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(HR & Payroll):
Training Guide

Introduction

Now that Fusion has been live for just over a year, we thought it would be useful to provide

a guide of what's available to managers in Fusion in the HR [ Payroll space. Through your

‘My Team'’ area in Fusion, managers have the ability to carry out the following HR and

Payroll functions:

Please CTRL and click on the section within the Contents index that you would like to visit
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1.0 Absence Records

1.1 Absence Balance

If your staff are utilising Fusion to record annual leave, you can click into this area to check
annual leave balances for your staff within your team.

Log in and click on ‘My Team’ tab then the ‘My, Team’ tile.

Good afteinoon, Test SBM

My Team My Client Groups My Enterp'ise Tools Others

QUICK ACTIONS

O
/ Change Assignment (Transfer)

77

oy % L

Workforce
Compensation

ﬁ’@ Additional Person Info

Show More

Your team appears, remember to click on the blue “Load more items” if the person you
want is not shown immediately or use the Search Person Bar at the top of the screen to
search for part of their name and everyone with that text will appear.

Overview

‘ Search Person D\ Show Filters

View By | Assignment | Sort By ‘ Mame ascending W

Workers o~

Test Staff 1
s
MIS Development Officer.Y-5P-1D014

Test Staff 2

TS
IT Technician.Y-SP-1D007 /

Click into Absence Balance as follows:
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Workers ~

Test Staff 1
TS
MIS Development Officer.¥-SP-1D014

Absence Balance

Add Absance

. Test Staff 2 Additional Assignment Infa

IT Technician.¥-5P-ID007 y
Allocate Chacklists

Once you have accessed the Plan Balances area for the individual you can see the current
leave balance as of the current date, you can change the date to the last day of the leave
year to check all booked leave — Last Calculation Date. Selecting this allows you to include
all taken as well as scheduled leave

Plan Balances

Balance As-of Date | Current date v

Annual Leave Plan 311.671 Hours

e

You can also click into the annual leave plan to see how the balance was calculated, and
check the balance against different dates.
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Plan Annual Leave Plan

“Balance As-of Date | 12/06/24 g

/ Plan Balance 311.61 Hours

Summary o

Amounts in Hours

Plan Term
01/04/24 - 31/03/25

Carryover 37
Accruals 2821
Absences -75
Total Balance 311.61
Details ~

Amounts in Hours

|.°.II
02/05/24 -3
01/04/24 a7
Carryover Remaining balance 29.500 Hours
Plan period end date 31,/03/24
01/04/24 282.11

Annual accrual

1.2 Add Absence

To add an Absence for a staff member please click into the ‘My Team'’ tile as detailed
above, click on the 3 menu dots to the right of the individual’'s name, as shown, and then
click into ‘Add Absence.’

Norkers -
Test Staff 1
TS5
MIS Development Officer.Y-5P-1D014 Absence Balance
Add Absenca
15 Test staff 2 Additional Assignment Info

IT Technician.¥-5P-ID007
Allocste Chacklists

You then have the option to choose:

e Annual Leave e Special Leave (Paid)
e Career Break e Strike Action
e Industrial Injury e Unpaid Leave

e Sick Leave
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In this guide we will take you through adding Sick leave and Special Leave both paid and
unpaid.

Sick Leave

Please Note: from Friday 13 September 2024, please see the new way of adding sickness
entries in Coming Next, Section 11.

Add Abse.[lce Save and Close ‘ ‘ Cancel

Test Staff 1

“Type | Select a value |

Tyre -

Annual Leave

Career Break-Non Teachers

Industrial Injury Leave

Please remember: if a part time staff member works 2 days per week, but is off sick that
whole week, you should be recording the sickness from the first day of sickness until they
return the following week, the day before they return to work, as an example; If someone
works Monday and Tuesday and called in sick Monday morning, and wont be back until the
following week, you should be recording from Monday to the Sunday.

For those with multiple assignment, please ensure you are selecting the correct one, or
select all assignments at the top of the screen before entering the sickness details.

*Type | Sick Leave w |

*Business Title | MIS Development Officer.Y-SP-1D014 |

Then add the first dqy of the sickness on the start date, if you don’'t have a return date, click
the Open-ended button, add the sickness reason and any comments and then press
submit.
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Add Absence

Test Staff 1

“Type ‘ Sick Leave ~ ‘

“Business Title [ MIS Development Officer.Y-SP-ID014 ]

When

\Start Date and Duration

Reason Conditien Start Date

Comments and Attachments

Comment ts

Attachments

Special Leave (Paid) and Unpaid Leave

Follow the above entry steps and select Special leave (Paid) or Unpaid Leave from the
drop-down option and, if it's a single day off, you can select the same date in the to and
from date boxes, add the reason in the text bar and then press the submit button in the top
right-hand corner.

Please remember that if the reason isn't listed in the drop down, select search and type in
the reason.

Please remember to select the correct assignment from the Business Title at the top of the
screen for the paid/unpaid leave.
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Add Absence Save and Close | [ cancer

Test Staff 1

Absence Type Balance O Days

“Start Date and Duration

[a/memryy ] | |
nd Date and Duration

[ darmmy ] | ~]

sence Duration () pays Projected Balance  Calculate

Details

“Reason

[Seect s e

mments and Attachments

Commen ts

Please remember: you can only select half or full days for Special Leave (Paid), but you
have the ability to add Unpaid Leave in hours. Use the Edit Entries button to go in and edit
the number of hours of unpaid leave to be deducted from your team member per day.

1.3 Existing Absences

To view all absences for your staff member, click into the ‘My Team’ areq, access the three
menu dots and select Existing Absences.

_ Test Staff 1
TS
MIS Develepment Officer.¥-SP-ID014 Absence Balance
Add Absence
TS Test staff 2 Additional Assignment Info

IT Technician.Y-5P-IDO0T )
Allocate Checklists.

Change Assignment (Transfer)
Create Survey
Document Recards

Employrmant Info

Ewxisting Absences

Once you are through to the Absence screen you can search for absences by selecting the
date parameter at the top of the screen, search by date or by type or status.
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Existing Absences
Test Staff 1

Absences /

Last 6 months |
Search by type or status Q | Sort By

You can also use this area to access open ended sickness entries as well as close them
down. You can update the record by clicking the little pencil icon on the right-hand side on
the entry you want to update.

Absences + Add
| Last 6 months . |

|Sem'c.'1 by type or status Q | Sort By

Sick Leave: 0 Calendar Days n progress Va

MIS Development Officer.Y-SP-1D014

Special Leave (Paid): 0.5 Days Completed r
03/06/24 - 03/06/.

MIS Development Officer.Y-SP-1D014

Annual Leave: 7.5 Hours Completed Va

IS Development Officer.Y-5P-1D014

Once opened, please remember to untick the open-ended button before you enter the end
date and, once completed, press submit.

Edit Absence e | [ o

Test Staff 1

“Type Sick Leave

“Business Title  MIS Development Officer.¥-SP-1D014

AMhoan
When

“Start Date and Duration

[10/06724 to] [Fullaay _‘

Open ended

*End Date and Duration

/'3‘35‘24 fig ‘ | Full day J

You also have the ability to withdraw the absence by clicking the ‘Delete’ button at the top

right hand of the screen.
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Edit Absence veee | [ o

Test Staff 1

*Type Sick Leave
*Business Title  MIS Development Officer.Y-SP-ID014

AR
When

“Start Date and Duration
| 10/06/24 e ‘ | Full day _‘

[ open ended

*End Date and Duration

| 13/06/24 fig ‘ | Full day J

You can then view the record as withdrawn.

10/06/24 - 13/06/24

MIS Development Officer.¥-SP-1D014

Absences
| Last & months
| Search by type or status 2, Sort By
Sick Leave: 4 Calendar Days Withdrawn
F

Special Leave (Paid): 0.5 Days Completed
03/06/24 - 03/06/24

MIS Development Officer.¥-SP-1D014

Absence Functionality Shut Down

Please Remember: Payroll shuts down certain functionality like sick leave twice per month
while the payment runs are going through, a few days before the 15th and the 28th. The
functionality is usually down for approximately 4 days each time. If sick leave is missing
from your add absence drop down, it's because of the Payroll announcement, which you
can find at the bottom of the Fusion Homepage each time this happens.
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2.0 Document Records

To access Document Records, follow the above instructions into the ‘My Team’ area. Click
onto the three dots menu and select Document Records.

Warkers

Test Staff 1

MIS Development Officer.Y-SP-ID014 Absence Balance /

Add Absance

Test Staff 2
IT Technician.Y-SP-ID007

Additional Assignnnant Info
Allocate Checklists
Change Assignment (Transfer)

Create Survey

Document Records |

Previous document records will appear in this areq, but you also have some search options,
you can search by names, type or number, or by date. To then add a document record,
click on the +Add button on the right-hand side of your screen.

Document Records

Test Staff 1

Daocument Records

Show Filters Excluded Payroll x Expired x

Sort By | Last Updated - Descending

@ Nothing matches your search. Try again.

You can create the following documents in this area:

e Probation Forms e Sickness Forms
o 6 weeks o Advisory Notice Sickness Form
o 20 weeks o Day 1Sickness Absence Update
o 32 weeks o Day 4 Sickness Absence Update
e Career break request o Long Term Sickness Notification
Form
e Carer Register Application o Sickness Absence Controls for
Form Schools
e Leave of Absence o Submission of a Fit Note
e Termination Form o Welcome back to work (Return to
Work)

In this guide we won't go through how to create each of the documents, but we will look at
the , Submission of a Fit Note, Welcome back to Work form, and Termination Form.
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Please Remember: before you can create any sickness forms, you first must create the
absence record and press submit, so you can link the absence to the document you are
creating.

2.1 Submission of a Fit Note

To submit a fit note for a staff member, follow the steps as detailed in 2.0 above, and select
Submission of a Fit note from the drop-down menu.

