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Introduction

HR & Performance Management allows schools to create and track their Staff members’ Objectives, link those
Objectives to School Objectives and manage HR processes such as Leave Requests or Expenses Claims.

Users can also track Review or Appraisal Meetings and keep any notes or important documentation that is created.

Any Continued Professional Development that Staff members go on can also be added to the system and used as
evidence of progress against Objectives.

The Performance Management area also includes the ability to create the Organisational Structure of your school, so
schools can easily create Line Management and direct report relationships between Staff members.
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Roles & Permissions

Config > Setup > Roles & Permissions

Access for your HR Administrator for the HR & Performance Management pages is set under Roles & Permissions,
from within the Administration module.

4 HR & Performance Management

School Objectives

Line Management and Staff Units
Manage Approval Processes

Access Levels and Permissions

(<< < <]

Access Levels and Permissions

Modules > Administration > HR & Performance Management > Access Levels and Permissions

The Access Levels and Permissions page allows Access Levels to be created for Staff giving Permissions as to what
they can and cannot see or do on the Staff page. To add a new Access Level click on the + icon top right. It will also
show the number of Staff members not assigned to an Access Level, move the mouse pointer over the i Information
icon to see a list of those Staff members.

HR - Access Levels i+

Assign staff members to different access levels for the self-serve HR area. Members assignedtoa
different access level can have different permissions in the self-serve HR area.

Grid actions ~ Copy  Excel CSV  PDF  Print

1 Yes (E4
(24
=
4
@

Edit

Edit - Approval Required g Yes
No Access 0 Yes
Teacher 207 Yes

View Only 0 Yes

| You have 36 staff members who have not been assigned to any Access Level. @ |

Enter a Name for the Access Level and a Description, the toggle button will show Active by default, change this if you
do not want this Access Level to be Active at this moment. When finished click the Next button.

Access Level Name*

Add / Edit Access Levels

Access Level Description

Teacher

Teaching Staff

o Active
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Access Levels can be created for the Basic Information, Contact Information, Vehicles, Banking, Qualifications,
Documents and Requests & Claims sections of the Staff page. The Access can be set for when a member of Staff is
viewing their own details or the details of other members of Staff by using the When Viewing Themselves or When
Viewing Others toggle button. This page will allow the HR Admin to decide which members of Staff have Access, to
ensure that no one is able to Edit or view information they are not supposed to.

| Basic Information

Editing/Viewing Permissions

2
o
2

e

Title

[<]
[<]

Edit - Approval Required

o

Legal First Name Edit

(<]
(<]

Legal Last Name Edit - Approval Required

Middle Name

No Access

Gender

National Insurance Numbe:

Staff Code

L @ NV B P NN g B R

Click on the Down Arrow to the right of the Permissions to set the Permission Level. A dropdown list will be displayed
with options to:

e View Only —the User can see the option but cannot make changes

e Edit - the User can see the option and can Edit it

e Edit — Approval Required - the User can Edit the option but the change will require Approval

e No Access - the User will not see this option

e Not Permitted - the User is not Permitted to Add/Edit this option

e Permitted — Requires Approval the User is Permitted to Add/Edit this option but the change will require
Approval

e Permitted - the User is Permitted to Add/Edit this option

Note: The Permission Options will vary depending on the Access Level selected.

When the Edit option is selected a further two options are added to make this a Required Field and to make
Documentation Required, tick the relevant boxes to make the options mandatory.

Move across the tabs setting the Access Permissions for the required areas and when finished click the Finish button
to save your changes.

To Edit these options double click on the Access Level to open the page again or click on the Pencil icon on the right
of the row.

If the When Viewing for Others toggle is selected the options are set in the same way, based on the Staff Units that
have been created.

Add / Edit Access Levels - Access Level Permissions

When Viewing Themselves When Viewing Others] Staff with this Access Level can view Specific Staff Units ~ Select

v Staff
the data below for No Dne a

Unit(s)

Direct Reports

Teachers1 X Direct and Indirect Reports
Specific Staff Units
Specific Employees

Basic Information
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Now the Access Level has been created Staff will have to be added to it. To do this find the Access Level just created
and click on it, a new page Assigned Staff (with the name of the Access Level) will be displayed on the right. Use the
Search option or click in the empty field for a dropdown list to make your selections and click on the Green Tick icon
to Save.

