UNIVERSITY OF

...E CAMBRIDGE TES Application

How Do I...?

This page provides guidance on common tasks undertaken by the TES and Payroll teams when using
the Temporary Employment Service application. Clicking on any of the hyperlinks will open the
online help guide allowing you to view further guidance details.

The guide is divided into questions. Use Ctrl+Click to navigate to the advice you need:
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What Job Type should | use when setting Up @ JOb?......oocciiii i e 4
What format is used for the Job Reference number in the new application? ........cccceeveiveeecnnen.n. 4
How do | add different levels for @ skill?........coueiiiiiriii e 4
Why do all of the roles need to be set-up when the job is created?........cccoveiveiivciiiiicciiee e 5
How are roles used within the application? .......c..ueei i e e 5
How will we know what to enter for the relationship of an emergency contact?..........ccccvveeennnenn. 5
What working hours should | enter for a Tier 4 WOIKEr? .......cccuveeeeciiieiecciiee e e et eeree e e earee e 6
| do not have any bank details yet for the worker, can | still assign them?.........cccccoeeviiiiiineinnnen. 6
How do | determine whether a worker should be a ‘Payroller’?.......cccvveevieiecciiee e, 6
How have worker email addresses been transferred from ACCESS? ......cccvrvvirviriirieeneeneeneeeeeeees 7
What passport details do | Need to reCord? ..o e e ae e e 7
How are bank details validated?........c.eo it 7
How can | identify the correct job when generic job titles may be in US€?.......ccccoveeecieiiccieeeeen. 8
What expected end date should | use for NMH assignments? ........ccccoecviieeiiiiiieieciiee e ecieee s 8
Why is the Assignment Agreement Letter much briefer in the new application? ..........cccccveerieenee. 8
What is filled in as the ‘Reports to’ person for an assignment agreement? .........ccccceevvciveeincieeeeens 8
WhO Will SIgN The IETEEIS? oo e e e e e e et ee e e e e e e e s anbabaeeeeeeseennnnnnns 8
Who are shown as manager and supervisor on the client letter?......ccccoeeccieeieii e 8
Where can | see the holiday position fOr @ WOrker?.........c..eeeeeiieieeciiiie et e 8
How do | claim holiday fOr @ WOIKEI? ......ccceeiiiiieee ettt et e e ae e e e areeas 9
How has the workers cumulative holiday balance been brought across from Access?................... 10
How is holiday paid out at the end of an assignment?..........cccooiiiiiie e, 10
How do | record Sickness fOr @ WOTKEI?........couiiiii ittt 11
Where can | find the job reference for a Worker? ... 12
How do | extend an asSigNMENt?.........ueiiiii oottt e e e e e e e abrree e e e e s e e e nnreaaeeaaeeeenns 14
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How do Ilogin?
Use your Internet browser to navigate to https://hrsystems.admin.cam.ac.uk/tes-webapp.

UNIVERSITY OF
CAMBRIDGE

Home
Welcome to Cambridge University's TES pages.

Log-in Status: You are not currently logged in
Please log-in using the button below.

Log-im with Raven

Log-in with Raven and you should see your home screen:

System Management Logged I ms MQOns Log out

Pending Bank Detwls {3 TES Overview

Pendirg Azugamerss (01 This page Sonmrs 3 kst of your recent Scinity wite Tie sestern ana SROWS FON D Guitkly 1esime whers oy ket off

Non Essential Chacks 100

Quick Navigation

Workers Leaving (0) Recem Workess PeCent Jobs Recent Ghents

7 Mg Yvorme 7 DT Tevporary

7 OrLauence
Vi Jame ¢ 20190 % Temporary

From here you can use the tabs to access Clients, Jobs, Workers, Timesheets and Reporting:
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/ HR [ UniCamTemps

UniCamTemps Timesheets Job Worlers Clients Reports

If you are a Payroll team user you will see only the relevant parts of the application, primarily the Payroll
tab at the top of the screen:

If you have any queries about how to logon and your access rights, please contact the Service Desk
on http://www.ucs.cam.ac.uk/support/service-desk/

What Job Type should I use when setting up a job?
You will need to use ‘Assistant CS (36.5 hours per week) as standard for all jobs to start with. This
may change in future but you will then be advised separately.