Document Details

*Document Type

Select a value PP |
Mame Coypie? Categaory Subcategory
LONG 18N SICKNESS MOUMCanen Form nnea EMpoyment
Kingdom
Sickness Absence Contr United Employment
(S5R2) Kingdom
Submission of a Fit Mote United Employment
Kingdom
Termination Form United Employment
Kingdom
Welcome back to Work Form (Returmn to United Employment
Work) Kingdom -

In the Details of Absence drop down, remember to link the correct absence to this
document, you can search for absences if it doesn’'t automatically appear. Add the
predicted fit note return date, add your Absence Update comments, attached the fit note
by clicking into the attachment area and selecting the file or by dragging the file into the
areaq, then press the Submit button in the top right-and corner.
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Document Details

*Document Type Category
[ submission of a Fit Note Employment
Country

United Kingdy

Business Title “Predictgliitness Date (this should be the end date of the fit note)

MIS Development Officer.¥-SP-1D014 21706724 ®

Form to be completed to submit Fit Note

*Absence Update

This should only be completed when absence has been opened.

Fit note submitted for a further mon

Select relevant open absence from the list below.

Please attach fit note

*Details of Absence

Staff 1, Test - - E999270 - 10/06/2024 - 13/06/2024 - Sick Lea —|

Attachments
AT P
2 Drag files here or click to add ~ <=
Fit Note for Test Staff 1.docx (12.74 KB) &, By Test Manager on 14/06/24 08:41

2.2 Welcome back to Work Form (Return to Work)

To create a Welcome back to Work form, access the ‘My Team’ areq, click into Document
Records via the three dot menu next to the relevant member of staff, and select the
Welcome back to Work Form (Return to Work) from the drop-down menu that appears

from clicking the +Add button.

Document Details

“Document Type

Select a value

>
Mame Categaory Subcategory .
LONgG 1€ SICKNESS NOIMCanon Form Empoyment
Sickness Absence Control for Schools Employment
(S5R2) Kingdom
Submis=ion of a Fit Note United Employment
Kingdom
Termination F United Employment
Kingdom
Welcome back to Work Form (Return to United Employment
Work) Kingdom -
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In the Details of Absence drop down, remember to link the correct absence to this

document, you can search for absences if it doesn’t automatically appear. Complete all

fields where there is a mandatory *. If you have a signed document, attach it to the form as

detailed above in 2.1, then press Submit.

Document Details

*Document Type

‘ Welcome back to Work Form (Return to Work)

Business Title
MIS Development Officer.Y-SP-1D014

Form to be completed to conduct Return to Work

Please ensure an absence has been opened / closed when
completing this form.

You should follow the Managing Attendance at Work policy.
Select relevant absence from the list below.

“Details of Absence

[ Statt1, Test - ~£995270 - 10/06/2024 - 13/06/2024 - Sick Les - | ==

“Brief discussion held at return to work interview (refer to para. 9 of
policy)

See attached  <m——

“Was an Action Plan devised?

w ]

Attachments

Category
Employment
Country

United Kingdom

If yes, please give brief details:

| -

“Has a stress risk assessment been carried out? To be done for all
stress iliness

| N/A r
|
-—

If yes, please forward to your HR Business Partner

*Has an absence trigger been identified?

[1o

If yes, complete the Short Term Advisory Notice form on Document
Records

*I certify that | have spoken to the above employee on their return
to work P -

[i= -

“1 will ensure the employee is notified of this form

[res S e—

-
‘ Drag files here or click to add

Return to Work for Test Staff 1.docx (12.75KB) &,

By Test Manager on 14/06/24 09:58

2.3 Termination Form (Leavers)

This is to replace the VOG4 form.

To create a Termination form, access the ‘My Team’ areq, click into Document Records via
the three dot menu next to the relevant member of staff, and select Termination Form from

the drop-down menu that appears from clicking the +Add button.
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Document Details

*Document Type

Select a value

Mame

LONG |8MM ICKNESS MOlTCaNen Form

Sickness Absence Control for Scho United

(2SR2) Kingdom

Submission of a Fi United
Kingdom

Termination Form United
Kingdom

Welcome back to Work Form (Return to United

Work) Kingdom

Categaory Subcategory
CMpIoyment

Employment

Employment

Employment

Employment

4

all fields are completed as required.

Docamert Deans

“Document Type

‘Termination Form v

Business Title
LSA,South Point Primary-L2.5PPS-LSA2

Form only to be completed to terminate assignments /
employment with the Council

Please check the correct position is being terminated prior to
completion

Will the employee leave the Council fully / not retain a role?

| 4=

If no, please give details of other roles to be retained.

Please note the following:

1) Separate termination form should be done for each role

2) This should not be used for internal staff movement /
interdepartmental moves

3) Late notification may incur a £50 admin fee and require special
payment form

4) Holiday adjustments can only be made if employee is leaving the
authority

uploading the document from a pathway.
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The fields are the same questions you are asked on a VOG4 form, remembering to ensure

Category
Employment

Country
United Kingdem

REDUNDARNCY - Length of Notice Required from Employer:

| |

REDUNDARNCY - Statutory Redundancy Amount (£):

REDUNDARNCY - Discretionary Redundancy Amount (£):

The next section relates to employees leaving the authority only.

Hours Owed/Overtaken to be calculated from final pay (clarify
either option):

Are there any Professional/Training fees to be recovered (eg
CIPD/CIPFA):

If yes, PROFESSIONAL/ TRAINING FEES - Amount (£):

If yes, PROFESSIONAL/ TRAINING FEES - Details:

Please ensure the following:

You can add a copy of the resignation letter here if you wish, by dragging in the file or




- © - 3) lerminate access 10 BUIAINgs, L1 >YSTems ana t-mail
dd/mm/yy e

Attachments

&< Drag files here or click to add attachment -

Once all fields are completed, click the Submit button at the top of the page to submit the

form.

Please Remember: Termination forms need to be created for those leaving the

organisation as well as those transferring from one role to another internally.
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3.0 Checking Employment Information

To enable you to view employment information for your team, you have a few options, you
can either click on the blue name this will take you into the Employment Info screen, where
you can see the current information at today’s date, or you can select the three dots menu
and select Employment Info.

Overview

| Search Person ': ’\ Show Filters

View By | Assignment | 50rtBy|Nameascenc'1g v |

Workers /
T5 —

Test Staff 1.4

WIS Development Officer.Y-5P-1D014 Absence Balance
Add Absence

Test Staff 2 Additional Assignment Info

IT Technician.Y-5P-ID00T .
Allocate Checklists
Change Assignment (Transfer)

Craate Survey

Document Records

o —

If the person has more than one assignment with you, this will come up at the top of the
Employment Info page for you to select the assignment you want. Click on the down arrow
and select the appropriate positior

Employment Info

Multiple Assignment

Business Title

Breakfast Club Senior Supervisor-South Point Primary.SPP5-51 ~

Breakfast Club Senior Supervisor-South Point Primary SPPS-SBCS; E1000838-3; VOG Council; Employee; South Point Primary School

Relief South Point Primary SPPS-RELIEF; E1000838-2; VOG Council; Employee; South Point Primary School

Assignment

You can then view assignment information.
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Assignment

Legal Employer
VOG Coundil

Business Linit
VOG Corporate BU

Job
Staff

Business Title

Departrment
ICT and Data Support

Grade Ladder
Single Status Pay Scale

Grade

Step
25

Include in grade step progression
Yes

Lescation
Civic Offfice

Position
MIS Development Officer.Y-5P-1D014

e

Assignment Status
Active Assignmemnt

Assignment Category
Full Time - Permanent

Full Time or Part Time

Permanent or Temporary

Primary Assignment
Yes

Hire Date

Working Hours
3T Weekly

Derived Standard Working Hours
3T Weekly

Person Mumber

Person Type
Employee

People Group

1D

Worker kngagement Details

Uniformed grade

Standard Working Hours Owerride
Role Identifier

Weeks Worked

Employes Category
APTC

Contract Type
Salaried Staff

Contract End Date

Ceiling Step

You have the options to look further into Contract Info, Additional Assignment Info and

details of the Manager.
Contract Info
Additional Assignment Info

Managers

Test Manager

MIS Manager-Schools & Education.Y-SP-1D002
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You also have the ability to double check any previous changes or future changes that
may affect the change you wish to make at the bottom of the page. Click on the arrows to
open the segment. If any future actions are scheduled, you need to check Future Actions to
see what is happening in the future, you also need to check Employment history if you are
making a change which is earlier than today’s date.

Seniority Dates >
Employment History —
Future Actions T

In this instance, under the Employment History segment, there is a change of hours on

01.05.24. If you click on the blyef Assignment Change you can see the details — see below

Employment History

Assignment Change Start Date 01/05/24

Change of hours Breakfast Club Senior Supervisor-South Point Primary.5PPS-5BCS

Last Updated Date 15/05/24
Last Updated By Sarah.Jeanes

Assignment Change Start Date 08/04/24

Last Updated By Sarah.Jeanes Breakfast Club Senior Supervisor-South Point Primary.SPP5-5BCS
Last Updated Date 15/05/24

Temporary Assignment Start Date 08/04/24

Last Updated By Paula.Yeaoman Breakfast Club Senior Supervisor-South Point Primary.5PPS-5BCS
Last Updated Date 05/04/24

On the details of change page, you can see what was changed including before and after.
If you want to make a change after 01.05.24 this is fine, but if you wanted to make a change
before 01.05.24 you will need to change the record at the date you want, then again at
01.05.24.
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Summary of Changes on 01/05/24 \ /

What Changed After Before
Reason Code Change of hours

Working Hours 10 625
Full-time equivalent 0.226496 0.14156

Change in Hours / Weeks Form

| confirm employee information has been checked prior to co... Yes

New Hours (* For school cleaners, this is normal hours) 10

Reason for change need of senvice

Does this increase the FTE established for this position? No

Is this change in hours due to Flexible Retirement? No

Uniquekey 240515025129

Directorate Leaming and Skills - Schools*

Also check the future changes.