HR - Access Levels i+ Assigned Staff - Teacher

Assign staff members to different access levels for the self-serve HR area. Members assigned to a Select staff using the dropdown below to add them to this access level. Staff can only be in one

different access level can have different permissions in the self-serve HR area. access level at a time. Assign staff members to different access levels for the self-serve HR area.
Members assigned to a different access level can have different permissions in the self-serve HR

Gridactions  Copy Excel CSV  PDF  Print area.

1 Yes @

Edit

| Search: |

Staff Code

No data available in table

Edit - Approval Required 3 Yes =

No Access 0 Yes 3 ‘ | A
Barrett, Natalie GSW PN

View Only 0 Yes 3 BB, AA WEN
Beasley, Samantha Z5M

You have 36 staff members who have not been assigned to any Access Level. @ Best, Joanne ZCL

Binks, Samantha V7
Booth, Samantha HHY
Bowron, Samantha c1
Briggs, Connor VBT
Bruggink, Samantha SJH
Burton, David QWE
Burtona, Sam cve
Careers Staff, A
Camey, Joanna
Carter, Samantha
At Pt

The Staff will now show as added and if you look at the Access Level it will now display the number of Staff Assigned
to it. Additional Staff can be added at any time in the same way.

HR- Access Levels i+ Assigned Staff - Teacher
Assign staff members to different access levels for the self-serve HR area. Members assigned toa Select staff using the dropdown below to add them to this access level. Staff can only be in one
different access level can have different permissions in the self-serve HR area. access level at a time. Assign staff members to different access levels for the self-serve HR area.
Members assigned to a different access level can have different permissions in the self-serve HR
Gridactions  Copy Excel CSV  PDF  Print area.
Search:
T
Edit 1 Yes =
Adams Adam ADL -
Edit - Approval Required 3 Yes (E4
Alderson Samantha MBK
No Access 0 Yes =
Ali Samantha AHS
Teacher 207 Yes [«
Bailey Aaron IMN
View Only o Ves @ Barraclough Samantha ZBR
You have 36 staff members whe have not been assigned to any Access Level. @ Barrett Jennifer JLR
Barrett Natalie GSW
Basnett Samantha v
Beasley Samantha ZsM
Best Joanne ZCL
Binks Samantha v7
Booth Samantha HHY
Bowron Samantha c1
Briggs Connor VBT
Bruggink Samantha SJH
-
v

Note: A member of Staff can only be in one Access Level, if you add them to a second Access Level they will be
removed from the first.
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Line Management & Staff Units

Modules > Administration > HR & Performance Management > Line Management & Staff Units

Both the Line Management and Staff Units are maintained on this page.

Grid actions  Copy  Excel CSY  PDF  Print

Approval Required by Manager

Approval Required by Managers Manager
Approval Required by Multiple People
Approval Required by Specific Person
Approval Required by Specific Staff Unit

High Level Managers

Line Management Structure T+
Search for a teacher to view and edit the line management structure beneath them

Staff Member* Select a staff member... v

Unit Management n+

Staff units can be used to easily give HR functionality permissions to groups of staff members

Staff Unit J= | Number of Staff

3

3

1

Line Management

Line Managers and Direct Reports can be added here without having to open each Member of Staff page individually.
Select the Member of Staff from the dropdown list and click to highlight, then click on the + icon top right this will give
the option for Line Manager or Direct Report. The option to Edit will only apply once the Member of Staff has been

Assigned a Line Manager.

Line Management Structure

Search for a teacher to view and edit the line management structure beneath them

Staff Member* Alderson, Samantha v |

> 1 Alderson Bamantha MBK
-

Teacher - Mathematics, Main
Tutor - 115-MBK, Head of Art,
Teacher Roles - Classroom

Teacher, Nurse, Receptionist

i+
Line Manager
Direct Report

Teachers 13/05/2021

Selecting the Line Manager option will open a pop-up, select from the Staff Member dropdown list and click Save.

Adams, Adam
Staff Code: ADL

Start Date* 13/05/2021

Add Line Manager for Alderson, Samantha
Staff Member = Adams, Adam

Job Title: Senior Teacher

s): Non Teacher Roles - Teaching Assistant

&

Close Save
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Selecting the Direct Report option will open a pop-up, select from the Staff Member dropdown list and click Save.

Add Direct Report for Alderson, Samantha X
Staff Member | Barrett, Natalie v
i Barrett, Natalie Job Title: Head of Department
.| Staff Code: GSW Role(s):
Start Date* 13/05/2021 &= End Date &=

Double click on the Staff Name to Edit.