What format is used for the Job Reference number in the new application?
The existing Access database uses 2 sets of 4 digits separated by a / slash as the job reference. The
job reference when brought across from Access is reformatted without the slash.

New job references generated in the TES application will be generated in the format YYYY1xxx. E.g.
20161001.

This will lead to a slight anomaly for a while on the submitted paper timesheets as some workers will
use a / and some will not.

How do I add different levels for a skill?
You will need to reflect the difference in skill levels in the description field as show below:

{ HR [ TES

TES Timesheets Job Workers Clients Reports System Management Help Logged in asmgs66  History Log out

Systemn Manzgement overview

Manage Skills .

Manage Skills
Manage Job Types
Manage Spot Salary Increase

Name: Description:
Manage Users
Mznage Charge Rate Create Skill
Waorkers Pending Transfer
Search by Skill Name:
Name Description Action
Access - Advanced 7~ Edit
Access - Basic # Edit
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Future release of the application may extend the capabilities in this area so that you can record
scores.

Why do all of the roles need to be set-up when the job is created?

The roles are used by the application when generating letters. When release two goes live (with
workers entering their own time) then the timesheet authoriser will be the person who receives the
notification to approve the timesheet before it is passed to the TES team.

The person who sends in the request should be added as all three of:

» Key Contact;
» Assignment agreement contact; and
» Invoice contact.

The reports to person should be added as both:

» Supervisor; and
» Timesheet authoriser.

If you only have one contact person then this person should be set-up in all of the roles for the job.

How are roles used within the application?
If you are setting up a new job then the roles should be assigned according to the following rules.

The person who sends in the request should be added as all three of:

» Key Contact;
» Assignment agreement contact; and
> Invoice contact

The reports to person should be added as both:

> Supervisor; and
» Timesheet authoriser.

Why are jobs set-up earlier on the new application and does this affect the
9-month rule?

The job is set up earlier so it can be matched to. This isn’t a problem for the 9 month rule as the job
can be set up with a start date and if the person starts at a later date the assignment can have a later
start date, which is what will display for the worker in the assignment.

How will we know what to enter for the relationship of an emergency

contact?
This information is not currently requested from the worker. The current TES form will be revised to
add this question.
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What working hours should I enter for a Tier 4 worker?
For example, for a Payroller who is a Research Assistant with a Tier 4 right to worth that is restricted
to 20 hours.

If you know the actual working pattern then you should enter it. Otherwise, you should use the
pattern ‘Full week Monday — Friday’.

I do not have any bank details yet for the worker, can I still assign them?
Yes, you can still set up the worker and assign them to a job. You can then generate the assignment
agreement.

If there are no bank details present when the worker record is saved, then an entry for the worker
will be set-up in the pending bank details list on the TES home screen:

“yrturn Mamagersant

Punsing Bank Dytails 31 Pending Assignments

Fending Assignments &0} TRe DADe SIITANS 8 Let T ARG T B saa g DATh Sae s belore e eNgIITeet AT U
Non Essential Checks (0!

Assignments awaiting bank details

Wodkers Lasving (8]

Assigrument Detaly

Finance Assistant
Mrs Dawn /  Enies Sard Detais
Assgrrent Start Oste: 20180000

Secretanal Assistan
Miss Klasudia ¢  Enter Bonk Detais
Assgrement Start Cate. 201860029

Researches
Mrs Geoegina 7 Endes 8ark Detai

Aszgrment Stest Cate: 20160209

Once the details have been received and entered the record will synchronise with CHRIS and the
worker will be added to the payroll.

How do I determine whether a worker should be a ‘Payroller’?
To answer the question ‘Payroller?’ under worker use the following rules:

> If the worker is currently registered in the temp pool then the answer should be recorded as
‘no’.
> If the workers assignments indicate that they are only one of or a combination of any of

‘NMH, Intern or Payroller’ then the answer should be recorded as ‘yes’.
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How have worker email addresses been transferred from Access?
If the address is a recognised University email address then the email address was brought across
into the work email. The following are allowed as University / NHS addresses:

Email addresses ending in:

@cam.ac.uk

.cam.ac.uk

@nhs.uk

.nhs.uk

@nhs.net

@newton.ac.uk
@cambridgeesol.org
@cambridgeassessment.org.uk
@cambridge.org
@ucles.org.uk
@adctheatre.com

@ocr.org.uk
@bioresource.nihr.ac.uk
@cie.org.uk

Addresses in any other format were transferred into the personal email address field.