Future Actions

Assignment Change Start Date 01/06/24
Change of hours Breakfast Club Senior Supervisor-South Point Primary.SPPS-SBCS
Last Updated By Sarah.Jeanes Last Updated Date 15/05/24

The example above shows another change of hours on 01.06.24. The blue writing will show
you the detail of that change. If your new change is happening before 01.06.24 and
overriding the change already stated, you will need to also make your change on 01.06.24.

If you do not check the changes already there, and make a backdated change, the system
will revert to the change already there when it comes to 01.06.24.

Page 21 0of 79




4.0 Change Assignment (Transfer)

Please Remember: most Change Assignment (Transfer) tasks will require delegated
powers before amending the information on Fusion. Please attach signed delegated
powers to the change assignment request you are creating if relevant in the comments
section at the end of the flow.

Again, you have a few different ways to access this functionality. You can either access the
Actions button while you are checking the Employment Info record as follows: /

Employment Info

Assignment
Legal Employer Primary Assignment
VOG Coundil Yes

Business Unit Hire Date
VOG Corporate BU 23/03/20

Job Working Hours
Staff 37 Weekly

Or you can click into the three dots in the ‘My Team’ area and select Change assignment
(Transfer)

5

4

Workers

Test Staff 1
IS Development Officer.¥-SP-ID014 Abzence Balance

Add Abzence
Test Staff 2

IT Technician.Y-SP-1D00T

Additiznal Assignment Info

Allocate Checklists

Change Assignment (Transfer)

41 Change in hours

When you are ready to make the change, Click into Change Assignment (Transfer) using
one of the above methods and follow the instructions below.

Complete the first section When and Why, selecting the appropriate date, then Transfer
and Manager Request from the drop-down arrows. Click continue.

@ \when and Why
N
\Nhen does the transfer start?

*Why are you transferring Test LSA1?

‘01[05:’24 iy | | Manager Request v

“What's the way to transfer?

‘Tlansfel ~ |

BT
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To change someone’s working hours in Section 2 change the hours to the new hours, also
update the Assignment Category field if required. Full Time (FT) is 37 hours for 52 weeks for

support staff and 32.5hrs for Teaching staff. Otherwise, it is Part time and either permanent
or temporary.

rErun Type AEsIgIIEIL waEyu y

| Employee | \| Part Time - Permanent ~ |
*Business Unit Working Hours

|VOG Corporate BU v | [ 24] | Weekly v |
Primary Assignment Derived Standard Working Hours

Yes 37 Weekly

Position Weeks Worked

| LSA South Point Primary-L2.5PPS-LSA2 v |

Click on the Continue button once the hours have been changed to move to the next
section.

In Section 3, click on the drop-down arrow to see the lists of forms available, for example,
select Change in Hours [ Weeks Form and click the Add button on the right-hand side.

S

© Additional Assignment Info

Info Group | Acting Up Form v

ACtiﬂg U p Acting Up Form A

Accelarated Increment Form

Extension of Contract Form -~
Change to Permanent Form There's nothing here so far.
Change in Hours / Weeks Form

Matching / Transfer (Outside Recruitment) Form

Redenl

nt form (Trial / placement)

Re-grading Form

Complete the new fields that appear.
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IO BIOUR | LIENGE 1N FOUTS / WEEKS ronm ¥

Change in Hours / Weeks Form

BN
Form only to be completed to amend current hours / weeks Does this increase the FTE established for this position?

S o T

I confirm employee information has been checked prior to
\(ompleling this form Is this change in hours due to Flexible Retirement?

‘ Yes B | ‘ No . V
New Hours (* For school cleaners, this is normal hours) If yes, agreed End Date by Committee?
25 | ‘ dd/mm/yy Iy ‘
New Recess Hours (* School cleaners only) If yes, Date of Committee?
| ‘ dd/mm/yy e ‘

New Weeks Any other changes (e.g. contract extension) must be submitted on
‘ | relevant forms

\ Reason for change Directorate Directorate
‘ employee wishes to reduce hours | [Learning and Skills - Schools* ] W K

P
<«

Please remember - it is important to always give us a reason and to always select the
relevant Directorate. If the increase does increase the FTE for the established post it will
need to go through delegated powers- and potentially a recruitment exercise.

Click the green Continue button.

Section 4 - Line Manager this should be you. Click Continue. If the line manager does need
to be amended, please email the Fusion mailbox

Section 5 is Salary; you will note a change in salary happens with the change in hours. You
do not need to worry about this, payroll will check it. So simply click Continue.

Section 6 is Comments and Attachments, you can attach/add something here if you wish,
or just click on Submit at the top right of the page. If the change is temporary, please add
the reason and end date in the comments for us to include in the letter to the staff

member.

Please remember: There is a formal process to follow for flexible working requests. Please
contact your HR Business Parter to discuss.
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4.2 Change of job

Check Employment Information, as shown is section 3.0, to ensure the details are correct

before amending.

When you are ready to make the change, access Change Assignment (Transfers) by using
one of the above methods and follow the instructions below.

Complete the first section When and Why, selecting the appropriate date, then Transfer
and Matching/Transfer (outside recruitment) from the drop-down options. Click the
Continue button.

© Whenand Why

“When does the transfer start? “Why are you transferring Test LSA2?
16/05/24 E‘g | | Matching / Transfer (Outside Recruitment) v

“What's the way to transfer?

|Transfer v |

BTN

Section 2 — now you need to select the new position. The trick here is to start typing, type
the post name, i.e. LSA, Business Support Officer, Social Care Officer, etc then the relevant
details will appear, select the correct one from the list ensuring it's the correct post
reference.
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(2 ] Change Assignment (Transfer)

* Assignment Status Location
Active Assignment J | Civic Offica W |
Person Type Assignment Category
| Employee _| | Full Time - Permanent _|
*Business Unit Working Hours
|v0:3 Corporate BU W | | 3;f| |wE»ek|y W |
Primary Assignment Derived Standard Working Hours
Yes 37 Weekly
sition Weeks Worked
LSA v |
MName Code Job Mame Department Mame -
6th Former LSA-Llantwit Major High School LMHS-SIXFORM  LMHS- Staff Llantwit Major High School ~
SIXFORM
Apprentice LSA - Llantwit Major High Schocl LMHS-LSAA LMHS-LSAA Staff Llantwit Major High School
Apprentice LSA-Cadoxion Primary School CP3-APPREN CPE-APPREN Staff Cadaxton Primary School :l

When you select the post, the box below comes up, always take the ticks out of Permanent
or Temporary and Full time. This means the assignment will remain whatever it currently is.
Click the Yes button.

Apply Selected Position Changes

W Grade Grade 6.
| Step 14
D Permanent or Temporary Fermanent

Full Time or Part Time

D Full Time or Part Time Full time

You will note the system knows the LSA level 4 post is on Grade 6 and the person is going to

be started at step 14 which is the first point on the scale. If the hours are going to be
different, please change these and click Continue.
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Person Type Assignment Category

| Employee ‘ Part Time - Permanent ~ |
*Business Unit \Working Hours

|VOG Corporate BU v | | 18.75 | ‘ Weekly v |
Primary Assignment Derived Standard Working Hours

Yes 37 Weekly

Pasition Weeks Worked

!SA South Point Primary-L4.5PPS-LSA4 I v | | ‘
Job Employee Category
Staff | APTC v |
Grade Ladder Contract Type
| Single Status Pay Scale v | School Support Staff 39 weeks v |
Grade Contract End Date
| Grade 6. v | dd/mm/yy iy ‘

Ceiling Step

| Include in grade step progression | ‘
Step School Cleaner Normal Hours

14 v | ‘
Department School Cleaner Recess Hours
South Point Primary School | ‘
Reporting Establishment

Select avalue v |

;

On Section 3, click on the drop-down arrow and select Matching/Transfer (Outside
recruitment) form, this replaces the VOG39 Internal Transfer form and then click the +Add
button.

© ~dditional Assignment Info

Info Group | Acting Up Form ~

ACUI’\Q U p Acting Up Form ~

Accelarated Increment Form

Extension of Contract Form
Change to Permanent Form There's nothing here so far.
Change in Hours / Weeks Form

Matching / Transfer (Outside Recruitment) Form

Redepl nt form (Trial / Il placement)

Re-grading Form

Allowances

RNV PNy v e

Complete the form as you would have done on a VOG39. Completing these fields helps us
with doing a etter for the staff member. Remember to always select the directorate at the
bottom.
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Form only to completed for staff matching /changing position If temporary, end date in position

outside recruitment
| dd/mm/yy i)

| confirm employee information has been checked prior to Days / Shifts per week
~y completing this form | 5
Yes

Hours per week:

~ Purpose of Form | 325
Change to position outside recruitment (Transfer) v ‘

Weeks per year

~ Current Team

|39

South Point Primary |

Working Pattern
~\Curr’ent Position Name and Position Reference: |

LSA level 2 |

Cost Centre / Detail Code

~ Is this role still on the establishment? |
Yes - to remain on establishment v ‘

Grade

~ Proposed Team | 5

South Point Primary |

Spinal Column point (SCP)

AR

=l Proposed Position Name and Position Reference | 14
LSA Level 4 |
SCP Full Time Salary Value
-~ Reason for change |
Promotion |
Please confirm if any stored allowances need to be set up / ceased
-] Start Date in Position

| No
XB‘US‘.?‘I |

| confirm that | have considered the implications of this change

~ Employment Status: | Yes
Permanent - ‘

Directorate Directorate

N\

[leaming and Skills - Schools* ]

Click OK at the top of the form when done and continue to move to the next section.

Section 4 — Line Manager this should be you. Click Continue. If not, please email the Fusion
mailbox

Section 5 is Salary; you will note a change in salary happens with the change in grade. You
do not need to worry about this, payroll will check it. Click Continue.

Section 6 is comments and attachments, you can attach/add something here if you wish,
or just click on Submit at the top of the page. If the change is temporary, please add the

reason and end date in the comments for us to include in the letter to the staff member.

