e Ess Greater Glasgow
and Clyde

Emplayes Support System
DRAFT Internal Transfer
(Change Cost Centre & Change Job and Terms)

Step-by-Step Guide

Please note this process should be used when the employee is moving to
another department/ service within NHSGG&C. A termination should not be
completed.

Please ensure that Part 1 and Part 2 are completed otherwise the transaction
will not be fully applied in eESS, ePayroll or SSTS.

PART 1: Updating Department: Change Job and Terms

Navigate to NHSS Manager Self Service

Oracle Application

=] |—2NHSS Manager Self Service, NHS Greater Glasgow & Clyde
Worlist

:EJ Absence Management
é Absence Carried Over Full List
:fj Additional Pat ernity Leave From ‘Tvpelsubiect — |Sent ‘D“e

g Adoption Leave

é Agenda for Change

é Alowances and Deductions

:EJ Change Job and Terms

Q Change Cost Centre

é Change Non AFC Personal Salary

é Doctors in Training

:EJ Documents of Record

Q Eligibility to Work in the UK

é Employee Directory

:EJ Job Plans

:EJ Keeping In Touch Days

Q Matemity Leave

é Medical & Dental

:EJ My Employee Job Information

é NHSS Assets Issued

é Occupational Health Passport

é Other Non-NHS Employment v

1. Click on ‘Change Job and Terms’
3 EI uss Manager Self Service, NHS Greater Glasgow & Clyde

All Actions Awaiting Your Attention -Full List
E absence Management = |Tvpe|Suhject r— ‘D“e_
E Absence carried aver
Additional Paternity Leave
Adoption Leave 7
= Agenda for change

E

A G g =]

s

E Chanmerrerrere

& change non AFC Personal Salarv

€l poctors in Training

Documents of Record g

Eligbility to Work in the UK

El Emplovee Drectory

= 10b plans

Keeping In Touch Days

Maternity Leave
E Medical & Dental

]

My Employee Job Information “TIP Vacation Rules - Redirect or auto-respond to notifications.
NHSS Assets Issued v “TIP Worklist Access - Specify which users can view and act upon your notifications.

=l Nrrunatinnal Health Dacenart
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2. Select employee from hierarchy to whom transaction applies and click ‘Action’

\
t
£
Assignment
Focus Name Number Job Department ction Details
j Smith. Robert |
—'_b- Brown, Joe 1041234 71A2 OFFICE SERVICES G12345 OFFICE DEPARTMENT (Sub-Dept) "5 EI
‘:1} Blue. Dan 1 10412356 71A2 OFFICE SERVICES G12345 OFFICE DEPARTMENT (Sub-Dent) |‘|5 @
ty Red. Susan A =
v R 10412356 71A3 OFFICE SERVICES G12345 OFFICE DEPARTMENT (Sub-Dent) (-3 EI
{1} Red. Susan 71A3 OFFICE SERVICES G12345 OFFICE DEPARTMENT (Sub-Dept) ] EI
10412367 liy =
"_1} Pink. Colin 10412348 71A4 OFFICE SERVICES G12345 OFFICE DEPARTMENT (Sub-Dent) "5 EI

Diagnostics Home Logout Preferences Help

3. Change Effective Date to the day of the transfer, click ‘Continue’
Type in the effective date or use the calendar function

(i) Information
Enter a date on or after the assignment start date (17-08-2009). Note that the last assignment change date is 30-10-2017.

Termination: Effective Date Options

] [ Cotme

Employee Namg Employee Number
Organization Email Addregs Organization
Jgp Manager

Pay Number

Incremental dafe Pay Division

Group Code Pay Point

Enter the date on which the changes should thke effect, and press the Continue button.

