IMPERIAL COLLEGE LONDON		ICIS HRMS

GUIDANCE NOTES – MANAGER SELF SERVICE


Future Dated Changes

If future dated changes exist against an individual’s record, it will have an impact on the 3 actions that you can carry out through “Maintain Line Manager”


Future Dated Changes: Assign New Manager

When assigning a new manager to an individual with a future dated change, you will be made aware that a future change exists on the Maintain Line Managers: Effective Date Options page. The information bar at the top will tell you the date of the future change, and the Effective Date field will default to the date of this future change. 
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N.B. You can still update the Effective Date field as required. 

Click Continue.

Enter the name of the new Line Manager in the Manager field. 
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Click on Next when you’ve entered the new manager’s details. 
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A summary of the change you’ve requested will be displayed. Click on Submit to send the change request through to your line manager for approval. 
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You will see confirmation that your changes have been submitted for approval. 
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NB: The change will not be visible to you once approved. Instead, the change will be routed to HR for action before the change is visible to you in Manager Self Service. 




Future Dated Changes: Re-assigning Direct Reports


If any of the direct reports that you wish to re-assign to a new line manager have a future dated change against them, you will receive an error message. 
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Enter the name of the new or interim manager into the New Manager field, and click on Assign to All.

The new manager’s details are populated into the Direct Report’s Manager field.
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Click on Next to submit this data;


If there are future dated changes recorded against any of the direct reports you are re-assigning, you will see an error message at the top of the screen containing the name of the individual concerned.
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You will not be able to re-assign the named direct report/s quoted in the error message using your manager self service responsibility. Instead you would need to contact your local HR team to update the record on your behalf. 

If you are re-assigning multiple direct reports, and only one or some of them are listed in the error message, delete out the new manager that you’ve entered in the Direct Report’s Manager field for those people and re-enter the current line manager again;
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Click on next. 

An overview of the change you’ve requested will be displayed. The direct report with the future dated change should still show as reporting to the original line manager;
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Submit your change for approval from your line manager.

You must now contact your local HR team for help with updating the line management information for the direct report/s that had future changes registered. 

































Future Dated Changes: Assigning New Direct reports

When assigning new direct reports, if any of the new reports have future dated changes registered against them, you will receive an error message. 

Enter the name of the person you wish to assign as a new direct report into the field labelled “New Direct Report”;
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Click on next. 

If there are future dated changes held against any of the new direct reports, an error message will be displayed at the top of the page;
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The error message will name the individual concerned. You will not be able to carry out the action for the named person using your manager self service responsibility. Instead you would need to contact your local HR team to update the record on your behalf. 

If you are assigning multiple new direct reports, and only one of them is listed in the error message, remove that particular direct report. 
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Click on Next. 


[image: ]


Submit your change for approval from your line manager.

You must now contact your local HR team for help with updating the line management information for the direct report/s that had future changes registered. 

[bookmark: _GoBack]
7

image3.png
Maintain Line Managers: Change Manager

Cancel Save For Later Back Next

Please note any changes you make will be saved to the College HR system.
If you have any policy/procedure queries please contact your local HR team.
If you have any system queries please raise a query via ASK HR.

Effective Date 01-May-2016

Employee Name King, Mrs Lizzie Employee Number 898336
Organization Email Address |.kingl@imperial.ac.uk Organization PEPSI-Policy, Systems & Information

Current Manager Wax, Mrs Rup

You can assign the selected person to a new manager in the field below.

* Manager (Butier, Miss Bridget Sarah

Manager's Department PEPSI-Policy, Systems & Information )
Manager's Position HR Systems Trainer and Support Officer.329574.No
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Maintain Line Managers: Review

Guidance Notes Cancel Back Submit

Effective Date 01-May-2016

Employee Name King, Mrs Lizzie Employee Number 898336
Organization Email Address |.kingl@imperial.ac.uk Organization PEPSI-Policy, Systems & Information
Manager Wax, Mrs Rup Position TEST Administrator.333682.No

© Indicates Changed Items.