The page will close once it is submitted. It will then go to the next level for approval,
normally this will be payroll.

Please Remember: if you are dealing with a transfer to another service area. You will need
to check with the new Team which post you need to put them in. Pop them in this post
without changing anything else and submit. Then ask the new Team to make any changes
to grade/hours/allowances and Submit.
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4.3 Extension of Temporary Contract

Check Employment Information, as shown is section 3.0, to ensure details are correct
before the change.

When you are ready to make the change, access Change Assignment (Transfers) by using
one of the above methods and follow the instructions below.

Complete the Ist section When and Why, selecting the appropriate date, then Transfer and
Manager request from the drop-don options. Click the Continue button.

© When and Why

\{When does the transfer start? “Why are you transferring Test LSA1?

01/05/24 - ‘ ‘ Manager Request v

“What's the way to transfer?

‘ Transfer v ‘

==

Section 2

If you are extending a temporary contract, delegated powers is likely to be required. Just
find the contract end date field and enter the new end date, this one has been extended to
31.12.24 click on continue.

v 1 = AASSI e

7 Aragrement Stabus Lacation

T L L] Dok O

Frmaon Type Aszignment Caiegory

* Bassreets: Lnit Wamking Molsrs

ata ALI —

Frivnay Adsgnment Dleiieed] SLaland Wearkihg Howss

17 Wookly

Fooimeo Weaks Worked

diosty Employes Canegory

------

ot e Ll CRitrct Ty

Grscie Contract End Dato

-’—
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Select Extension of Contract Form and the +Add button on the right-hand side.

@ Additional Assignment Info

Info Group | Acting Up Form /
. Acting Up Form
Acting Up +oadd | A
Accelarated Increment Form

Extension of Contract Form

Change to Permanent Form There's nothing here so far.
Change in Hours / Weeks Form

Matching / Transfer (Outside Recruitment) Form

Redeployment form (Trial / Successful placement)

Re-grading Form

Allowances
RN W PR ey o e

Complete the form as appropriate.

° Additional Assignrment Info

Indo Group | Extersion of Conbract Farm

Extension of Contract Form

“ Lancel

Farm anly 1o b comphitid 1o éxtend cuifent contract Faaion bor exlenidisn
\M exlension of {ourne /
firm employes nformation hae been checked price &0
eaimplativeg this form | bave considered inplications of the person gaining mose than 2
- yars sevice
Yas

s /

ml conditions remaining the same a3 the previcusly agreed

canliace? This will now ba submétted o Mead of Service for approval
\_‘
Any other changes (g hours change] must be subsnitted on
Current End Date rebevant forems
/0724 £
[Hrectonate T —
Ered Dt |
DHrectorabe of Place
LA Tt ] %

Click OK at the top of the form when done and continue to move to the next section.

Section 4 - Line Manager this should be you. Click Continue. If not, please email the Fusion
mailbox

Section 5 is Salary; you will note a change in salary happens with the change in grade. You
do not need to worry about this, payroll will check it. Click Continue.
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Section 6 is comments and attachments, you can attach/add something here if you wish,
or just click on Submit at the top of the page.

The page will close once it is submitted. It will then go to the next level for approval,
normally this will be payroll.

4.4 Making someone Permanent

Check Employment Information, as shown is section 3.0, to ensure details are correct
before the change.

Once you've obtained delegated powers sign off and following recruitment, access
Change Assignment (Transfers) by using one of the above methods and follow the
instructions below.

Complete the Ist section When and Why, selecting the appropriate date, then Transfer and
Manager request from the drop-down options. Click Continue.

© When and Why
\"When does the transfer start? “Why are you transferring Test LSA1?
[o1/05/24 t| [ Manager Request =
*What's the way to transfer?
‘Transfer v ‘
Section 2

If you are making someone permanent after temporary. Remove the Contract end date.
Also change the assignment category to Part Time (or Full time if 37 hours support or
32.5hrs Teacher) Permanent.
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(2] Change Assignment (Transfer)

" Agsignenent Status
Ackive Assnment

Perscn Type
Employee

* Business Unit

VOG5 Corporate BL

Primary Assigrniment
Ve

Poriithaim
Flanne«5-PT-DO02E
lab

Siadt

Grade Lackder

Single Siatus Pay Scale

Grade
Grade B

“ lInclude in grade fep progression

Sep

3E

Click Continue.

Lesation

Docks Oifics

Addignment Categary

Fulll Timee - Permanent

Warking Hours

L

Derfeed Standard ¥orking Hours

3T Weekly

Welelcs Wiorlkoesd

Employes Category
APTC

Contract Typs

Sculmried Stafl

Contract End Diarte

Ay

Ceiling Step

5S¢ haood Cheaanar Mosmal Hours

i

In Section 3, click on the drop-down arrow and select Change to Permanent Form (for

making permanent) and click the +Add button.

@ Additional Assignment Info

Info Group | Acting Up Form

ACU ﬂg U F: Acting Up Form

Accelaraled Increment Form
Extension of Contract Form
Change to Permanent Form
Change in Hours / Weeks Form

Matching / Transfer (Outside Recruitment) Form

Redeployment form (Trial / Successful placement)

Re-grading Form

Allowances

There's nothing here so far.

+ Add A

AN Ndmimdmrm T Tam e

Complete the form as appropriate.
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@ Additional Assignment Info

Info Group | Change to Permamnent Farm
Change to Permanent Form
\ Form only to De comphted 1o amend COMIaCT STANS 10 Permansent Reason for changs
Made permanent
| cenfirm amployes information has been checked prior 1o
campleting this form Any other changes (e.g. howrs change) must be submitted on
relevant forms
Yes
N ~
* —
Start Date for change to permanent Directorate Dwecioraty

o1/07/24 Y Directorate of Place

Click OK at the top of the form when done and continue to move to the next section.

Section 4 - Line Manager this should be you. Click Continue. If not, please email the Fusion
mailbox

Section 5 is Salary; you will note a change in salary happens with the change in grade. You
do not need to worry about this, payroll will check it. Click Continue.

Section 6 is comments and attachments, you can attach/add something here if you wish,
or just click on Submit at the top of the page. If the change is temporary, please add the
reason and end date in the comments for us to include in the letter to the staff member.

The page will close once it is submitted. It will then go to the next level for approval,
normally this will be payroll.

Page 33 of 79

-’—



4.5 Withdraw a Change Assignment Transfer

If you have submitted a change by mistake, there is still time to withdraw this before it is

approved.
Go into Employment Information for the person you submitted the change on.

Click on Actions and Change Assignment (transfer) you will see this screen.

Change Assignment (Transfer)

Test LSA1

A\ Approval in progress. See how it's going <=

Click on the blue writing to see how it's going.

It will show you the approval waiting, you can either scroll down to the bottom of the screen
under Approvers to show detail to see where this is sitting (it will usually be payroll). Or if

you need to withdraw it click on the withdraw button in the top left corner.

Change Assignment (Transfer)
Test LSAT

Transfer

Test LSA1
Person Number 1000889
Reason Manager Request
Effective 01/05/24

Transfer Details

Current Propesed
Working Hours  32.5 Weekly 25 Weekly
Head Count 0
Change in Hours / Yes
Weeks Form (I confirm
employee information
has been checked prior
to completing this form -
create)
Change in Hours 25

Weeks Form (New
Hours (* For school
cleaners, this is normal
hours) - create)
Change in Hours / employee wishes fo reduce
Weeks Form (Reason hours
for change - create)
Change in Hours No
Weeks Form (Does this
increase the FTE
established for this
position? - create)

The screen will go back to My team once it is withdrawn. To check, you can now go back
into employment Information, select Actions and Change Assignment (transfer) and see
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there is no longer something waiting. The form will be available again to either Submit the
correct change or Cancel if no change is required.

Page 35 of
79




5.0 Allowances

Again, you have a few different ways to access this functionality. You can either access the
Actions button while you are checking the Employment Info record as follows: /

Employment Info
Test Staff 1

Assignment
Legal Employer Primary Assignment
VOG Coundil Yes

Hire Date
23/03/20

Working Hours
Staff 37 Weekly

Or you can click into the three dots in the ‘My Team’ area and select Individual
Compensation.

Workers J
Test Staff 1 s
TS N
MIS Development Officer.Y-SP-1D014 Abzence Balance
Add Abzence
15 Test Staff 2 Additional Assignment nfo

T Technician,Y-SP-1D00T X
Allocate Checklists.

Change Assignment (Transfer)
Create Sumvey
Diocument Records
Emglayment Info
\ Existing Absences

* Individual Compensation

View Compensation History

5.1 Individual Compensation

Check Employment Information, as shown is section 3.0, to ensure details are correct
before the change.

When you are ready to make the change, access Individual Compensation by using one of
the above methods and follow the instructions below.

Individual Compensation can be awarded by managers to staff for the following reasons:

¢ Awarding additional leave balances — Update balance
e First Aid allowances

e Fire Warden allowances

e Honararia’s

e Market Supplements

e Mental Health allowances
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e Protection allowances

e SEN allowances

Select the date in Section 1 — this should be either the date you want to start an allowance,
or the last day the person should receive the allowance if you are ending one. Click the

Continue button to move to the next section.

SAZ
e =

© when

“When does this award start?

/

‘01[05;’24

fe

(2) Additional Compensation

(3) Comments and Attachments

Click on Show Prior Compensation in blue if you want to see any historical information on

allowances. Click +Add to add a new allowance.

© ~dditional Compensation

Show Prior Compensation

~

, There's nothing here so far.

You can also view compensation history by clicking the 3 dots in ‘My Team’ and accessing

View Compensation History.
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Workers ~

Test Staff 1

TS
MIS Development Officer.Y-SP-1D014 Abzznce Balance

Add Abzence
Test Staff 2

IT Technician.Y-SP-ID0O0T

Additional Assignment nfo
Allocate Checklists

Change Assignment (Transfer)
Create Sumvey

Document Records
Emglayment Info

Exsting Absences

\ Indiwidual Comgansation

* View Compensation History

Click on the drop-down arrow under Plan and select the allowance you require. In this case
we dre going to select First Aid. You will note there is one called First Aid — this will pay
based on £300 x FTE.