9 |March  [v]]2019 3

Sun  Mon Tue Wed Thu Fri Sat

@ Changes should take effect on the effective date as entered below. 24 25 26 27 28 1 2
Effective Date [14-03-2019 E] 3 4 5 6 7 8 9

(example: 25-03-2019) 10 11 12 13 14 15 16

(O Changes should take effect as soon as final approval is made. 17 18 19 20 21 2 23

24 25 2% 27 28 ¥ 0
il 1 2 3 4 3 6

If the employee is not changing their job title, it may be helpful to make a note of the
current details under ‘Post Descriptor’ and ‘Position’ in-case you need to re-enter this
information.
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4. The Cost Code and ‘Department’ details require to be updated. Delete out current

text in the text box for

Change Job and Terms: Assi

‘Depa

rtmen}’

Employee Name
Organization Email Address

Manager

Incremental date
Group Code
= Indicates required field

Department (Sub-Dept)

If Changing Department, Remember to Update Cosl

* Department (Sub-Dept)

Address Line 1
Address Line 2
Post Code
Country

* Position

= Post Descriptor

Click this link to view the Grade Scales

Location

Grade Name
ceiling Point
* Grade Point

Location

Address Line 1
Address Line 2

Bnct Fodn

[Go17

Dalnair Street
Glasgow

G3 851

United Kingdom

569990217838

77B6.1

Band 6.

Point 08

GD06A West Glasgow ACH

Dalnair Street
Glasgow

entre details in Change Cost Centre Section

Save For Later | | Back | [ Next

Employee Number
Organization

Position
Pay Number
Fay Division

Pay Point

5. Select the magnifying glass icon to the right of the text box
a. New page will appear as pop-up:

Search and Select: Department (Sub-Dept)

Search

Cancel

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | Department (Sub—Dept] |

Results

Select Quick Select Department (Sub-Dept)

O = ABA MES PGME posts (Dept)
= ABA NES PGME posts (Dir)
O ,2 A&A NES PGME posts (Div/CHP)
O = ACUTE - CORPORATE (Div/CHP)
O = ACUTE ASSESSMENT (Dept)
= ACUTE ASSESSMENT (Dir)

= ACUTE DIVISION I & E

~ =

ACUTE SERVICES (Dept)

[eo]

Select

%) Previous |1-25 . Next 25 G

Location

G115B Regent Gardens Surgery

G405H Queen Elizabeth University Hospital
GOS5A Payroll Services

G405H Queen Elizabeth University Hospital

G513H Roval Hospital for Children
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Search and Select: Department (Sub-Dept)
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In the text box enter % and then the new cost code, click ‘Go’:

Search

To find your item, select a filter item in the pulldown list and enter a vgl

e text field, then select the "Go" button.

Search By |Department (Sub-Dept)| ™| [%G917

Results

Select

Quick Select  Department (Sub-Dept)
[Go17~ "~

=8

About this Page

Location

Cancel

c. Select ‘Quick Select’

Cancel Select

GO06A West Glasgow ACH

Select

If you require to re-enter position details, select the magnifying glass beside

‘Post Descriptor’

Change Job and Terms: Assi

Employee Name
Organization Email Address

Manager .
Incremental date

Group Code
* Indicates required field

Department (Sub-Dept)

If Changing Department, Remember to Update Cost Centre details in Change Cost Centre

= Department (Sub-Dept)
Address Line 1

Address Line 2
Post Code
Country

=
= Position

Job

* Post Descriptor

Grade

Grade Name
Ceiling Point
= Grade Point

Click this fink to view the Grade Scales

Location

Location

Address Line 1
Address Line 2

Brct Fodn

[Go17

Dalnair Street
Glasgow

G3 851

United Kingdom

5G0990217838

Band 6.

Foint 08

GOO6A West Glasgow ACH

Dalnair Street
Glasgow

£ o

a. A new pop up box will appear

Save For Later Back Next

Employee Number
Organization

Position

Pay Number
Pay Division

Pay Point
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b. Inthe text box enter % and then the job code, click ‘Go’

Search and Select: Post Descriptor

NHS
N~

Greater Glasgow
and Clyde

Search

To find your item, select a filter item in the pulldown list and enter

Search By |Post Descriptor |%??h6

Results

Select Quick Select Post Descriptor

O &
About this Page

77B6.

c. Select ‘Quick Select’

Cancel Select

ue in the text field, then select the "Go" button.