VVVVVVVVVYVVYVYYVY

What passport details do I need to record?
The issuing country field must be completed no matter what right to work evidence is presented.

Passport Details
Issuing Country:

— Please select — %

A worker may present a national identity card or a birth certificate and NI number rather than a
passport but it should still be possible to identify their nationality from their documents though and
the Issuing country field should be completed no matter what documents have been presented.

How are bank details validated?
Some initial validation for length of field and format will be done when you enter the information in
TES.

Once the bank details have been entered they will be transferred to CHRIS and then become subject
to the normal validation checks during the payment process. For example, the payroll checks
validate that the bank account number exists for the banking organisation and branch represented
by the sort code.

For security reasons, once the bank details have been passed to CHRIS they cannot be re-entered.
The payroll team will therefore need to take responsibility for correction within CHRIS and will
contact the TES team outside of the system regarding issues with the details provided.
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How can I identify the correct job when generic job titles may be in use?
There are potential problem with generic job titles such as Research Assistant where there are many
within the same department and could therefore be difficult to match the correct worker with the
correct job. It may be necessary to note the job reference number on the paperwork initially and for
the future more meaningful job title may need to be adopted.

What expected end date should I use for NMH assignments?

The system requires an expected end date for all jobs and assignments but the NMH assignments do not
come with an expected end date. This may change in future but for now use 9 months after the start
date.

Why is the Assignment Agreement Letter much briefer in the new
application?

There is an attachment that needs to be sent out with the letter. The letter has the personal details
and then generic T&Cs need to be attached from the stock pile in the office. This is the same
process that contracts now use.

What is filled in as the ‘Reports to’ person for an assignment agreement?
When you set-up a job the reports to person should be added as both:

> Supervisor; and
» Timesheet authoriser.
The Job supervisor role will then be used when generating the assignment agreement

Who will sign the letters?

All of the letters will have the TES Team Leaders name on them. When responses come back to the
team it will therefore not be obvious which person assigned the job. TES internal process will
therefore be modified so that it is clearer who within the team issued what letters.

Who are shown as manager and supervisor on the client letter?

Roles are set up for each job when it is created. The roles are then used within the letters. There is
an assignment agreement contact and a timesheet authoriser role. These could be different people
and if so then the letter will show both names.

Where can I see the holiday position for a worker?
This can be seen on the timesheet for the worker:
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Tane st Erdry

................

The first field show the accrued holiday balance imported from the Access database for that worker.
This includes unclaimed holiday accrued in all years across all of the workers assignments.

The second field show the current holiday situation and is comprised of any leave earned in the
assignment plus the brought forward value from Access.

How do I claim holiday for a worker?

You can enter the holiday to be claimed on the timesheet entry screen:
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ere trmr e

Enter the total holiday to be claimed into the ‘Holiday to be paid with this timesheet (hours) field.

The holiday will then be added to the amount to be paid out for the week and will show on the check
timesheet screen:

Arkadivzz Weskly 28 Feb 2016 0h O 50 | E4022?  E58629
Crstina Weskly 25 Feb 2016 Oh Om 16.00 £ 205.52 £ 25556
Marie Weskly 28-Feb-2016 7h Om 050 | £42488  E4TT.94
Catherine Waskly 28 Feb 2016 0h Om 00 | £ 50155 £ 679.70
Jil Weskly 28-Feb-2016 0h Om 2000 | E£19640 | £27560
Anthes Weskly 28 Feb 2016 Oh Om 1375 | E4EZIE | EE5E.15

How has the workers cumulative holiday balance been brought across from

Access?
All of the leave outstanding in Access for a worker has been added together across all years and all
of the workers assignments.

This single figure has been migrated into the new application and can be seen on the timesheet:

How is holiday paid out at the end of an assignment?