-
+

Line Management Structure

Search for a teacher to view and edit the line management structure beneath them
Staff Member* Alderson, Samantha v
Last Name First Name Staff Code Job Title Role(s) i Start Date End Date

Teacher - Mathematics, Main
Tutor - 115-MBK, Head of Art,

] ‘; ) Alderson Samantha Teachers 13/05/2021
Teacher Roles - Classroom

Teacher, Murse, Receptionist

A pop-up will allow the Start and End Dates to be Edited.

Edit Direct Report for Adams, Adam X
I Alderson, Samantha I Job Title:
Staff Code: MBEK Role(s): Teacher - Mathematics, Main Tutor - 11S-MBK,

Head of Art, Teacher Roles - Classroom
Teacher, Nurse, Receptionist

Start Date* 13/05/2021 | End Date H

Close Save

Clicking on the right pointing arrow to the left of the Name, will change the direction of the arrow and display the
Direct Report information.

Teacher - Mathematics, Main

Tutor - 115-MBEK, Head of Art,
Alderson Samantha MBK Teachers 13/05/2021
- Teacher Roles - Classroom

Teacher, Nurse, Receptionist

c Barrett Natalie GSW Head of Department Teachers 13/05/2021
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Double click on the Direct Line Staff member to open the pop-up to Edit the Start or End Dates.

Edit Direct Report for Alderson, Samantha *
Job Title: Head of Department
. Staff Code: GSW Role(s):
Start Date* 13/05/2021 ﬁ End Date ﬁ
Close

Clicking on the Staff Name will open the Profile page for that member of Staff, where the options just entered can be
viewed under the Performance Management tab. The following is for Samantha Alderson.

Staff Details

Line Managers i+

Show line managers for only this academic year

B Timetable ]
Grid actions  Copy Excel CSV  PDF  Print Search:

=4 Absences & Leave Requests
Last First

£ Claims Name Name Job Title Role(s) Start Date End Date
Adams Adam Senior Non Teacher Roles - Teaching 13/05/2021

[ contracts Teacher Assistant

! Qualifications

B} Background Check Show direct reports for only this academic year
B3 Documents Grid actions  Copy Excel CSV  PDF  Print Search:
Barrett Natalie Head of Department 13/05/2021

3 ] _________}7
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Staff Units
Staff Units give the option for HR processes to be applied to groups of Staff. The Line Management Structure table

shows which Unit that member of Staff is in.
Unit End Date

4

> ‘Alderson
<

Role(s)

Teacher - Mathematics, Main
Tutor - 115-MBK, Head of Art,
Teacher Roles - Classroom

Start Date

Samantha MBK 13/05/2021

Teacher, Nurse, Receptionist

A new Staff Unit can be added by clicking on the + icon top right.

Unit Management
Staff units can be used to easily give HR functionality permissions to groups of staff members.
Grid actions ~ Copy  Excel csv PDF  Print

‘Staff Unit

1= | Number of Staff

Approval Required by Manager

‘Approval Required by Managers Manager

3
‘Approval Required by Multiple People 1
Approval Required by Specific Person 1
Approval Required by Specific Staff Unit 1
High Level Managers a1

3

Enter the Unit Name, then select the Staff from the Add group by role dropdown list or the Individual Staff dropdown
list, when complete click the Green Tick icon to add the Staff.

Add / Edit Staff Unit

Unit Name*

Supply Staff

Delete Staff

Add group by Role

<NOT SELECTED>

No data available in table

8 item(s) selected ¥

Close

The added Staff Names will now be displayed with the option to Add more or Delete, click Save when finished.

Add / Edit Staff Unit X
Unit Name* Supply staff
Delete Staff Add group by Role <NOT SELECTED> v

Last Name |& | First Name Staff Code

ANO1 Cheryl TRN

ANOT0 Alasdair AST

ANO10 Barbara ABD

ANO3 Helen CMS

ANO4 Christopher AAN

ANO4 Lorna 0SN

ANO8 Carole STH

ANOB Carolyn GWD

aff v
ce
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Note: A member of Staff can only be in one Staff Unit, if you add them to a second Staff Unit they will need to be
removed from the first.

Staff Validations X

The following staff are already members of other units. To add them to this unit first remove them from the unit they are currently in.

Grid actions ~ Copy  Excel CSV Print
mm

ANO10 Barbara Teachers

ANO3 Helen XMN Teachers

ANO4 Christopher AAN Teachers

ANO4 Lorna OSN Teachers

Close

When complete the Staff Unit will be listed with the Number of Staff displayed in the column. Double click to Edit the
list or change the Unit Name or highlight and select the Bin icon to Delete.

