTE Ahzence Mat FTE
Penzionable r Acting Up Ind r Secondment r
Action [na 2] [NEW APPOINTWENT

Reason Cade [maT 2] [NEW APPOINTMENT (TRANSFER)

Replaces Employes ‘

L2 ]|

Comments ‘ha nsfer

Mext >
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8. Complete/check the details as below:

Field Name (* mandatory) | Description

Start Date * Check this is still correct. If you have appointed
through e-Recruitment and you need to update the
Start Date field, you will also need to update the
Current Post End Date field to the day before the
new appointment begins.

Note: If the actual date you wish to appoint from is
earlier than the date shown, contact HRIS support
before proceeding with the appointment.

Target End Date * Enter expected end date for fixed term posts.

Cost Centre * Should be the departmental default. Format will be
AA00000000000 where AA is the 2 digit department
code. The coding string includes Activity followed by
Source of Funds with no punctuation separators.

Project Leave blank. You should not enter any information in
this field on the appointment.
Job Category Do not use.
Job Title * Check/select this from the generic list.
¥ Click the button and enter the actual job title (case
Job Text > sensitive).

@ Note: the actual job title will appear in the template
documents, such as the conditional offer/contract
letter.

Employee Status * Select relevant e.g. Permanent, Fixed term. NB their

current employment status may pull through from
their previous appointment.

Sub Status * Select relevant, e.g. Full-Time, Part-Time, Term Time.
Note: Refer to PA2c if Variable Hours Employee.

Category * Teaching only - where Sub Category below is AT.

Research only - where the contract indicates
research only or where the primary activity is research
and teaching responsibilities make up less than 16% of
contracted time.

Teaching and research - where research and
teaching responsibilities exist, and the teaching
element is more than 16% of contracted time.

Not teaching and/or research - example roles:
Vice-Chancellor, Pro-Vice-Chancellor, Proctor.

Not an ‘academic’ contract - individuals who do not
fall into the categories above and who have one of the
following Sub Category codes: DA, DP, FP, HP, IP,LP,
MP, IT, TS, DO, RM, MG

Not applicable/not required - individuals who do
not fall into the categories above and who have one of
the following Sub Category codes: DC, DS, FA, LA, MA,
MI, SB, SC, SE, SG, SH, SK, SL, SM, SO, SP, SR, SS

Note: This field is used for statutory reporting
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and is especially important for HESA and REF
exercises. Full guidance notes can be found on the HR
Information team website. Go to UAS Home
>Personnel Services > HR Information Team.

Sub Category * & Check/update if necessary. It is important that the
= correct staff classification is selected. Full
guidance notes can be found on the HR Information
team website. Go to UAS Home >Personnel Services >
HR Information Team. This field must be completed
to prevent failure of interfaces to other systems.

Hours * Enter, e.g. 37.5

FTE Hours * Select the relevant hours e.g. 37.5. Note: when you
tab or click out of the hours field, the system will
automatically update the FTE%.

FTE * Check as expected and update Hours if necessary to
correct.

FTE% * Check as expected and update Hours if necessary to
correct.

Weeks Enter the number of weeks the employee works per

(term-time employees year inclusive of holiday entitlement. E.g. if the

only) employee works 38 weeks per year and is entitled to 4

weeks holiday, enter 42 weeks.

NB: only applicable to term time employees who are
paid the same amount each month.