Cancel Select

If you require to re-enter position details, select the magnifying glass beside

‘Position’

Change Job and Terms: Assi

Employee Name
Organization Email Address

Manager

Incremental date
Group Code
* Indicates required field

Department (Sub-Dept)

If Changing Department, Remember to Update Cost Centre details in Change Cost Centre Section

= Department (Sub-Dept)

Address Line 1
Address Line 2

Post Code
Country
=
= Position
Job
* Post Descriptor
Grade

Grade Name
Ceiling Point
= Grade Point

Click this fink to view the Grade Scales

Location

Location

Address Line 1
Address Line 2
=

et Pedn

[Go17

Dalnair Street
Glasgow

G3 851

United Kingdom

77B6.|

Band 6.

Foint 08

GO06A West Glasgow ACH

Dalnair Street
Glasgow

£ o

a. A new pop up box will appear

Employee Number
Organization

Position
Pay Number
Pay Division
Fay Foint
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b. In the text box enter % then click ‘Go’ (this should bring up any relevant
positions aligned to the cost code and post descriptor)

Search and Select: Position /

Search

Cancel Select

To find your item, select a filter item in the pulldown list and ggfter a value in the text field, then select the "Go" button.
Search By IPosition |% Go

Results

Select Quick Select Position
3 369990217838

@) =11
About this Page
Cancel Select

c. Select ‘Quick Select’

If there is no position available this will mean that a position needs to be created
before you can progress any further, therefore please contact eESS@qggc.scot.nhs.uk
to request this.

8. Click ‘Next’

-  } J—

Save For Later | | Bad Next

Employee Name Employee Number
Organization Email Address Organization
Manager Position
Fay Number
Incremental date Fay Division
Group Code Pay Point
= Indicates required field
Department (Sub-Dept)

If Changing Department, Remember to Update Cost Centre details in Change Cost Centre Section
= Department (Sub-Dept) [[go17-

Address Line 1 Dalnair Street
Address Line 2 Glasgow
Post Code 63 851
Country United Kingdom

=
= Position SG9990217838 Q
Job
= Post Descriptor [77g¢ B
Grade

Grade Name Band 6.
Ceiling Point
= Grade Point [point 08 Q
Click this link to view the Grade Scales

Location

Location |GoogA West Glasgow ACH Q @

Address Line 1 Dalnair Street
Address Line 2 Glasgow

Bnet Fadn 23 0C1

If a warning message appears, ignore this and click next again (as per step 8 above).


mailto:eESS@ggc.scot.nhs.uk
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9. Update pay division/ group code/ pay point details

Change Job and Terms: Other Employment Information /
Cancel] Save For Later ‘ Back N Next ’

Employee Name
Organization Email Address

Employee Number
Organization

Manager Position

Pay Number

Incremental date Pay Division
Group Code Pay Point

Enter or change any details below. Click Next to continue this action, click Back fo return to the previous page, click Cancel to cancel this action, or click Save for Later to finish this a€tion later.
* Indicates required field

Assignment Info
Pay Number

Staff Group

Pay Division
Group Code
Pay Point
==Standard B3\

‘Weekly Payroll Justification |

WTR opt-out date l— @

WTR opt-out review date l— a
On-call indicator

0on-call effective date l— @

Temporary Change Motes |

Term Time Worker

Term Time Weeks Work

**Standard Basic Hours will normally be blank; this should only be completed in instances where
the hours are different from their contract hours; advice should be sought from payroll in these

inckancac
Cancel | Save For Later ‘ Back ‘
— —
»

10. Click ‘Next’ ~

11. Review changes made, identifiable by blue dot, click ‘Submit’

Change Job and Terms: Review

Cancel Printable Page Save For Later ‘ Back' Submit

Employee Name Employee Number
Organization Email Address Organization
Manager
Pay Number Incremental date
Pay Division Group Code
Pay Point

If Applicable, Remember to Update Cost Centre details in Change Cost Centre Section
Review your changes and, if needed, attach supporting documents.
@ Indicates Changed Items.