@ Additional Cornpensation

Fiee 'Warden

Fire Warden Superaser

First Aid

N ana

Honcrarnia JE

In this example | am going to select First Aid. Once you select Plan, go to the next Option
drop-down box and there will only be one item there for you to select i.e First Aid. This then
opens the details. The Start date is populated on the date you entered in Section 1.

If the allowance is ongoing, you can leave the tick in the Ongoing box. If it is a temporary
allowance, such as First Aid which is only valid for 3 years, you need to take the tick out of
the box.
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o Additional Compensation

“Opuen -

“Ssant Date

0007 24 o
Fr

+ Ongeing

Parg Walua

This then gives you the end date box.

Arnount

Calzulated FTE

Asiigrmant

Cancel

Enter the end date (no longer than 3 years). With First Aid you do not need to enter an

amount as this is set council wide. For some allowances you will need to enter the amount

and this should always be the full-time annual amount, the system will pay a pro rata

amount to Part Time (PT) staff. Click the OK button at the top right of the screen. Then click

Continue.
@ ~dditional Compensation
“Flar
*Dptice
*Start Date Fros /
0T 24
Caloulated FTE
Enad Diate
Yoot Annignrment
Pay Valus

In Section 3 you can add any comments. Then click on Submit at the top right of the screen.

The screen will close once this is submitted.
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5.2 End of allowance

Check Employment information, as shown is section 3.0.

When you are ready to make the change, access Individual Compensation by using one of
the above methods and follow the instructions below.

Enter the date you want to end the allowance.

P e

© when

*“When does this award start?

‘ 31/08/24 lig |

Click on continue.

© ~dditional Compensation

4+ Add

Fire Warden GBP | Recurring

Fire Warden
01/07/23 - Ongoing
v

Any current allowances will show in Section 2. Click on the pencil picture to edif it.

Show Prior Compensation

Take the tick out of the box which says end date ongoing, the end date box will then
appear. Enter your end date (the last day for payment of the allowance). Click OK
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© Additional Compensation

Plan
Fire Warden

tion
Fir: rden

“Start Date Amount

01/07/23 e |

Calculated FTE
End Date

| 31/08/24 e |\:| OITM Assignment

Pay Value

Show Prior Compensation

o | e |

You will now see a summary of the information, double check your end date is there. Click

on continue.

© ~dditional Compensation

GBP | Recurring

Fire Warden
Fire Warden /

01/07/23 - 31/08/24

Show Prior Compensation

+ Add

Add any comments or attachments you wish.

© Comments and Attachments

Comments

Comments

Fire Warden role has been relinguished

Attachments

ﬁi Drag files here or click to add attachment ~

Click on submit at the top left of the page.
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Page will close when it has been submitted.

5.3 Amending a previously submitted allowance

Check Employment information, as shown is section 3.0.

When you are ready to make the change, access Individual Compensation by using one of
the above methods and follow the instructions below.

Enter today’s date in section 1 and click Continue

© \When

“When does this award start?

‘28/08,’24

o]

/

You will see the allowance in section 2

@ ~dditional Compensation

Fire Warden
Fire Warden
01/07/23 - 31/08/24

Show Prior Compensation

GBP | Recurring

Click on the pencil to edit the qlloquLe./

You can then make any changes you wish to
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© ~dditional Compensation

o |
‘r

Plan
Fire Warden

Option
Fire Warden

“Start Date Amount

‘ 01/07/23 iy ‘

Calculated FTE

“End Date

‘ 30/09/24 ) ‘ [J ongoing Assignment

Pay Value

Show Prier Compensation

| am going to change the end date to 30.09.24. Click on OK once done.

© ~dditional Compensation

4+ Add
’
Fire Warden GBP | Recurring
Fire Warden
01/07/23 -30/09/24
v

Show Prior Compensation

Check the information if you are happy click on Continue.

Add any comments or attachments you wish. Remember to include notes on reason and

end dates for temporary allowances being paid to enable us to include these in the letter

to the staff member.
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© Comments and Attachments

m‘ Comments

Employee is going to keep doing the duties for a further month

Attachments

A'd
k_/‘ Drag files here or click to add attachment

Click on submit at the top left of the page. Page will close when it has been submitted.

Please Remember: Always use the full time annual value for any amounts for allowances,
the system will pro rate the value by FTE and pay in 1/12ths.

First Aid must always have an end date of not greater than 3 years. If you submit without
this end date it will be rejected by payroll.
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7.0 WORK SCHEDULE ASSIGNMENT

If staff are using Fusion to book annual leave, its important to have a working pattern in the
system, so it knows how many hours to take each day.

The access the work schedule area access the My Team tile and click onto the 3 dots

Then click on Work Schedule Assignment and follow the instructions below:

Workers \
Test Staff 1 e

15
MIS Development Officer.Y-5P-ID014 Abssnce Balance
Add Abzence
TS Test Staff 2 Additional Assignment Info

IT Technidan¥-SP-1D007

Allocate Checklists

Change Assignment (Transfer)
Creste Survey

Dracument Records
Emgloyment Info

Exsting Azsences

Individual Compensation

igw Compensation History

Work Schedule Assignment

71 Adding a new working pattern

Please Remember: There is a formal process to follow for flexible working requests. Please
contact your HR Business Parter to discuss.

To add a new working pattern click on the little + button half way down the screen

Schedule Assignment @

Test Staff 1999270

ons. THvalah\zPang Review | [ save

Assignment Number E999270
Department ICT and Dsta Support

Effective from  Effective to
StartDate  EndDate Name Effec Effes Category Primary

Type Name. StartDate  EndDate Availability

It will then add a blank row
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4 Scredules

Vieww Fomatw & X ViewCalendar

-
=AY o heme Elecivefom ECel>  Cuggor,  primary

et [aammny ] | -

Start typing in the weekly contract hours into the Name box and all relevant working
patterns will appear, select the correct working pattern

Vieww Formatv o X View Calendar

Start @7
Date End Date hlame‘/

[190624 | [aammpy | [37
37 MG Tuf WO Tha Fé "
\" 37 MT.25 Tul W7 .25 Th7.25 F7.25
4 Eyceptions @ 37 ME Tud Wa ThE F5
View v Formatw o 37 ME.5 Tul 5 WE The F&
Type pl 37 MBS Tud We Tha 5 F4
Mo data to display. 37 ME Tu7.5 W75 Th7.5 F&.5
37 MT.4 TuT.4 W7.4 ThT.4 F7.4
37 MB.25 Tul.25 W0 The. 25 FB.25
37 ME.25 TuB.25 Wa 25 ThE 25 F4 .

Then add the Start Date, select the pattern as Primary

X‘ Fomaly X View Calendar /
Effective from  Effective to
Start Date End Date Name Date Date

Category  Primary

GOYB 16058

[ovoans | [rerosse | 370725 e wnzs mazs ras

If the contract is full time 37 hours, then you will have to add an Exception by clicking the +
button{

4 371725 TUB WT 25 Th7.25 F7.25: Exceptions @
View vy Fomaty 4 X

Type Name. StartDate  End Date Availability

e o s || =]

Then select Calendar event Category from the Type drop down menu and Public Holidays
from the Name
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View Format = 3 X

Type Name

Calendar event category Public holiday

Please Remember: you do not have to add Exceptions for part time workers as they are
allocated additional bank holiday hours on Fusion

Once you have added the working pattern (and exceptions, if required) click Review at the

top right hand side of the screen

Please Remember: If the working pattern you're looking for is not in the system, please
email Idelaney@valeofglamorgan.gov.uk and the working pattern will be created for you.
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7.2 Amending a working pattern

To amend a working pattern, follow the above instructions to access the Work Schedule
Assignment area. You should then see the following screen, showing the current working
pattern:

Schedule Assignment @

Test Staff 1999270

Assignment Number 929270 Job Staff
Department ICT and Data Support

aty % X | View Calendar

Effective from  Effective to
StartDate  End Date Name s e

Category  Primary

ovvres ] (o] [srvnzs s wizs mizs s sz woes

437 M7.25 Tu8 W7.25 Th7 25 F7.25: Exceptions @
Viewv Formatv 4 ¥

Type Name. StartDate  End Date Availability

You will have to close the current working pattern the day before you start the new pattern

Vieww Formatw < X

Start Date End Date Name

00424 | 1606724 |,

37 M7.25 TuB W7.25 Th7.25 FT.25

Select Primary drop down as No

Effective from Effective to .
Date Date Category Primary

03/04/23 18/05/48

Vieww Formatw* & X | View Calendar

Start Date End Date Name

37 M7.25 TuB W7.25 Th7.25 FT.25

00424 | 1606724 |,

You can then add the start date, start typing in the weekly contract hours, select the correct
pattern
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View v Formal v

Start Date‘/m /

dd/mmdvy ITM ~

37 ME Tud WO Tho F4

01/04/202: | | 16/06/202+ | /
I7 METu3 W3 ThE FS '

Click Yes in the Primary drop down menu

Effective from Effective to

Date Date Category
03/04/23 28/09/48
03/04/23 18/05/48

Please Remember: Working patterns should always start from a Monday and the end date
should always be on the Sunday.
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8.0 TIMESHEETS / TIMECARDS

To access the Timecard area click into My Team and then Team Time Cards

Please Remember: These are general instructions; mangers should refer to the timecard
training for detailed instructions specific to your areas.