Unit Management i+

Staff units can be used to easily give HR functionality permissions to groups of staff members.

Grid actions  Copy Excel CSV  PDF  Print

New 2

| Supply Staff 4 |
Teachers 128
This is the latest staff unit 0
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Manage Approval Process
Modules > Administration > HR & Performance Management > Manage Approval Processes

This page allows you to setup and manage the Approval Process for the Staff Self Service pages found under their
Profile. Select the Request Type from the dropdown list that will need Approval, (depending on the Permissions set
under the Access Levels and Permissions section).

[E=]

Manage Approval Processes

Create approval processes based on Staff Units that you have set up. You can set up your Staff Units in the Line Management structures screen

Select a staff unit
elect a staff uni Teachers -

Select a request type

Change Details Request v

Who can approve this action for this staff unit?

o Manager's Manager v © Add approval step

The Approval Alerts options are ticked by default and will send an e-mail to the Work e-mail and a Bromcom System
Alert to both the Approvers and the Requesters.

Approval Alerts
Send alerts to appovers by:

Email

Bromcom System Alert
Send alerts to requesters by:

Email

Bromcom System Alert

Note: If more than one Approval is required, Alerts are only sent once the previous Approval has been completed.
For example if three levels of Approval are required the third Approver will would only receive an Alert once the first
and second Approvals have been completed. If the first Approval is Rejected the second and third Approver will
receive no Alert, as there would be nothing further to Approve.

Select the Staff Unit, these would have been created under the Line Management and Staff Units section. Next select
the Request Type. Finally select who can Approve the Request, this might be one member of Staff or several. For
example for a simple Change Details Request you might have Specific Person Approve the Changes.

Manage Approval Processes

Create approval processes based on Staff Units that you have set up. You can set up your Staff Units in the Line Management structures screen

Select a staff unit Teachers M

Select arequest type Change Details Request ~

Who can approve this action for this staff unit?

o Specific Person v Adams, Adam v © Add approval step

I (S |— D U
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For an Annual Leave Request you might have a Manager and a Manager’s Manager, Approve the Request. Click on
the Add Approval Step button and add additional Staff.

Save

Manage Approval Processes

Create approval processes based on Staff Units that you have set up. You can set up your Staff Units in the Line Management structures screen.

Select a staff unit

Teachers ~

Select a request iype Annual Leave Request

Wheo can approve this action for this staff unit?

o Manager ~ © Add approval step
1

e Manager's Manager ~ x

For an Additional Hours Request you might have a Manager, a Manager’s Manager and a Specific Person, Approve
the Request. Click on the Add Approval Step button and add additional Staff.

Manage Approval Processes

Create approval processes based on Staff Units that you have set up. You can set up your Staff Units in the Line Management structures screen.
Select a staff unit Approval Required by Manager ~

Select a request type Additional Hours

Who can approve this action for this staff unit?

o Manager ~ © Add approval step

|
° Manager's Manage v
|
e Specific Person ~ Adams, Adam v ®

For an Expense Claim Request you might have a Manager and a Specific Person, Approve the Request. Click on the
Add Approval Step button and add additional Staff.

Manage Approval Processes

Create approval processes based on Staff Units that you have set up. You can set up your Staff Units in the Line Management structures screen.

Select a staff unit

Teachers ~

Select a request type Expense Claims

Who can approve this action for this staff unit?

o Manager v © Add approval step
1

° Specific Person v Charlten, Samantha

To Remove any of the options added click on the X to the right.

Note: Once a Manager or Manager’s Manager has been selected the option will be removed from the list. This
prevents a process being created where Managers need to approve the same thing twice.

3 ] ________Ju
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School Objectives

Modules > Administration > HR & Performance Management > School Objectives

This page allows you to setup and manage your School Objectives

, setting School-wide Objectives or to help set Staff

Objectives and Track Performance Management. To Add a new Objective click on the New button.

School Objectives

Show archived school objectives

Grid actions Copy Excel CSV  PDF  Print

No data available in table

Use the table below to create your school-wide objectives. These can be used to help set staff objectives and track performance management.

Short Decription 1% | Long Description Start Date End Date

Search:

Add the Objective information and click Save.

Create / Edit School Objective

Start Datex 01/07/2021 | End Date

Short Description* Your School Objective

Long Description* A longer description of your School Objective

Close

The School Objective has now been added.

School Objectives

Show archived school objectives

Grid actions ~ Copy  Excel €SV PDF  Print

‘Your School Objective

Alonger description of your School Objective

Use the table below to create your school-wide objectives. These can be used to help set staff objectives and track performance management.

