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1 Stafr

i this set of exercises you will have the
bpportunity to practice each of the
functions involved in setting up and
aintaining your staff.

ADDING STAFF
PERSONAL DETAILS:

11

12

©  PPSN: Sce data sheet for
PPSN number

e NewEntrant: Yes

t Namg

- Of your choice

o Surname:

f your choice

«  Gender: Of your choice

«  Date of Birth: Of your
choice

«  Address 1: Of your choice

©  Address 2; Of your choice

«  Address 3: Dublin 9

«  Home Phone Number: Of

your choice

« Mobile Phone Number: Of
your choice

Bank Account Details:

+  Bank Sort Code: (Search for

sort code)

Bank Account
Number: Of your

choice

. Name on Bank Account:
(Pre populated with staff”
member name)

Pre 1999 Employment Details:

«  School Name: Of your

choice

«  School Address: Of your

choice

«  Year: Of your choice

ployment Status:

*  Qualified Primary Teacher

2 Leave

n this section you will have an
pportunity to review the processes
urrounding the recording of various types
fleave to the system.

21 ADDING A LEAVE RECORD

In this exercise you will be adding a leave

Exercise A) Enter sick leave:
Leave Details:
Start Date: of your choice
End Date: of your choice

Staff Member: select from

drop-down list - see data
sheet for PPSN
Leave Category: Sick Leave
Leave Sub Category:
Certified Illness

Add Certificate:

s per leave start

End Date: as per leave end
date

Exercise B) Enter personal leave:
Leave Details:
Start Date:

 your choice
End Date: of your choice
Staff Member: select from
drop-down list - see data
sheet for PPSN

Leave Category: School
Business

Leave Sub Category: In

Service / In career

Documentary Evidence by Board of

Management
Click “Yes™ to the question.
From add staff column
. Yes

Add Qualifications

«  Qualification: Of your
choice
» Institution: Of your choice

o Level: Of your choice

Year: Of your choice

22  ADDING A CLAIM

taff Leave Search:
Staff Member: use staff

member from leave exercise 2.1a

Select the leave record entered in exercise

R.la

elect “Add Claim to Grid”™

Substitutes: see data sheet

Select one or more substitutes (please
Fefer to your data sheet) from the
dropdown list on the grid for cach day of
the absence and SAVE. Do not send to
the approver at this stage. You will now
b able to view your claim in the Work in
Progress

f the substitute employed has not
previously worked in your school, their
Wetails will not be automatically in the
fdropdown list. To add a substitute to the

gdropdown list, follow instructions below :

% From the “Add Claim” screen you
can select “View Substitutes List™
which will show you current
substitutes.

¢ Select “Addto

and enter the
PPSN of the substitute you wish to
add to your list and select

SEARCH

Click on the radio button to the left
of the substitute PPSN and select
““Add to Substitute List” You will
see a “Success Page” - Click OK
v

% You will be returned to the “View
Substitutes List™ where you will
see the new substitute added

Click on “Return to Claim Grid”

and you can continue with the

claim you had been working on.

lt2s CHANGING A CLAIM

As it turns out the sick leave claim which

you have entered above has been

ncorrect. Pick up the above claim from

our work in progress and add a substitute

t}o‘ one of the timeslots. (Send the claim to
e Approver when change is complete.)