Good afternoon, Test Manager

Me My Team Procurement My Enterprise Tools Others
QUICK ACTIONS

[y Change Assignment (Transfer)

(D & i

i Additional Person Info
- Team Time Cards

Employee Summary

7y Employment info %

) Document Records

4searen Smeaseacn
----------- ——
Person Name Time Card Period Status Besubmission Additiona! ToiolHows  RecOrded  ADsence SUbmssion  gicopton View Summary  Delete
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8.1 Searching for an existing Timecard

To search for a timecard entry, please click into the timecard area following the instructions
above and either search for the person using their name or person number. Also
remember to amend the date parameter to access the timecards you are searching for.

——
** Person Mame | Test / | *From Date | 01/06/24 Y |
&~
** Person Mumber | | *To Date | 2B/0E/24 [ig
** Group Mame | w | ** Status | w |
Process Request ID | l1| ** Exception | w |

You can also search for your team timecards by date and status

*From Date | 01/06/24 fis

“To Date | 28/06/24 t

—_
|

** Status : /
)

** Exception

Enterad
Zaved
Submitted
E| E Rejected
Approved
In error

Incomplets

You can always check the status of timecards in the Status areq, but to click back into the
timecard you can either click in the row and select Edit and Approve or you can just click
into the blue date field

Actions » View » + £ X F EF & Detach | Generate || Submit || Edit and Approve || Appruve|

Person Name Time Card Period Status

Staff1. Test 24/06/24 - 30/06/24 Appraved

Staff2. Test 17/06/24 - 23/06/24 D Submitted
Status
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Entered and Saved Timecard is just sitting there, are will require submission
Submitted Timecard has been submitted and is awaiting approval
Rejected Timecard has been rejected

Approved Timecard has been approved and has been paid or is with Payroll to be paid

HESUDMISSION AJQImonal Hecoraea ADSENcCe sUDmission

Time Card Period Status Status Statuses Total Hours Hours Hours Date Exception View Sugihary Delete
24/08/24 - 30/06/24 Approved = 700 7.00 0.00 28/06/724 L) x
17/06/24 - 23/06/24 @ Submitted = 2.00 2.00 0.00 28/06/24 Li:) x

Please Remember: If you just want to check the timecard without making any changes the
safest way to do this is by clicking on the glasses icon (as detailed above), which will take
you to the review screen without the need to enter the timecard area. if you go into a
timecard but dont want to make any changes please click Cancel, if you click save or next,
the timecard will revert to that status and will require re-submitting and re-approval

8.2 Adding a new Timecard

To add a new Timecard, click into the timecard area as detail above and the click on the
little + sign half way down the screen

** Person Mame | | *From Date | 28/06/24 I_L-‘g. |
** Person Mumber | | *To Date | 28/06/24 ™ |
** Group Mame | ' | ** Status | w |
Process Request ID | Q| ** Exception | w |

bctions » Vieww 4 # M F [ & Detach | Generate || Submit || Edit and Approve || .ﬁ.pprmre|

Person Name

Mo data to display.

Columns Hidden 3
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Add the persons name Surname, First-name when it appears click the name to select and
select the relevant date

Create Time Card

* Person Mame

e

Siafft, Test BT ES99270 Active Assign menjg

More...
Fi |June vl 2uz¢|a|v| 3

UM MON TUE WED THU FRI
&l
T

14

21

o

Your timecard area will then appear for you to start working through

Actons v Vieww Fomalw B X 7 ¢ 4 AddRowSclow|v [ Frecz i Detach o Wiop @
Days

NTRE Measure  Attibutes
Start stop. Quantity Start Stop Quantity Start stop Quantity Start stop Quantity Start stop Quantity Start Stop Quantity Start stop Quantity

et Ly Time T DETAIL pnitor fdditional Monday, June 24 Tuesday, June 25 Wednesday, June 26 Thursday, June 27 Friday, June 28 Saturday, June 29 Sunday, June 30

N | S N I S N N N | N I
N ) S S A N | I N I
N ) S S A N | I N I
N ) S S A N | I N I
N ) S I | I N N

. - = - e
[ ] 11 ] -]
[ ] 11 ] -]

@ n e N A
B B 8 8 8

Daily Totals

Select the relevant assignment number for the timesheet you are creating, add your Payroll
Time Type: a full explanation of the Payroll types and when to use them can be found on
iDev, under Oracle Fusion, Managing Timesheets — Time Reference Codes

Please remember: if your staff member has multiple assignments, ensure you are
selecting the correct one for your timecard entry.

For all overtime over and above contracted hours, please use Time Type JE. Start typing
Time into the box and it will appear for you to select.
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The Cost Centre and Detail code will automatically default to your areq, the only time you
need to amend this if the time is being costed to another areq, again, just start typing in the
code and they will appear for you to select

*Assignment  Payroll Time  COST
 Number Type CENTRE DETAIL

1 | 999270 | Time T',':J | 842227 J M
2 | || || || |
3 L 90~~~
s | || || || |
5 I I I b )

Depending on the time type you are using, you should either then enter the Start and Stop

times or quantity into the days of the week where you worked. For Time Type JE entries, you
have to use the Start and Stop times against the days of the week using a 24 hour clock
format

For example if you are using Time Type JE as the time type, please use the start and stop
times based on a 24 hour clock format

08am 08:00
Ipm 13:00
10pm 22:00

Please also be aware that the system doesn’t like midnight so please use 11:59 and then
start again the next day at 00:01

The system is then clever enough to work out the rates of pay for you

If however, as an example, you are using Standby Rates 1, 2 or 3, then adding a quantity
instead of start and stop time is fine, as the Standby rates are pre set, so wont be
determined by the times of the day or the days of the week. Please add quantity as follows:

Y% hour 0.25
% hour 0.50
Page 54 of

79




% hour 0.75

! Monday, June 24 Tuesday, June 25 ‘Wednesday, June 26 Thursday, June 27 Friday, June 2§ Saturday, June 29 ‘Sunday, June 30

Start Stop Guantity Start Stop GQuantity Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop GQuantity Start Stop Quantity

oo [0 ] I I /[ J J J /[ J J J J J | o0 ][0 | [0 ] [mo ][ \

Once you are happy with the submission click Next at the top right hand side of the screen

to take you t:)th}eview screen

Save | | Save and Close | | Cancel

You can then check the review screen to see how its allocated the rates of pay as detailed

below
Actions » Vieww» Formatie 5 Freeze im' Detach
Payroll Time COsT *Assignment Unit of *Additional
Type CENTRE DETAIL Number Measure  Attributes Monday,
Start Stop
1 Time and Plain ] 542227 32008 E999270 Hours v |
2 Time and Quarks 842227 32008 E999270 Hours £
3 Time and Half JE 542227 32008 E99%270 Hours v |
Daily Totals

If you are happy click Submit for it to go to approval

If you would like to approve them at the same time, you can follow the instructions at the
top of the screen, search for the Timecard you have just entered and then approve in this
areaq, by click onto the row you WGWe and then clicking Approve

Person Name Time Card Period status

Sta, Test / 24/06/24 - 30/06/24 © Submitted

Stafi2, Test 17/06/24 - 23/06/24 © Submitted

Resubmission Additional Recorded Absence Submission
Status Total Hours Hours Hours Date

7.00 7.00 0.00 28/06724

200 200 0.00 28/06724

Please Remember: If you click Save or Save and Close, the timecard will just sit in that areq,
it is only submitted for approval once you click Next and then Submit
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8.3 Editing an existing Timecard

If you have to amend a timecard that has been submitted, follow steps in 7.1 and search for
the relevant timecard.

Once you have identified the correct timecard, you can either click into the blue date field
or click into the relevant row and select Edit and Approve

Actions w Vieww 4 S M F [ & Detach | Generate || Submit || Edit and Approve || Apprwe|

Person Name Time Card Period Status
Staff1. Test 24/06/24 - 30/06/24 Appraved
Stafi2, Test 17/06/24 - 23/06/24 @ Submitted

Once you have re-entered the timecard area, make the necessary changes

R ] . - -
Assignment  Payroll Time COST DETAIL Unit of Additional

Number Type CENTRE Measure  Attributes Manday, .June 17 Tuesday, June 18
Start Stop Guantity Start Stop Quantity
610048 v | |TimeTyp v | | ~] | ] Hours m [omoo | [io00 ] | [oso0 | [1000 || |
] Hours:2.00 Hours:1.00

You can also add another row by clicking into + Add Row Below
Time Entry  Time Totals

Reported Hou 00

Actions » Vieww Formaie B X F  # 4 AddRowBelow | v Er Freeze im: Detach wrap (B

Add Row Above

You can then add the information required in the 2" row as detailed below

Acfions v Vieww Formatwy E X F 4 4 AddRowBelow|v [ Freeze & Detach - Wi @
e e 08 oo WO S ane S P——
Start stop Quantity Start Stop Quantity Start Stop Quantity
1 |E813043J |T|'|‘ﬂeT‘,':J | J | J Hours m  [2s0 |[u400 || N | [1400 | [1600 || |
2 [es10048 ~ | [TimeTym | | <] | Hours @ [oeoo |[1o0 || | [o200 | [1200 ]| | | | || |
Daily Totals Hours:5.50 Hours:7.50 Hours:2.00

4

Once you are happy Click Next

Save | | Save and Close
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Then click submit, once submitted you will have to follow the above instructions at the end
of the adding a new timecard area and re-approve

Please Remember: if someone is working the full day, the system wont automatically take
off the lunch break, you should therefore add the morning on one row and the afternoon on
a 2" row
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9.0 TEAM ABSENCE REPORT

With the introduction of Fusion, Managers can now run absences reports on behalf of their
Team. To access the Team Absence Report area click into My Team and then Team Time
Cards

My Team Procurement My Enterprise Tools Others
QUICK ACTIONS

:".%2"' Change Assignment (Transfer)

| iy % i
(Vg Additional Person Info

- € Team Time Cards

|®| Employes Summary

;”:‘2* Employment info %

{m> Document Record
=) ument Records -

Show More

The following screen will open where you can specify your parameters. You can then either
access a report for your whole Team or by an individual, once you have set the parameters
you require, sglect Apply

eam Absence Report

* Start Date of Period 01-04-2024 'y * End Date of Period | 30-08-2024 fis Person Number All v

Position All v Absence Type All ¥ Reason All | Apply
Cutput /

The information will then appear on the screen for you to view

Output % = @ @0

Directorate | Service Team FirstName | Last Name Employee Number Assignment | Primary Flag Position Type Sickness | StartDate |EndDate | Days Isthe Fit Note |Fit Note- | Long Long Term | Welcome [ Advisory i
Number Reason Absent |absence |- te Term | Sickness |Backto | TriggerHit | Noti
relatedto | Predicted |Notified | Sickness | Heeting | Work Stage of
an Fitness Notificat | Stage Conducte
accident? | Date d

ion
Conduct.
ed

Leamngand | Steteny, 1CT and Data Test User 599270 53270 Y [ Sick Leave, Chest osjos/2024 | omj0sj20zd |4
Sl Support Develzpment Prblems

Leamingand
Sells™

10T and Date 3 Ussr =0 E=0 v WIS Spacil Leave | Bereavement | 15/04/2028 | 15/04/202%
Stpport Development | (Faic}

You can also download the reports by selecting the drop down on the right-hand side of
the screen, and then selecting the format you would like.