FTE Weeks This field will be set by the system to 52.
Action * Select New Appointment.
Reason Code * Select New Appointment (Transfer).
9. Click Mesd ==
73 Appoint Person DIANNE IFFLEY -
Personal Pay Information Pay Details (Step 2 of 2)
Pay Group [ 20 [UNIVERSITY MONTHLY Personal Details: T E PR T G
- the employee on this screen.
Date Of Bitth 06-JAN-1955 Q’_,s Post Details:
- Details such as pay scale, point
and salary can be entered here.
Age 60.58 Pay Details:
Salary details Overseas Salary details
Pay Rate Type Overseas Salary L]
Pay Scale [oas 2| [STANDARD GRADE 4 Currency [ =
Poirt 1 g Pay Scale | ‘
Rate Fuirt A
Multiplier 575300 Rete [ H
Hours: 21 Paryaroup Hours 36.5 Muttiplier
Salary
Amourt 20781.00 I Qualification Ind. Effective Date
Etfective Date 18-MAY-2015 [™ Increment Hold Ind. Salaty Comments |
Increment Due Date [01-AUG-2015  Commerts |
Salary Comments |Tran5fer from Casual appﬂ
_ Concel | _ <<Previous | _ sae |
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10. Check details are correct and update any of the following fields if required:

Field Name (* mandatory) | Description

Pay Group * Check pay group is correct. If it is not correct e.qg.
because the employee is transferring from a non-
employee appointment, contact HRIS support.

Point * This will generally default to 1. Check this is as
required and update as necessary.

Multiplier * Check as expected. If it is not, click Previous, and
correct Hours/Weeks as appropriate.

Increment Due Date Cannot be changed here. Date relates to existing
appointment.

Comments Enter comments if required relevant to the increment
due date.

Salary Comments * Enter notes for the Approver/ Payroll, to re-iterate the
type of appointment e.g., Transfer.

Paygroup @ This value has no impact on pay and should be

Hours ignored.

appointment (if relevant) refer to QRG: CH17_Manage Changes:

E Note: For guidance on changing the increment due date for the new
Increment Due Date.

11. Click SEVE l. You are returned to the Appointment Details window.

Allocate funding (Cost Allocations)

You may need to check/update the costing details if they were not entered on the staff
request or have changed since the staff request was raised.

Note: If this is a secondary appointment and no cost allocation is entered, the
salary will be charged to the costing details on the Primary appointment.

1. Click _Aepointment Detais | b tton - Post Appt Main Selection

. - Amend Pay Rate &
window opens. - Amend Appaintment

- User Data

- Comments

2. Go to Selecti Cost All i C - Status Detail

] 0 e eCtlon > OSt Ocatlon - OSt - View Employee Appointments
Allocations window opens. 9 - View Position History

10 - Pension
11 - Cost Allocation

o o~ o o L

3. If there is already a cost allocation, click __Edt_ to
update if required.

To add a new allocation, click |———#&dd &llocation | button.
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The Add/Edit Cost Allocation window opens:

" Add/Edit Cost Allocation

Start Date | Q]
End Date [ 2]
k] Cost Centre Description Cost Centre Description
2] T Dekte ][+l
_] | Delete
12 —  Delete v
12 | Delete -
2 — _Dekte ]
_] | Delete
_] T _ Delste @
T _________ Dp
Save Cancel Delete
4. Complete details as below:
Field Name (* mandatory) | Description
Start Date * Enter the start date for the new cost allocation (should
be the same as the planned start date).
End Date * Enter the end date if relevant.
% * ,_ Enter %, e.g. 100, 50.
@ Note: allocation may be split between more than one

Cost Centre, but the total allocation must add up to
100%, even where the FTE is less than 1.

Cost Centre * @ Select or enter the relevant GL code. Format will be
AA999999999 where AA is the 2 digit department

code. The coding string includes Activity followed by

Source of Funds with no punctuation separators OR

select or enter ‘CCPROQOJ’ if it is going to be funded by a
project or grant.

Note: You can type cost centre straight into the field,
but it must be in upper case. Cost centre search is not
case sensitive.

Name is displayed first in the search results but you
can scroll right to see the codes. Take care to check
the correct code has been selected.

Refer to Recording Cost Allocations in CoreHR.

Project Code * Either leave blank if a GL cost centre has been selected
OR select the relevant Project Code (Task/Sub Task).
Format will be AAXXXXXX.0000 where AA is the 2 digit
department code and 0000 represents a sequence
number. The Project Task and Sub Task will be visible
in the Project Description field. Take care to check the
correct code has been selected.