Worker Name Current Manager Name Current Manager Department  Proposed Manager Name  Proposed Manager Department Effective Transfer Date

King, Mrs Lizzie Wax, Mrs Rup CECOM-Combustion programme Butler, Miss Bridget Sarah®  PEPSI-Policy, Systems & Information ~ 01-May-2016
Details Line No Approver Approver Type Order No Category Status Delete
Show |1 Bailey, Laura HR People 1 Approver i

[CommentstoApprover
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El  confirmation

Your changes have been submitted for manager approval.

Preferences Help Close Window

Privacy Statemel
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You can assign all direct reports to the same new manager or make individual manager assignments below.
* Transfer Date |26—Apr—2016
(example: 26-Apr-2016)
New Manager Q

New Manager Department
New Manager Position

Assign to All
Assignment Direct DR's DR Manager's
*Effective Transfer Date Number Report Department DR's Position *Direct Report's Manager Department
26-Apr-2016  [G]() 898246 French, CAO - Catering  (Catering Wax, Mrs Rup Q CECOM-
Mrs Dawn Operations Assistant.333483.No Combustion
programme
26-Apr-2016 [ 898336 King, Mrs PEPSEPolicy,  ppgr Wax, Mrs Rup Q CEC%M' )
lizzie ~ Systems& Administrator.333682.No (Camlinsien

Information programme

DR Manager's
Position
Technician.333513.No

Technician.333513.No
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You can assign all direct reports to the same new manager or make individual manager assignments below.

* Transfer Date Izs_Apr-zms
(example: 26-Apr-2016)

*Effective Transfer Date Number

26-Apr-2016
26-Apr-2016

New Manager Department
New Manager Position

New Manager

Butler, Miss Bridget Sarah

Q

PEPSI-Policy, Sys
HR Systems Trainer and Support Of

Assign to All

Assignment Direct DR's

[F@ 898246

FE 898336

Report Department
French, CAO - Catering

Mrs Dawn Operations

King, Mrs
Lizzie

PEPSI-Policy,
Systems &
Information

DR's Position
Catering
Assistant.333483.No

TEST
Administrator.333682.No

ems & Information

fficer.329574.No

*Direct Report's Manager

Butler, Miss Bridget Sarah

Butler, Miss Bridget Sarah

DR Manager's
Department
PEPSI-Policy,
Systems &
Information
PEPSI-Policy,
Systems &
Information

DR Manager's
Position

HR Systems Trainer and
Support
Officer.329574.No

HR Systems Trainer and
Support
Officer.329574.No
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@ Error
There are future-dated changes to the following person record: King, Lizzie. You cannot complete this action in SSHR. Contact your HR Representative to update the record.

Maintain Line Managers: Change Manager
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You can assign all direct reports to the same new manager or make individual manager assignments below.

* Transfer Date Izs_Apr-zms
(example: 26-Apr-2016)

*Effective Transfer Date Number

26-Apr-2016
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New Manager Department
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Q
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Assistant.333483.No

TEST
Administrator.333682.No

ems & Information

fficer.329574.No

*Direct Report's Manager

Butler, Miss Bridget Sarah

DR Manager's
Department
PEPSI-Policy,
Systems &
Information
PEPSI-Policy,
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Information

DR Manager's
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HR Systems Trainer and
Support
Officer.329574.No

HR Systems Trainer and
Support
Officer.329574.No
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R ign Direct R ts to a New M:
You can assign all direct reports to the same new manager or make individual manager assignments below.
* Transfer Date IM
(example: 26-Apr-2016)
New Manager g tier, Miss Bridget Sarah Q

New Manager Department PEPSI-Policy, Systems & Information
New Manager Position HR Systems Trainer and Support Officer.329574.No

Assign to All
Assignment Direct DR's DR Manager's
*Effective Transfer Date Number Report Department DR's Position *Direct Report's Manager Department DR Manager's Position
26-Apr-2016  [](i) 898246 French,  cAQ - Catering  Catering Butler, Miss Bridget Sarah Q [PEPSI-Policy, g systems Trainer and
Mrs Operations Assistant.333483.No Systems & Support Officer.329574.No
Dawn Information
26-Apr-2016  [1(i) 898336 King, Mrs PEPSFPolicy,  ggp ax, Mrs Rup x| @ CEC%M'_ Technician.333513.No
lizzie Systems & Administrator.333682.No Cailiision

Information programme
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Maintain Line Managers: Review

Effective Date 26-Apr-2016
Employee Name Wax, Mrs Rup
Organization Email Address
Manager Butler, Miss Bridget Sarah
© Indicates Changed Items.