Page 58 of
79

-




3 = pBive—f 8

cor 8 HTML \dvisory
kto _ Yotice

gk [d] Excel "xsx) stage of
durre il

Once the report has downloaded you can access it through Downloads

Downloads Py Q - P

. Team Absence Report_Outputxdsx
Dpen file <

Or by accessing Downloads in your folder space

" = | Downloads

« v P ‘ » ThisPC » Downloads v O Search Downloads
Mame Date modified - Type
s+ Quick access
Desktop - Today (2)
- Downloads - £3] Team Absence Report_Output Microsoft Excel Worksh...
: 2761604 Text D t

Documents » D ext Documen

[&] Pictures » ~ Yesterday (5)
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10.0 APPROVALS

There are a various activities within Fusion that will require manager approval, such as
annual leave, special leave, timesheets and expenses.

You will be informed when approvals are required via an automatic email generated from
Fusion.

When you log into Fusion you can access the approvals in two different ways.

By clicking on the bell icon on the top right-hand side of your screen
N & P g8

You can then either approve from here, or if you would like to view the information further,
click into the blue writing

Maotifications Shaw Al

® :CTION REQUIRED 3 minutes ago

14 minutes ago

18 minutes ago

When you click into the blue writing to view the approval request, you can then approve at
the top right-hand side of the screen

Approval of Annual Leave Absence Request for Test User from 2024-08-19 to 2024-08-21 Actions v | Apprave || Reject |

Absence Request Approval

Test User
From 19/08/24 to 21/08/24

Total Duration 22.5 Hours
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You can also view the approvals assigned to you at the bottom of your screen, in the
‘Things to Finish’ area

23 minutes ago b4 35 minutes ago b 3& minutes ago b4
A esimned fmy hde ACTION REQUIRED ACTION REQUIRED ACTION REQUIRED
Expense Repart Approval of Payroll Approval of Annual
3 Approva Time Entries for Test Leave Absence
VOG_00009348 User from 2024-07-29 Request for Test User
far Test User (158.00... to 2024-08-04 from 2024-08-12 to...
O Test User Test Usar Test User

The same principle applies, you can approve by clicking the approve button, or you can
view the details of the request by clicking into the blue writing and then selecting approve
or reject,

10.1 Expenses Approvals

As a manager you are accepting responsibility for the claim to be paid. Therefore, you
must check the details on the request before approving it.

You will get a and email and a notification as below to advise you that an expense has
come through but there is not enough within this to approve it. You need to review the
expense report and each item on there, including attachments to approve. This includes
making sure that the claims is for expenses that can be claimed such has not claiming
mileage to home etc and that they have not claimed it previously.
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Motifications Shaver Al

ACTION REQUIRED 54 minutes ago
Expense Repori Approval VOG_000093485252 for Test User (158,00 GBF

ct Uear

ACTION REQUIRED 1 hour ago

Test Usar
ACTION REQUIRED 1 hour ago

The expenses will also show at the bottom of the home page as shown below

ACTION RIQUIRLID

13

Again there is an approve and reject under here but you need to open up the expense
report. To do this you need to click where it says expense report either in the bell
notification or in the link at the bottom of your home page.

This will open up a summary
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Expense Report Approval VOG_000033686867 for - “(266...  ViewExpense Report | Actions

Expense Approval
266.10 gBP
b

Expense Items

19/10/22 Exam Fees 22200
19/10/22 Mileage - Casual (Non Taxable) 2205
20/10/22 Mileage - Casual (Non Taxable) 2205

To view the report and attachment click view expense report

All expense items will for approval with then open in a new window

Date - Type = Amoun
2001 w22 Milsage - Casual (Mon Taxabls) 22.0¢

Exam Foas 222.00
1010 Mileage - Casual (Non Taxable) 22.04

To view them each you can click on the date next to them. This shows you what the
member of staff has entered.
Dabe 18710622

Template VOO Tempiate

Typé  Exam Fees

Amourd 22200 GBP

Humbser of Days

Dally Amoumn 222 00 GBP
Reimbursabls Amound 222 00 GAF
* Description First Aid at Work Cerlificale from St John's Ambulance Cymre

On the right hand of the screen you can then look at any attachments by clicking on the

download button
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&‘ Drag Mes hare of ook b0 a0d attachimant W

At the top of the report then you can click on the arrow if there was more than one entry to

move to the next i

Exam Fees 1810422

Once this is complete then select done.

This will take you back to the front of the expense report and you can select done in the top
right of the screen

You then need to re-open the bell notification and click on the expense report to take you
back to the summary page

Expense Report Approval VOG_000033686867 for - “(266...  ViewExpense Report

Expense Approval
266.10 gBP
R

Expense ltems

19/10/22 Exam Fees 22200
19/10/22 Mileage - Casual (Non Taxable) 2205
20/10/22 Mileage - Casual (Non Taxable) 22.05

If everything is ok at this stage you can approve. You have the option to add a comment
attachment if you want.

The action drop down gives you further options:
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|_ Redquest Information I

Dl
Heawwign
Roide Task

Al Comiments
A Astachrment
Aukc] Airung

Wiew Appirovals

Request further information for example a receipt was missing

Re-assign — This will be need to be used in the claim is for £500 or more or is more than 3
months old. In these case the expense report will need to be approved by an OM or above.
If not the claim will get rejected by audit which may cause a delay to someone receiving
their expenses.

You would then need to enter the name of the person you are re-assigning this to and add
a comment in the reasons as to why. Once the OM or above approves this then the claim
will be passed to audit for final approval.

You can add comments if you have spoken to someone about it so that the record is
retained or you can add an attachment.

If you reject you have to add a comment as to why.

You cannot view previous approvals for a user but the member of staff will be able to view
them within the Me section of Fusion then Expenses

If they then click in the search on the top right:

The search then appears. If the click on date and change it to on or before and add
today’s date Then click search below:

Date Operator i Search | Expt

Date | On or before v‘ 14/08/24 e
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This will bring up their previous claims they have made via Fusion.

Any pending expense reports will also show for the member of staff on the expenses home
page and will show the status of the report such as pending approval etc

10.1 Timesheet/Timecard Approvals

Timecard Approval — How it works for Employees and Managers
New Timecard

Employee — Enters the timecard information, clicks next to check the data, paying special
attention to the bottom part of the screen which shows the rates to be paid, then clicks
Submit. The timecard will show on the summary screen as ‘Submitted’

Managers — The manager for each post that the timecard relates to will receive a
notification on the Bell, if the employee has three assignments but only entered data
against two assignments only the two managers will receive a notification.

Manager 1 — When you click on the notification on the Bell, it will only show the hours on the
timecard that relate to the assignment you are responsible for, check and approve/reject,
the notification will then disappear from the Bell. You are only approving your hours and
the timecard will not be paid until all managers have approved their times.

Employee — for the employee the timecard will still show as ‘Submitted’ as it is not fully
approved

Manager 2 — When you click on the notification on the Bell, it will only show the hours on the
timecard that relate to the assignment you are responsible for, check and approve/reject,
the notification will then disappear from the Bell. You are only approving your hours and
the timecard will not be paid until all managers have approved their times.

Employee — for the employee the timecard will now show as ‘Approved’ as both managers
have approved the hours the timecard is complete and ready for payment

Manager 3 — will not receive any notifications as there are no hours that relate to the
assignment that they are responsible for.
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Amended Timecard

Employee — goes back into an ‘Approved’ timecard amends the hours for only assignment
1, clicks next for the timecard to be refreshed, then check the data paying special attention
to the bottom part of the screen which shows the rates to be paid, then clicks Submit. The
timecard will now show on the summary screen as ‘Submitted’

Managers — The manager for each post that the timecard relates to will again receive a
notification on the Bell, if the employee has three assignments but only entered data
against two assignments only the two managers will receive a notification.

Manager 1 — When you click on the notification on the Bell, it will only show the NEW hours on
the timecard that relate to the assignment you are responsible for, check and
approve/reject, the notification will then disappear from the Bell. You are only approving
your hours and the timecard will not be paid until all managers have approved their times.