Other Employment Info
Current Proposed
Pay Number G9858916 G0858916
Incremental date 14-02-2020 14-02-2020
Pay Division 77 780
Group Code CD cD
Pay Point 35 Mo

12. You will then receive a confirmation message that the Change Job and Terms
transaction has been submitted which will then sent to your line manager for
approval.

7. Confirmation

Your changes have been submitted for approval

Disgnestics Home Logout Preferences Help
About this Pege: Copyngrn 2006, Omdle. Al ngees = e

13. Click Home
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PART 2: Updating Costings: Change Cost Centre

1. Click on ‘Change Cost Centre’

5 T nHSS Manager Self Service, NHS Greater Glasgow & Clvde
All Actions Awaiting Your Attention
=l Absence Management
Absence Carried Over
= additional Patemity Leave
E Adoption Leave 0
Agenda for Change
Allowances and Deductions

From |Tvpe\subject |Sent hd \Due

hange Cost Centre

=]
=

Doctors in Training
ocuments of Record o

Eligibiity to Work in the UK

Employee Directory

Job Plans 1
El keeping In Touch Davs
Maternity Leave 0

Medical & Dental
My Employee Job Information ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

NHSS Assets Issued W ~TIP Worklist Access - Specify which users can view and act upon your notifications.
rrunatinnal Haalth Dacennrt

2. Select employee from hierarchy to whom transaction applies and click ‘Action’

&

Assignment
Focus Name Number Job Department tion Details
= Smith, Rabart .

.‘:}. Brown. Joe 1041234 71A2 OFFICE SERVICES /512345 OFFICE DEPARTMENT {Sub-Dept) “6 __J
v;; Blue, Dan 1 10412356 T1A2 OFFICE SERVICES 612345 OFFICE DEPARTMENT {Sub-Dept] gy EJ

N Red. Susan n =
('} 10412356 T71A3 OFFICE SERVICES G12345 OFFICE DEPARTMENT {Sub-Dept] ) ;l_i,
o Red, Susan T1A3 OFFICE SERVICES 'G12345 OFFICE DEPARTMENT { Sub-Dept) ] T“
W 10412357 iy =
& Pink, Cofin 10412348 7154 OFFICE SERVICES G12545 DFFICE DEPARTMENT {Sub-Dept] ...'—‘; B

3. Change Effective Date to the day of the transfer, click ‘Continue’
Type in the effective date or use the calendar function

(i) Information I

Enter a date on or after the assignment sthrt date (17-08-2009). Note that the last assignment change date is 30-10-2017.
Termination: Effective Date Options

Continue

Employee Nam) Employee Number
Organization Email Address Organization
Jop Manager

Pay Number

Incremental dafje Pay Division

Group Code Pay Point

Enter the date on which the changes should thke effect, and press the Continue button.

4 2 [March ] [2019 e

y Sun  Mon Tue ‘Wed Thu Fri Sat

@® Changes should take effect on the effecti® date as entered below. 24 2% % 27 B 1 2
Effective Date [14-03-2019 ] 3 4 5 6 7 8 9

(example: 25-03-2019) 10 11 ¥ 13 14 15 16

O Changes should take effect as soon as final approval is made, 17 18 19 220 1 3 3

24 25 2% 27 8 29 30

[nc]

4. If there are Actions Awaiting Your Attention select Start under Selected Action
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5. Select magnifying glass beside Cost Code information:

Change Cost Centre: Assignment Costing

Cancel Back | Next |

Employee Name Employee Number
Organization Email Address Organization
Jab Manager

Pay Number

Incremental date Pay Division

Group Code Pay Point

Assignment Costing Allocation: This will be §ent over the payroll nterface

*Proportion
(%) *Cost Codes
[ 100 [Go17  77B7eii =)

Main Cost Centre Code.Main Job Code.Main Account Code.Reallocation1 Cost Centre.Reallocation1 Job Code.Reallocation Account Code.Reallocation %.Reallocation2 Cost Centre.Reallo cation2 Job Code.Realllocationz