Expense Do not use
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NB: When you add a Project code and click on ok the screen jumps to an
Descrgton

Expense
f! ‘: ‘Expense’ field ! ol . This field is not being used.
Use the scroll bar at the bottom of the screen to view the cost allocations you
have recorded.

5. Click SEVE | then b2 4. You are returned to the Cost Allocations
window.

6. Click Close l. You are returned to the Post Appointment Maintenance
window.

Source of Funds

Where the cost centre code does not reflect the source of funds,
additional information must be provided. This is important to be able

& to then define the HESA source of funds. E.g. where a suspense code is
being used whilst awaiting a ‘true’ cost centre to be set up, or where a GL
code is being used to administer externally funded appointments.

1. Go to Selection box > User Data. The User Maintenance window opens.

Select User Defined Field

User Defined Field All hd

2. Click to display User Defined Field List of Values.

3. Select Appt: Source of Funding.

4. Click ey |,

Appt:Source of funding

=T — O
Dste To [2]]

Comments 1
Comments 2

Comments 3

Comments 4

v20 Version 1.1 Page 13 of 18



PA2e - Transfers between SHORCIS
departments

5. Enter the Date From [A]. This should be the appointment start date.

6. Enter additional information as required into Comments field(s).

7. Click OK | then . You are returned to the User Maintenance

window.

8. Click Close l. You are returned to the Post Appointment Maintenance . EXxit
all windows back to the Personnel main screen.

Next steps

1. Following a successfully appointed transfer, generate and issue a new contract.
Refer to QRG: PANSO_Pre-Arrival and new starter guide - section D
onwards for guidance.

2. All direct appointees (i.e. those who have not come through e-recruitment) must
complete a paper Equality and Diversity form. Refer to the last section of QRG:
PA2g_Direct Appoint for guidance on generating the form.

3. Itis important to ensure that all qualification details, checks etc are fully up to
date. Refer to QRG: NSO_New Starter Guide and the associated New Starter
Checklist to ensure that nothing is missed. In particular it is important that
Medical/Health/Social Care Qualifications and White book data is updated if
relevant.

Note: if you are commencing the individual after the payroll deadline and the
effective date of the transfer is during the current payroll month or earlier, you

& must inform your payroll administrator before the supplementary deadline to
ensure that the new salary is approved otherwise there is a risk that the
employee will not be paid.

C. Cancel a Transfer Request (Receiving Department)

After the request has been submitted, but before it has been approved; or if the request
has been put on hold by the Originating Department, it can be cancelled if necessary as
follows:

1. Click the [_MeWApRoRtmMEMS | \tton. The Applicants/Posts window opens.

Bl e e e e e A e e A A e A S M A
Applicants Posts. Transfer In l Transfer Out
Search by Mame |If1‘|e‘,r Search
Search by Transter Status | - Clear
Transfer Status Complete Perzonnel No. Name | Date Effective Comments |
|approved [ |on0z005 |Di&NNE FFLEY [18MAY-2015  |As agreed Dianne Iffiey can start with youo _ Select | [~
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http://www.admin.ox.ac.uk/media/global/wwwadminoxacuk/localsites/personnel/documents/corehr/processesuserguides/newstarter/NS0_New_Starter_v2.14.pdf

PA2e - Transfers between SHORCIS
departments

2. Select the Transfer In tab and click on £ ‘ to see the list of transfers
in progress.

3. Locate the relevant Applicant in the list, using the search criteria if needed.
4. Click the Select button to the right of the relevant transfer request.
5. Select the Transfer Status: Cancelled.

6. Click OK |, A message appears to confirm that your transfer request has
been updated successfully.

7. Click .Exit all windows back to the main Personnel screen.

@ Note: Off system you should notify the originating department that the
request has been cancelled.

ORIGINATING DEPARTMENT

D. Receive Transfer Request (Originating Department)

Having agreed the details of the transfer with the receiving department, the originating
department can now process the request (B2).