Employee — for the employee the timecard will still show as ‘Submitted’ as it is not fully
approved

Manager 2 — Even though the timecard relating to this assignment has NOT been changed
a notification will again appear on the Bell, it will only show the hours on the timecard that
relate to the assignment you are responsible for, re-check and approve/reject, the
timecard will not be paid twice but must be approved for the whole timecards to be paid.
You are only approving your hours and the timecard will not be paid until all managers
have approved their times. The notification will then disappear from the Bell

Employee — for the employee the timecard will now show as ‘Approved’ as both managers
have approved the hours the timecard is complete and ready for payment

Manager 3 — will not receive any notifications as there are no hours that relate to the
assignment that they are responsible for.
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10.3 Delegating approvals to another Manager

If you receive the approval email, but it needs to be delegated to another manager, access
the bell icon as detailed above and follow the instructions below

O w B &

Select into the approval you need to re-assign by clicking into the blue hyperlink

Motifications Show Al

® ACTION REQUIRED 3 minutss 390

14 minutes ago

18 minutes ago

It will then take you into the review screen, click the action button at the top right and side
of the screen and select re-assign

Approval of Annual Leave Absence Request for Test User from 2024-08-19 to 2024-08-21 Actions v | Apprave || Reject |

Absence Request Approval

Test User
From 19/08/24 to 21/08/24

Total Duration 22.5 Hours

Click on Reassign

|A1:ii|:-n5. -| | Approve || Reject |

Request Information
Delegats
Reaszsign

Route Tas
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Populate the name field with the appropriate manager, click on their name when it

appears
. © Error: Invalid value: leanne delan.
Reassign
alid value: leanne delan.
« Hame | zanne delan | 7*
Comme Leanne Delaney Leanne.Delaney Idelaney@valeciplamongan govuk

Maore...

Add any comments and press submit.

/
e

10.4 Setting Vacation Rules

As a nominated Approver within the Oracle Fusion system, requests will be routed to you for
approval.

If you are not going to be available for a period of time, you should create a Vacation Rule
to assign another employee to manage your approvals.

Your approval and reminder notifications will be automatically redirected for the time
period specified.

Please Remember: Itis important that you select ‘Delegate to’ when setting up the vacation rule, as

this ensures the user has the correct permission to approve the request
Navigation

To set a Vacation Rule please access the bell icon and follow the steps as detailed below:

/

-
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Click on show more

Motifications

ACTION REQUIRED 54 minutes ago
Ewpense Report Approval VOG_000093485252 for Test User (158,00 GBF

ACTION REQUIRED 1 hour ago
Test sz

Click on the Worklist Button at the top right hand side of the screen

When the window opens click on your name and then select Preferences

5 https://fa-erlf-dev5-saasfaprod1.fa.ocs.oraclecloud.com/integration/worklistapp/faces/home. jspx

ORACLE BPM Worklist \

; Actions w @ B | Q, | - | M= & My Group | | Assigned ~ | | Last 7 Days ~ | @
Views + 7/ = !
Status ] Title Number Creator Ass
nhox |: Expense Report Approval WOG_000083485252 for Test User (158.00 GBF) 3357050 Test User
My Tasks (3) |: Appraval of Payroll Time Entrizs for Tast m 2024 4-03-04 3357045 Test Uszer o
|: Approval of Annual Leave Absence Reguest for Test User from 2024-08-19 to 2024-D8-21 3357030 Teste o
Initisted Tasks
My Staff Tasks

Administrative Tasks

=] A%
= A
User Details
Home
Reporis

Preferences
=

Help L3
Logout

Once the screen opens, click on the ‘Enable Vacation Rule’, add the start and end dates

and then use the little search icon to find the person you want to delegate to an
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DRACLE BPM Worklist i} Test Manager »

m Certificates | Notification | Accessibility |
# Rules 4 Vacation Period : testmanager Revert
3+ \facation Paniod (Disabled)

My Rules Remove yourself from automatic task assignment by enabling a vacation date range.

Optionally, more specific vacation rules can be created under "My Rules”.
Enable vacation period

Start Date

End Date

() Reassign to:

9
(O Delegate to: ':{\

Searching

for Users to Transfer Notifications to It is imperative that you select the correct user to
transfer you requests to. This field requires the User ID to be entered and this is not always
obvious, and there is the risk of selecting the wrong user where several users have similar
names. It is advisable to use the search button as this will allow you to search First and last

name as well as email address.

First Name

Last Name ‘ ‘

Email ID ‘ ‘

‘ Search ‘ ‘ Reset ‘

Once you vacation rule is set, you should receive a message that your rule was saved

successfully
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@l Test Manager »

m Certificates I Notification | Accessibility |
Vacation Period : test.manager Revert

Remove yourself from automatic task assignment by enabling a vacation date range.

Optionally, more specific wacation rules can be created under "My Rules".

© Information ®
Enable vacation period Fule is saved successfully
Start Date | 05/08/24 10:55 fie | ¥ \
End Date | 12008124 10:55 i@ |
() Reaszign to Q,

@ Del=gate

zanne.delaney | Q,

Please Remember: Once your rule is set up it can be enabled again, all you have to do is
change the dates

General Information
When to use a Vacation Rule

A Vacation rule will automatically forward any approval requests that are sent to you on to
another person who can action them for you.

Although they are called Vacation rules, they can be used for any period that you are
unable to access the system to deal with notifications. This could be a short as few hours if
you have critical approvals coming through the system.

Who to delegate to

The person you choose to transfer your requests to is important. You need to choose
someone who is at a similar level or higher in the organization. You also need to choose
someone who is going to be available to respond in a timely manner and understands how
to respond to the requests.

You should discuss your intention with them before the rule is activated, to ensure they are
willing and able to act on your behalf.

Delegation: This forwards a request on to someone else to approve, but they are acting on
your behalf and will use your approval rights to perform the action. They are effectively
acting for you, and you retain responsibility for the approval.
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Procurement requests for approval need to be Delegated, to ensure the approval remains
in the charge account structure of the original request.

11.0 Coming Next

Sickness Journey'’s - We are introducing a new way of updating sickness absences on
behalf of staff, making it easier to remember the next steps in the absence journey

Navigate to My Team

Select Add absence

< Sick Leave

Start This Journe Y

Tasks in this journey

e Record Absence Required v

d Close Open-ended Absence

Click on start this journey

< Sick Leave

Tasks completed 0of3

Tasks | need to do

e Record Absence Required LT

Click on the down arrow in Record absence, select Go to application task
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e Record Absence Required

IMPORTANT NOTE for Part Time workers.

sickness entitlements are set up as 5 working days for all staff Mon-Fri, if you are entering sickness absence for someone who works less than 5 days a week you should also include their non-
working days in the absence period to ensure the correct sickness entitlement is used.

Go to application task
Is employee going on an open-ended sickness?

‘ i ‘

Required

Done ‘ Not Applicable ‘ More Actions ¥ ‘

Contact Info
ga:ra;gl;Jeanes
sjeanes@valeofglamorgan.gov.uk
Add the absence and submit

Click on the back button in absence

Answer the question and click done

IMPORTANT NOTE for Part Time workers.

Sickness entitlements are set up as 5 working days for all staff Mon-Fri, if you are entering sickness absence for someone who works less than 5 days a week you should also include their non-
working days in the absence period to ensure the correct sickness entitlement is used.

Go to application task

Is employee going on an open-ended sickness?

No

Yes

m | NotApplicable | | More Actions

Contact Info
hS‘ara;: Jeanes
sjeanes@valeofglamorgan gov.uk
if no, this task is now complete and you will see the next task come up

Return to work, (you also have a notification on your bell to complete this task). click on the

down arrow, click on Go to application task
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@ Retrurn to Work Required

Please upload the Return to Work document for the employee.

Go to application task

Done Not Applicable ‘ More Actions ¥

Contact Info

This takes you to document records, click on the Add button
Find the Welcome back to work form and select

Add Document

PY

Document Details

“Document Type

welc ~
A

Name Country Category Subcategory

Welcome back to Work Form (Return to Work)  United Kingdom  Employment

Complete the sections, including selecting the absence applicable and submit

Click on the back arrow

Document Records

| Search by type. name, or numbe  Q | Show Filters Excluded Payroll X Expired X
Sort B
Document Type Last Updated Date
Welcome back to Work Form (Return to Work) 21/08/24

This returns you to the journey page and click on done
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v B Ll e b

Please upload the Return to Work document for the employee.

Go to application task

ﬂ Not Applicable More Actiorns ¥

The journey now shows 2 of 2 tasks completed

Actions ¥

Tasks completed 20f2

Tasks | need to do
Record Absence equired ins
° Completed on 21/08/24 Required

Retrurn to Work
h Required -
° Completed on 21/08/24 equire

If it is an open ended absence and you say Yes to that question and then done. It creates a
new task to close the open-ended absence (a number of managers are forgetting to do
this)

Actions ¥

Tasks completed 1of3
Tasks | need to do — !

Record Absence
Required -
° Completed on 21/08/24 equire

° Close Open-ended Absence Required LEL

You will also find these tasks assigned to you on your bell. When you are ready to close the
absence, go to your bell, click on the task and access the task, this will take you to the close

open-ended absence task

Click on to go the application
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Edit the sickness absence to add the end date, submit

Click on the back arrow. You now have a question is the employee going to return to work
from sickness, select yes and done

< My Tasks

Close Open-ended Absence

e Close Open-ended Absence Sick |

Go to application task
Is employee going to return to work from the sickness?

‘ M ‘

Required

m ‘ Not Applicable

‘ More Actions ¥ ‘

It will then take you to the welcome back to work form as above.

Your Bell will also show you tasks assigned to you which need to be completed. You can
either click on the writing to go to the task, or if you have completed the task click on

Dismiss

Notifications Show Al
FYl 7 days ago
Task Close Open-ended Absence assigned to you for GRENGEENS- c« Leave journey

‘ Dismiss ‘
FYl 7 days ago
Task Close Open-ended Absence assigned to you for GRENEINNRENED Sk Lzave journey

‘ Dismiss ‘

You can also look at your outstanding tasks under the Journeys tile on My Teams
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And click on My Tasks at the bottom of the page

=% My Tasks
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1220 Coming Soon

Redwood - the introduction if Redwood in Sep [/ Oct this year, may make parts of Fusion
look slightly different, this functionality is being introduced to allow greater flexibility within
the system.

Birthday to Birthday annual leave — we are looking to introduce a birthday-to-birthday
annual leave solution in the coming months, to allow everyone to use Fusion to book
annual leave

Line manager dashboards — Line manager dashboard will be available, with information on
starters, leavers, sickness, turnover and equality data for your teams
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