Search:

01/07/2021

The Schools Objective can now be added to the Staff Objectives. To do this go to Staff > Select Staff Members > View

> Performance Management > Staff Objectives and select the +
here.

icon top right. The School Objective will be listed

Add Staff Objective

Detalls Documents / Evidence

createany: Select a Staff member. -

Start Date* 01/07/2021

Titie/summary®

Detals [

Reviews

]

EnaDater 28/08/2021

Nat Startea v

Sehool Objestive

<NOT SELECTED> v

Your Sehoei Objective

Io

SR CETETTET

Success Criienia

o

I S | — D
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Spinal Progression for Staff
Modules > Administration > HR & Performance Management > Spinal Progression for Staff

This page allows you to view active Staff Contracts including Spine Points and Spinal Increment Month. You can
increase the Spine Point for a member of Staff from this page. You can also filter by Show staff with increment due
in and Base Pay.

I Staff Spinal Progression |
Show staff with Increment aue in BasePay
Searct Q Grid Actions v
staff Scale . Spinal
Staff Name st staff Type Centract Post (SWE) Payroll Centract Conract Start contractend FTE el Base Pay Point o Region Increment
GCode Type Number Date Date Review Point
- Number Group Month
Miss A cTD Classroom Teacher Permanent Classroom 01/09/2015 10000 September Teachers ALL Uz Rest of -
Garcia- Teacher, Upper England
Martinez upper pay & Wales
range
Miss A HAS Classroom Teacher Permanent Classroom 01/09/20M 1.0000 September Teachers ALL us Rest of
Richmond Teacher, Upper England
upper pay & Wales
range
Miss B Fern MBS Classroom Teacher Permanent Classroom 01/09/2015 10000 September Teachers ALL uz Rest of
Teacher, Upper England
upper pay & Wales
range
Miss C LMD Classroom Teacher Permanent Assistant 01/09/2017 1.0000 September Leadership ALL Lz Rest of
Broadhurst Head England
& Wales

A user can Manage Spine Points, meaning you can increase the Spine Point for Members of Staff to come into effect
on a specific date. Select a Member(s) of Staff followed by the blue button Manage Spine Points.

Staff Spinal Progression
Show staff with increment due in Base Pay
Manage Spine Points
Search Q Grid Actions v
Statf Contract Last
Staff Name 2‘3: Staff Type $°::"“ Fost (SWF) Payroll o :{';’:‘!‘;‘;'m End FTE Pay Base Pay
. v HNumber Date Review
Miss Sarah 103 Assistant Head Permanent Advanced 333 17/05/2013 05000 Advanced
Abram Skills Skills
Teacher Teacher
Miss Sarah 103 Assistant Head Parmanent Assistant 333 20/05/2009 10308 Leadership
Abram Head

A Manage Spine Points pop up window appears. Select Apply changes on a specific date from the date you wish to
increase the Spine Point (Spine Point will increase to the next active Spine Point and click Increase Spine Point to
action this.

Note: If the Staff Member is at the top of the Spine Point for their Base Pay, you will need to move that Staff Member
to the next group manually.

Manage Spine Points X
Staff Contract Start Scale Point Spine Paint Spine
Staff Name Eo Eot Base Pay Growp S G Region Status
Miss Sarah to3 17/05/2013 Advanced Skills ALL AST1 AST2 Rest of England & v
Abram Teacher Wales

Apply changes on a specific date*:

03/04/2023 B

3 ] _______ _Ju
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On selecting Increase Spine Point a copy of the existing Contract is generated with the new Contract Start Date, and
new increased Spine Point. The previous Contract will be given a Contract End Date of the day before the Contract
Start Date of the new Contract.

Contracts are also visible in Staff > Staff Details > Contracts (Show All) pages.

Contracts - Show All v 504+

Census returns will be based on their Roles and Hours. Hours per Week = 26

Grid actions ~ Copy = Excel CSV PDF  Print Search:

No Updated Type Post (SWF) Role(s) Start Date End Date Status

1 Fixed Term Classroom Teacher, main pay range Classreom Teacher 16/04/2012 31/12/2012 @
2 Permanent Classroom Teacher, upper pay range Classroom Teacher 01/01/2013 @

Double click on a Contract to see the Add/Edit Contract pop up. In Payroll Information tab you can select
Spinal Progression and from the dropdown choose the Increment Month, and press Save.

