IMPERIAL COLLEGE LONDON		ICIS HRMS

GUIDANCE NOTES – MANAGER SELF SERVICE


Delegated Authority – Maintain Line Manager

Log into IC Manager Self Service in one of the following ways:

	If you do not use ICIS already:
	Existing ICIS users:

	1. You should use the link (https://icisremote.ad.ic.ac.uk/dana-na/auth/url_1/welcome.cgi).  Use your College network username and password to login.
	1. You should use the standard ICIS link (http://icis.imperial.ac.uk/) and your College network username and password to login.  IC Manager Self Service has been added to your ICIS account so you will be able to find it in your ICIS navigator as an extra responsibility when you log in.




Expand your delegated authority responsibility.  N.B. this will take the format IC HR RE – Delegated MSS. The highlighted digits determine which area of records you have been given access to. For example,  RE would give you access to update records for those that sit within the RE Primary HR Organisation.

To update line manager data expand your Delegated MSS responsibility, and select Maintain Line Managers. 

[image: ]

You will be prompted to decide whether you want to change the current effective date. If you’re correcting information, select Yes and enter the date that the change should have been applied to. If you’re inputting new data in anticipation of a change happening in the future select Yes and input the future date. If the change can be applied from today’s date, select No. 
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To find the record you need to update you can search by the name or CID number of the individual. If searching by their name use the format SURNAME% or if by their full name SURNAME%FIRSTNAME, e.g. PATEL%PRIYA
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Enter your search terms and then hit enter or the Find button. 

The current line manager details held for that individual will be displayed in the yellow fields at the bottom of the box. 
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In the Supervisor section, delete out the current line manager’s name. Search for the new line manager by clicking on the 3 dots symbol at the end of the Name field;
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[bookmark: _GoBack]A search box will appear and you can enter the details of the new line manager you wish to assign. You must search by Name to find the new line manager in the format SURNAME%FIRSTNAME. 
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Click the find button to bring up a list of matching results and select the correct entry;
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You will be prompted whether you want to save the change as an Update or Correction. Always select Update as we want to keep a record of all previous data. 
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The worker number field will automatically populate with the new line manager’s CID number. However you will need to manually enter the CID number again in to the currently empty Assignment Number field;
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You can either copy and paste the number in and hit save, or use the 3 dots icon at the end of the field to bring up the search box again. 
You can then search by the CID number to bring up the correct entry;
[image: ]

To save and submit your changes, click on the yellow disk icon on the grey tool bar at the top of the ICIS window;
[image: ]

Last Updated: May 2017 Bridget Butler
5

image3.png
% Find Person

Fuiiane R =
NI Number

‘Search by number
11/ Employee -]
Number

Effective Dates




image4.png
© Assignment(Patel, Dr Priya)

(L2072 TIIMS - Business School

|5 Manager.337357.No

{11/ SK Business School

s
[

Supenisor

Worker Number

Assignment Number

Effective Dates

{11, 118.NOV-2016 T [ [




image5.png
Supenisor

Name iss Laura]
Worker Number [155369

Assignment Number





image6.png
Supenvisors

Enter a partial value to limit the list, % to see all values.
|

Warning: Entering % o see all values may take a very long time. Entefing criteria that can

be used o reduce the list may be significantly faster.

2 Buttersei
‘Supenisor Name Employee Number Contingent





image7.png
{7 sutler, Miss Bridget Saran%

Supervsoriiame Emplojes Numzer _ Cotingent





image8.png
[ e R —

Correct existing information





image9.png
Supenisor

Name [Butler, Miss

Worker Number [JEEE

Assignment Number





image10.png
ntNumbers

Supenisor Assignment Number | Supenvisor Name





image11.png
Eile Edit View Fojizr Tools Window Help

© Assignment(Pat




image1.png
| = [ ic 1R Ms - Delegated M)

2| Maintain Line Managers & PRDPs
(Folder View)

2| Maintain Line Managers
2| Maintain PRDPs

2| submit report requests
| View report requests





image2.png
rurtons I
. ————————

Search by number
11| Employee [© Decision
Hamese Your current effective date is 09-MAY-2017. Do you want to
change it?