On the timesheet for the worker, when you tick the ‘Last timesheet for this assignment box:
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Day Start End
Monday 13:00 1715
Tuesday HH: KM HH-MM
Wednesday 13:00 1715
Thursday HH: MK HH:MH
Friday HH: MM HH-MM
Saturday HH: KM HH-MH
Sunday HH: MM HH-MM

Timesheet saved successfully

Payroll:

Weekly

Total Hours

04:15

HH:KM 00:00

HH:MK 04:15

HH: KM 00:00

HH: KM 00:00

HH:MK 00:00

HH:MK 00:00

08:30

Last timesheet for this assignment: @ o

Hold timesnce s e

The remaining leave for the assignment is paid out and this can be verified by looking at the entry for
the timesheet on the check timesheet screen. The hours and minutes claimed should show in the

‘Holiday claimed’ column:

Weekly
Assistants

Weekly

28-Feb-2016

28-Feb-2016

28-Feb-2016

0Oh Om 36.50 £478.88 £653.72
2h 24m 6.00 £0517 £04.02
Oh Om 33.00 £ 324.06 £454.74

How do I record sickness for a worker?

Sickness is recorded on the timesheet for the worker for that week. Click on the ‘Mark sickness’ button:
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Timesheet Entry
Job Reference Number: 20160129 Job Title: Temporary
Waorker: Miss Marie E Week Ending: 2016-02-28 |v|
Assignment status: Active
Mark sickness Add extra start/end
Day Start End Start End Total Hours
Monday 08:30 12:30 13:00 16:30 07:30
Tuesday 08:30 12:30 13:00 16:30 07:30
A tick box will be added next to each time period for the week:
Day Start End Start End Total Hours
Monday [ 0830 12:30 [ 13-00 16:30 07-30
Tuesday 1 0530 12:30 1 13-00 16:30 07-30

Where can I find the job reference for a worker?
Using the ‘Worker’ tab option ‘Find/Create worker’ click on the ‘Search for worker’ button:

Find/Create Werkers

Please select a worker to edit using the features below. Temporary workers that you have accessed recey
the screen.

Search for worker

Forename: Surname:

creba|

Date of Birth: Personal Reference:

National Insurance Number: Include leavers:

arch for worker

Select the worker and click on the edit button to access their details:
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Search Results

Person Reference

¢ 10094225

Worker Name

Ms Yvonne Creba

Date of
NI Number Birth
27-Jan-
PX031714C 1088

Leaving
Info

Contacted

The workers assignments will be listed and you can click on the link in the Job Title field in order to
see the details for the selected assignment:

Avngearats

Peromadl vty

e

v
Fanaity sl Dhene sy

Swh et e

Aasaciar,

Lomerg

THE 3008 1omawe € 1 B B me—Y e e

Astggrmes

Workar Assignmants

ary

Fapecwo

Seoe ol ke

PO RN

Iisutery

Waath  Earetage 1h0mey Sekens

Log oat

Next click on the View assignments option and the Job reference can be seen in the header and body

of the screen:

Timesheets

Find/Create Job

+ lemporary

Job Overview

Mandatory
Job Details

Working Hours
Pay
Roles

Screening Checks

Non-mandatory
Required Skills

Workers Clients

Reports

Systern Management

@' emporary

Assignments for this job

Select a worker:

Ms *¥vonne Creba

Job details

Job Reference:
Job Department:
Start Date:
Expected End Date:
Hourly rate

20151733 Tr nporary
University Library
28-0ct-2015
31-Dec-2016

£11.33

Help
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How do I extend an assignment?
Under the worker tab, click on ‘View Assignments’ and change the expected end date ensuring that
you add a comment, your initials, the date and the person who is requesting the extension.

Tystem Managemom Hep Logged in a1 mgdsd History  Log ol

20151733; Temporary

Assignments for this job

Jok Cvernew

Salect n worker:

" N (vorem Crwce : Load Azsigrmuent Outaih Vowm timuihest
Job Detal
Warking Hours
Pay Job details Assignment details
Ntz Job Reference JLEATIZ Temporary Assigmnent Statey Actie
Seomaning Checa S Derm— ST
Start Dote: 2 Cxpecied End Date: 31 Dec. 2016
Expected End Date: 11-Oec- 2008 e
Rocyared Shill Hourty race s Actus End Date:
3 e
ASLQN Worne
on We Sapervesor name! Or Durry Mirgsey
Gerarats Corepandences Comeant (2uts seve|
View Assignments
Find Match

Please note: that when you are updating the expected end date for an existing temp you can
just key the new date into the field and the change will be saved. You do not need to click
on a save button.