Add / Edit Contract

Contract Information Roles Pay | Payroll Information | Suspensions Working Hours
Post Reason Contract Termination Reason Contract Number

<NOT SELECTED> w <MNOT SELECTED=> ~
Post Offered Date Post Accepted Date Contract Issue Date
Superannuation NiContracted Leave Entitlement

<NOT SELECTED> R Not known ~
Destination Origin

<NOT SELECTED> 4 <NOT SELECTED> w

Increment Month
Spinal Progression December hd
Close

Note: Back in the Spinal Progression for Staff page the Spinal Increment Month has been updated to reflect
the changes.

3 ] __________Ju
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My Profile

Click on Image top right of page > My Profile

This is where Staff can see information and make changes or requests based on the Access Permissions given under
Modules > Administration > HR & Performance Management > Access Levels and Permissions.

Note: If a User does not have Permissions set to see anything on the Basic Info, My Team, Contacts, Banking or
Vehicles tabs they will not be displayed. The Qualifications, Documents, Absences & Leave Requests and Claims tabs
will always be displayed. If a User has Permissions set but there is no data for that section the tab will be displayed
with a message that there is no data available.

If the User has been given Permission to Add new the + icon will be displayed, for Editing the Pencil icon and to Delete
the Bin icon. A Field that cannot be edited will be greyed out. The following sections are based on different Permissions
given to the User.

Basic Information
The Basic Information tab opens by default and displays the Staff Basic Information.

My Profile (<]

B save
Requests

Samantha Alderson

Gender Date of Birth ~ Staff Code
25 MyTeam Female 16/10/1969  MBK

22 Contact Information '
&) vehicles

£ Banking

Role(s): Teacher - Mathematics Head of Art Main Tutor - 115-MBK  Teacher Roles - Classroom Teacher, Nurse, Receptionist

@ qualifications

Basic Information
B Documents

Title* ™ v
=, Absences & Leave Requests it s

£ claims Legal First Name* Samantha Former Last Name

Legal Last Name* Alderson Preferred First Name

Middle Name Preferred Last Name

Date of Birth* 16/10/1969 =]

Gender* Female v

National Insurance Number Staff Code* MBK
Payroll Number Staff Number

Date Started at School* Current Job Title

Mobile Phone Number 02000016389 Email Address samantha.alderson1@bromcomtest.onm
Home Phone Number

Current Home Address*

Country United Kingdom v

House Number 11990 Prospect House
Street Homesdale Road
Town/City Bromley

Post Code* BR2 9LY

Enter any changes and click on the Save button, changes cannot be made to greyed out fields. When making changes
if the Required Documents option has been selected, you will be asked to upload the relevant supporting Documents.

] R D
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For example, changing to a married name.

My Profile
Samantha Bruggink

Gender Date of Birth Staff Code  Job Title
Female 25/01/1982 SJH Teacher

Requests

@ Basic Information

& samentha bruggink@bromeoms11203.onmicrosoftcom &
-w MyTeam
@ 7835 Prospect House, Homesdale Road, Bromley, Kent, BR2 9LY

28, Contact Information

& vehicles

£ Banking

Role(s) : Teacher Roles - Classtoom Teacher

- Basic Information
@ Qqualifications

B3 Documents Titler Miss v |
=i Absences & Leave Requeste Legal First Name* Samantha Former Last Name
£ clims
Legal Last Name* Bruggink Preferred First Name
Gender* Female v Preferred Last Name
My Profile
Samantha Bruggink
Respmnts Gender  Date of Birth Staff Code  Job Title
Female 25/01/1982 SUH Teacher

@ Basic Information

& samantha bruggink@bromcoms11203.onmicrosoftcom & 02000003576
a% MyTeam
9 7835 Prospect House, Homesdale Road, Bromley, Kent, BR2 LY

28, Contact Information

&= vehicles

£ Banking

Role(s) : Teacher Roles - Classroom Teacher

" Basic Information
@ qualifications

B oocuments Imv s 4
¥y Absances & L eaye Requests Legal First Name* Samantha Former Last Name
£ claims
Legal Last Name* Johnson Preferred First Name
Gender* Female v

Preferred Last Name Johnson |

On saving the change, if the Documents Required option was set in the Configurations, you will be asked for the
relevant proof, select the Upload New Document button and Upload & Save. A message will be given after saving.