Guidance Notes Cancel

Employee Number 898273

Back | | Submit

Organization CECOM-Combustion programme
Position Technician.333513.No

—

Worker Current Manager Current Manager
Name Department Position Name Department
French, Mrs  CAO - Catering Operations Catering Wax, Mrs Rup CECOM-Combustion
Dawn Assistant.333483.No programme

King, Mrs PEPSI-Policy, Systems & TEST Wax, Mrs Rup CECOM-Combustion

Lizzie Information Administrator.333682.No programme

Proposed Proposed Manager
Manager Name Department

Butler, Miss Bridget PEPSI-Policy, Systems &

Saraho Information
Wax, Mrs Rup CECOM-Combustion
programme

Effective
Transfer Date
26-Apr-2016

26-Apr-2016




image12.png
[ AssignNewDirectReports ...

You can assign new direct reports to the selected person in the New Direct Report fields.

*Effective Transfer Date New Direct Report Remove

26-Apr-2016 @ King, Mrs Lizzie Q &

26-Apr-2016 [ (D) 'Schumer, Dr Amy Q &
Add Another Row

Cancel Save For Later Back Next
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@ Error

There are future-dated changes to the following person record: King, Lizzie. You cannot complete this action in SSHR. Contact your HR Representative to update the record.
Maintain Line Managers: Change Manager

Cancel Save For Later Back

Please note any changes you make will be saved to the College HR system.
If you have any policy/procedure queries please contact your local HR team.
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| AssignNewDirectReports

You can assign new direct reports to the selected person in the New Direct Report fields.
*Effective Transfer Date

New Direct Report Remove
26-Apr-2016 @ 'Schumer, Dr Amy Q &
Add Another Row

Cancel Save For Later Back Next
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Maintain Line Managers: Review

Guidance Notes Cancel Back Submit

Effective Date 26-Apr-2016

Employee Name Hart, Miss Rup Employee Number 898279
Organization Email Address Organization AEDZ- Aerodynamics Section
Manager Butler, Miss Bridget Sarah Position Junior Technician.333515.No

© Indicates Changed Items.
Worker Current Current Manager Proposed Proposed Manager  Effective

Name Department Position Manager Name Department Manager Name  Department Transfer Date

Schumer, Dr EESD- Intelligent Systems and Reader.333504.No McIntyre, Dr Rup COQAD-Quantitative Analysis ~ Hart, Miss Rup®  AEDZ- Aerodynamics 26-Apr-2016
Amy Networks Research Group (Rupert) and Decision Science Section
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(i) Information

This person's Assignment started on 01-Apr-2015. Their last assignment change date is 01-May-2016. Please check the effective date and amend as required.

Maintain Line Managers: Effective Date Options

Please note any changes you make will be saved to the College HR system.
If you have any policy/procedure queries please contact your local HR team.
If you have any system queries please raise a query via ASK HR.

Employee Name King, Mrs Lizzie
Organization Email Address |.kingl@imperial.ac.uk
Current Manager Wax, Mrs Rup

Enter the date on which the changes should take effect, then click on the CONTINUE button

Employee Number 898336

Back

Continue

Organization PEPSI-Policy, Systems & Information

@ |Apri| [~[ 2016

Sun
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Maintain Line Managers: Change Manager

Cancel Save For Later Back Next

Please note any changes you make will be saved to the College HR system.
If you have any policy/procedure queries please contact your local HR team.
If you have any system queries please raise a query via ASK HR.

Effective Date 01-May-2016

Employee Name King, Mrs Lizzie Employee Number 898336
Organization Email Address |.kingl@imperial.ac.uk Organization PEPSI-Policy, Systems & Information

Current Manager Wax, Mrs Rup
You can assign the selected person to a new manager in the field below.

* Manager |wax, Mrs Rup Q

Manager's Department CECOM-Combustion programme
Manager's Position Technician.333513.No