You will then need to go to the ‘generate correspondence’ option on the Job tab in order to select
and generate an Assignment Extension letter.
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Clams Heports Syrtemn Memage—unt

Find/Creare Job

Generate Correspondence

Jcb Overview Ceact N mas AT AND 3 et 18TIT MR 1D ju-w g SirsastOerte

stury

Criteria
Jub Details
Seloct worker: Select 3 mmplate:
Wering Houes
Mz Yvorne Creos - ~ Mame Gewe - o |
Fay
Roles [CPemta— ]
Scresming Checks Worker Details ASTgrerT Agreerrent - Externa
Toamp Name: Zam et Awerest - imternel
Nar wdatory Ms Yvonne Crebs Aswgrrmnre Extanwen Latle
Required Skile Assignment Tite: TN AJrerrent (R3¢0
As5ion Warns Termponssy Depan=er: Heocrg Corfmatos | rom
a » Carves X Depart=ert Ard 'ratssoen Boseng Camdranon

0 of Asagrmant (Daytoier)
View Azzgrments v pay

= of Aspgreers (Temporry Worker
Find Masch

Yoy Laseng UCT

How do I make a worker a leaver?
From the worker tab:

Select the ‘Leaving’ option:

Axsignments

Mandatery
Persenal Detals
Contaa pommation

wight to Work

Neosrmandatory
Screaning Cracks
Ewirgancy Contarts
Fepaaliy send Vinennity
skils
Akl

Lewdng

The following screen will then be displayed:
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Leaving Details

Leaving Details Leaver History
Leaving Details Employment on a University Contract Details
Leaving date: * Is the worker going to be employed on a University
contract on leaving UCT?
—Please Select— ¥
Details about University contract of employment (if
Reasons for leaving: * known):

—Please Select— ¥

Is P45 Required 1000 characters remaining.

Mo -

Save End Of Assignments

You can then enter the leaving details then click on the save button.

The worker will then be shown on the list of leavers to be acknowledges on the “Workers Leaving’
menu on the main TES home tab:

Repoiy System Management Log 21 OO History Log out

Overview

Assignments
Ponding Bank Detaits (3) Workers Leavers

Pending Assignments (1) s page combams & ¥t of Wl workers who hares aiced T ey arw feaeng TS wnd fumw yot 10 e procwed e To D04 & Inswer Who his Seen

marked 3 procasaed pleara 3earch foc ham m e wocoar secion

Non Essenthal Checks I

Viorknr Neene Spmmary

Weekers Leaving (5)

Person Heferanca: 30025049

Leaving Date: 21.Fab- 7016

Inteenal position transfer: Yes P
Intecnal position details

Faation m Enginaenng

Achonndedge

Porson Relerance: 30010451
Leaving Dote: 205 26-20 14
Internal position transtar. Mo

Mins AlGa 7 Ackoanieage

One the acknowledge button has been clicked, the worker will be marked as a leaver, the availability
will be updated and the worker will no longer appear during matching or searching unless the box to
include leavers has been clicked.
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How do I arrange for a P45 to be issued?
From the worker tab:

Select the ‘Leaving’ option:

Axsignments

Ferzonal Detals
Contact aamation

wight to Work

mandatory
Sereaning Cvacks
Emargency Contacts
Fepaally sead | Buenaity
skils

Avalabiiny

Lewdng

The following screen will then be displayed:

You can then choose to request that a P45 be issued to the worker by selecting yes from the drop
down list:

Is P45 Required

No A/

—Please Select—-

Yes

Please note: that you can also record details of a transfer on this screen.

What leaving reasons will be available when a worker leaves the service?
The leaving reasons will tie in with the reasons currently used when entering leaver information in
CHRIS. There will therefore only be two options:

» Death; and
> TES Leaver.
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