Document Add

Document Type

Escalation Test ~

Importantdk
Select files... drop files here to upload

Marriage Certificate.pdf

Documentation Needed

17458 KB x
Upload documentation to confirm changes made.
Clear Upload & Save
Upload New
P Cancel
Document Close

Request Sent

Your change request has been sent. If the change is
accepted, your data will be updated when it has been
processed.
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My Team

The My Team tab displays, sections for the Names of your Manager, Department Colleagues, My Direct Reports

and Indirect Reports.

My Manager

Chad Tailor

’ Staff Job Title
Code
cT Teacher

Department Colleagues

Paul Gregory

l Staff Job Title
Code
PRG1 supply

My Direct Reports

Clare Barlow
& Staff Job Title
Code

cB

My Indirect Reports
Bryan Cox

l Staff Job Title
Code

BC

If there is a View button to the right, you can click on this to open a new browser page displaying the Profile page of
that person. Clicking on any of the other available tabs will display that information.

My Profile

e
@ Basic Information

&2, Contact Information

&= vehicles

P qualifications

B3 Documents

= Absences & Leave Requests

£ cuims

Adam Adams

Gender Date of Birth  Staff Code Job Title

Female 17/04/1981 ADL ‘Senior Teacher

= mcom511203 enmicrosoftcom R 665654544

9 9188 Prospect House, Homesdale Road, Bromley, Kent, BR2 9LY

Role(s) : Non Teacher Roles - Teaching Assistant

Basic Information

Title

Legal First Name*

Legal Last Name*

Midale Name

Date of Birth*

Mr v

Adam Former Last Name

Adams Preferrea First Name
Preferred Last Name

17/04/1981

Adam

Adams

Note: What you will be able to see on these pages depends on the Access Level Permissions set for the When Viewing
Others option on the Access Levels and Permissions page.

I (S | — D e
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Contact Information

The Contact Information tab displays the Emergency Contact Information. In this example the option to Add a new
Contact or Edit an existing Contact are the only options available and the changes do not have to be Approved. Move
pointer over section to be amended, which will highlight and display the options.

Contact Information
Mr P Blakeman #16752  Priority 1
1 © 02000016390

Dr Z Smith #22863  Priority 2

x *2 2000000246

Vehicles

The Vehicles tab displays the Vehicle Information. In this example the member of Staff has the options to Add a new
Vehicle and Delete or Edit existing ones and the changes do not have to be Approved. Move pointer over section to
be amended, which will display the options.

Vehicles El

Registration Number Colour Make
SD 200 Red McLaren 7208

Registration Number Calour Make ~
SD 201 Red Jaguar CX75

Banking

The Banking tab displays the Banking Information. In this example the member of Staff has the option to Edit existing
details and the changes do not have to be Approved. Move pointer over section to be amended, which will highlight
and display the options.

Banking

Accoun it Name Sort Code Account Number Bank Name
My Bank Account 33-11-22 65839576 Big Bank

Qualifications
The Qualifications tab displays the Qualifications information. In this example the member of Staff only has the option
to View the information.

Qualifications

Grid actions  Copy  Excel CSV ~ PDF  Print Search:
First Degree General Engineering
PGCE (or Equiv) Mathematics
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Double clicking on a Qualification will display more details, still in View Only.

Documents

Qualifications

Gridactions ~ Copy Excel CSV  PDF  Print Search:

First Degree General Engineering

Qualfication

Qualification* PGCE (or Equiv) -
Class* Not known ~
‘Subject Area® Mathematical and Computer Sciences ~
Main Subject* Mathernatics @
Subject Area <NOT SELECTED> ~
2nd Joint Subject First select Subject Area -

Verified

The Documents tab displays any added Documents. In this example the member of Staff can Download an existing or
Upload a new Document, but does not have the option to Delete a Document or to Remove an Important Flag.

Document List

Search:

m—

72378 - HR - Self-Serve - Create additional hours record.xlsx General 21/05/2021

Document Type: All v Status: Al

The Search option is available to Search for a specific Document and the View can be selected from the Document
Type dropdown and the Status dropdown which will display either All Documents or Important Documents.

Clicking the Download icon will download the Document to your downloads area. Clicking the Add new Document
icon will open the Add Document section.

Add DocumentAdd

Document Type

Health Background R

Important
Select files... drop files here to upload

Health Notifications.docx
1121 KB
Clear Upload & Save

Close

e Document Type - is selected from the dropdown list
e Important - if ticked marks the Status of the Document as Important
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When finished click the Upload & Save button.

Document List +

Search: Document Type: All v Status:  All

m—
72378 - HR - Self-Serve - Create additional hours record.xlsx General 21/05/2021

| Health Notifications.docx Health Background 21/05/2021 A & |

Note: The Document Types are created in the Lookup Tables, Config > Administration > Lookup Tables > Document
Types.