Cancel ‘ Back | Next |

a. A new pop up page will appear:

Search and Select: Cost Codes

Cancel | Select i

Search

Qain Cost Centre Code |G9174° ‘S >

Main Account Code |77B7 Q
Reallocation1 Cost Centre Q
Reallocation1 Job Code Q
Reallocation1 Account Code Q,
Reallocation1 % I—
Reallocation2 Cost Centre Q
Reallocation2 Job Code Q
Realllocation2 Account Code Q
Reallocation % l—
Reallocation3 Cost Centre Q
Reallocation3 Job Code Q
Reallocation3 Account Code Q
Reallocation4 Cost Centre Q

b. Change Main Cost slentre Code by overwriting the existing information or
using the Search icon (magnifying glass function).

c. Change Main Account Code (only requires to be changed if post/ band has
changed) by overwriting the existing information or using the Search icon
(magnifying glass function).

Search and Select: Cost Codes l

Cancel | Select ‘

Search

* Main Cost Centre Code [G91741 .| &
Main Job Code
Main Account Code |77B7 Q
Reallocatio
Reallocation1 Job Code Q
Reallocation1 Account Code Q
Reallocation1 % ’—
Reallocation2 Cost Centre Q
Reallocation2 Job Code Q
Realllocation2 Account Code Q
Reallocation % ,—
Reallocation3 Cost Centre Q
Reallocation3 Job Code Q
Reallocation3 Account Code Q
Reallocation4 Cost Centre Q
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d. When updated click, scroll to bottom of the pop up page and click ‘Create’

Reallocation4 Job Code Q
Reallocation4 Account Code Q
Reallocation4 % l—
Reallocation5 Cost Centre Q
Reallocation5 Job Code Q
Reallocation5 Account Code Q
Reallocation5 % l—
Reallocation6 Cost Centre Q
Reallocation6 Job Code Q
Reallocation6 Account Code Q

Results

Caeate D
Select Code Combination
O 67  FIBTo

Cancel | Select |

e. Scroll back down to bottom of page and click the select button to select the

new code coynbination

Reallocation4 Account Code

Reallocation4 %

Reallocation5 Cost Centre Q
Reallocation5 Job Code Q
Reallocation5 Account Code Q
Reallocation5 % l—
Reallocation6 Cost Cegfire Q
Q
Q

6. Current information is now shown, click ‘Next’

f. Click ‘Select’

Change Cost Centre: Assignment Cos:ing/

Employee Ifame
Organization Email Agdress

Job

Incremgntal date
oup Code

: This will be sent over the payroll nterface

Employee Number
Organization

Manager
Pay Number
Pay Division

Pay Point

Cancel Bac k'|®

I Job Code.Main Account Code.Redllocation1 Cost Centre.Reallocation1 Job Code.Redllocation 1 Account Code:Reallocation1 %.Reallocation2 Cost Centre.Reallocation2 Job Code.Redllocation2
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7. Old information is shown, please ignore this.

Change Cost Centre: Assignment Costing /

Cancel Back |@bml ‘ )

Employee Name Employee Number

Organization Email Address Organization

Job Manager

Pay Number

Incremental date Pay Division

Group Code Pay Poin

Updated Cost Codes: This will be sent overfthe payroll interface

Current Proposed
Proportion Proportion
Mode (%) (%) Current Cost Codes

Update: 100 100 G917 .77B7
Main Cost Centre Code.

fllocation1 Job Code.Reallocationl Account Code.Reallocation 1 %.Reallocation2 Cost Centre.Redlio cation2

New Cost Codes

Start Date End Date

There are no nes st allocations.

Cancel | Back | Submit ‘

8. Click ‘Submit’ ’ *

9. You will then receive a confirmation message that the part 2 transaction has
been submitted which will then sent to your line manager for approval.

7. Confirmation

Your changes have been submitted for approval

Disgnostics Home Logout Prefersnces Help

Copyg £)2005, Cade. All s B wes

10. Click Home