Note: It is important that transfer dates are accurate. If the transfer date set

by the Receiving Department is incorrect you should alter the Planned Start
& Date after agreeing this with the Receiving Department (off system).

If there is any uncertainty over the transfer then select On Hold. If relevant

the receiving department may then cancel the request (as per Section D).

B1. Additional Instructions for Payroll (if required)

Note: If there are any final temporary allowances to be paid, e.g. outstanding
holiday pay, these should be notified to Payroll via Additional Instructions (see
below) and not set up in allowances.

Payroll may require additional instructions such as:
e Details of outstanding holiday pay

e Alerting payroll to any course fees due to be re paid
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PA2e - Transfers between HRIS
departments

e Flagging that more detailed instructions are being forwarded by email

Navigate to: Personnel > Maintenance > Personal Profile

1. Search for the employee record and go to Select Detail box > Appointment
Details. The Appointment Details window opens.

2. Click the _Apeaintment Details | b tton. The Post Appointment Maintenance window
opens.

3. Go to Selection box > User Data. The User Maintenance window opens.

Select User Defined Field

User Defined Field All -

4. Select Appt: Leaver Additional Details.

5. Click New |

User Data

Personnel Mg |0002005 Dianne Iffley

ApptLeaver additional details.

Date From ﬂ
Dste To (2]
P45 to go to? [ (2]

Comments 1 |

Comments 2 |

6. Complete details as below:
Field Name (* mandatory) | Description

Date From Enter the leaving/transfer date
Date To Leave blank
Comments Add Comments for payroll as required (eg. details of

outstanding holiday pay).

Note: Two comments fields are provided for multiple
comments.
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PA2e - Transfers between HRIS
departments

7. Click i |, A ‘transaction complete’ message will appear. Click b=

8. Exit all windows back as required.

B2. Completing the Transfer Request

Navigate to: Personnel > Maintenance > Personal Profile

1. In the Employee Search window, click the [_MNe¥ Appoiniments | button.

The Applicants/Posts window opens:

"4 Applicants/Posts |-
Applicants Posts Transferin  Transfer Out l
Search by Mams ‘Hﬂey Search
Search by Transter Status [ - Clear
Transfer Status | Comolete Personnel No. Name | Date Effective Comments |
Requested| - |o002005 |DiaNNE FFLEY [1emav 2015 | Select
; Search
5. Select the Transfer Out tab and click on

6. Review the list of transfers in progress. Use the search criteria to narrow your search
if you wish.

7. Press [ sset | next to the relevant transfer request. The Transfer Details window
opens:

Transfer Details

Transfer Status |Requested Status Date 04-AUG-2015 16:23

Person |DUUZUUE- DIANNE IFFLEY View New A View Current A

Update Transfer Status

1
Transfer Status I 0 ||
Enter Start Date N

Comments

¥

1|

oK Cancel
Transfer History
Status Date Transfer Status Planned Start Date Usernarme Comments
|04-AUG-2015 16:23 |Requested [18-Mav-2015 [ADMNZT42 | ]
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PA2e - Transfers between SHORCIS
departments

8. To approve the transfer request select Transfer Status: Approved.
9. Enter Start Date as agreed with the receiving department.

10.Enter Comments e.g. “Approved. Agnes will start in 6 weeks as agreed. RXB
exn1234”.

your name/initials and extension nhumber. The system will only display your

E Note: For clarification to the other Personnel Administrator, you should enter
Username (Oxford single sign-on) against the comments.

11.Click O | A message appears to confirm that your transfer request has
been updated successfully.

P

12.Click .Exit all windows back to the main Personnel screen.

Note: If there is a query over the request then select On Hold. If relevant the
j receiving department may then cancel the request (as per Section D).

Only select Reject if the transfer is not to proceed and the employee is
remaining in their existing post.

@ Note: Off system you should notify the receiving department that the request
has been approved/ put on hold/rejected as appropriate.
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