Absences & Leave Requests
The Absences & Leave Request tab has two sections Absences, which gives a View Only list of Absences and if the
Include Trainings box is ticked Training Days as well and the Leave Request section.

Absences
Grid actions ~ Copy Excel CSV  PDF  Print Search:
S = = == == ==
Maternity /Paternity leave 15/12/2020 08:30:00 15/12/2020 16:14:00 B BromcomUser 15/12/2020
OTHP 23/11/2020 08:30:00 11/12/2020 16:14:00 14.00 B BromcomUser 10/12/2020
OTHP 24/02/2020 08:30:00 24/02/2020 10:14:00 0.25 C Howarth 24/02/2020
Other paid authorised absence, e.a 2/02/2020 08:30:00 12/02/2020 09:14:00 025 C Howarth 12/02/2020

The Leave Request section displays the Requested Leave and the Status of that Request.

Leave Requests
Grid actions ~ Copy  Excel = CSV Print Search:
Start Created Managed Managed

Request Type Date End Date Created By Date By Date

Annual Leave 23/08/2021  24/08/2021 Mrs S 14/05/2021  Mrs S 14/05/2021 =
00:00:00 23:59:59 Alderson Alderson

Annual Leave 01/01/2021  01/02/2021 1 B 29/10/2020 Mrs S 29/10/2020
00:00:00 23:59:59 BromcomUser Alderson

Maternity Leave 09/11/2020  11/11/2020 | 2 B 06/11/2020 Mrs A 06/11/2020
00:00:00 23:59:59 BromcomUser ANC10

Annual Leave 29/10/2020 | 05/11/2020 | 1 B 29/10/2020  Mrs S 29/10/2020
00:00:00 23:59:59 BromcomUser Alderson

Annual Leave 29/10/2020  02/11/2020 | 1.5 B 29/10/2020 MrsS 29/10/2020
00:00:00 23:59:59 BromcomuUser Alderson

Annual Leave 29/10/2020  03/11/2020  3.49 B 29/10/2020 Mrs S 29/10/2020
00:00:00 23:59:59 BromcomUser Alderson

Annual Leave 29/10/2020 | 30/10/2020 | 1 B 29/10/2020  MrsS 29/10/2020
00:00:00 23:59:59 Bromecoml)ser Alderson e

To Request Leave click on the + icon top right to open the Add/Edit Leave Request pop-up, enter the details and click
the Save button.
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Add / Edit Leave Request

Leave Type*

Annual Leave

Start Date* 24/06/2021

Mumber of Days*

2

Notes

Status :

Managed By*

Alderson, Samantha

EndDate* | 25/06/2021 S|

Annual Leave Remaining

Unknown

Managed Date*

10/06/2021

-

The Request will now show as Pending under the Status column. A Pending Request (that is not a past Date) can be
edited by double clicking on the row.

Leave Requests

Grid actions ~ Copy  Excel CSV ~ PDF  Print Search

Request Type Start Date |5 | EndDate Created By

Created Date Managed By Managed Date

Annual Leave 24/06/2021 25/06/2021 2 Mrs S Alderson 10/06/2021 Mrs S Alderson 10/06/2021 @
00:00:00 23:59:59

Annual Leave 27/05/2021 28/05/2021 2 Mrs S Alderson 14/05/2021 Mrs S Alderson 14/05/2021
00:00:00 23:59:59

Annual Leave 24/05/2021 25/05/2021 2 Mrs S Alderson 21/05/2021 Mrs S Alderson 21/05/2021 @
00:00:00 23:59:59

Claims

The Claims tab gives the option to make a Claim for Expenses or Additional Hours. Click the Dustbin icon to Remove
Expense Claims or Additional Hours, there will be a Warning Message select Cancel or Proceed, click the + icon to
Add Expense Claims or Additional Hours.

Note: Claims with a past date cannot be Deleted or Edited.

Expense Claims

Show items from previous academic year

Gridactions  Copy Excel CSV  PDF  Print Search:
T ) T N N
01/07/2021 Mileage and parking for offsite training course £35.00

24/06/2021 Mileage and parking for offsite training course 2 £35.00
10/06/2021 Mileage and parking for offsite training course 2 £35.00

Click on the + icon top right to make an Expense Claim. When adding an Expense Claim there are two sections to the
Claim, the Summary of Claim and Lines. The main details are added under the Summary of Claim section and the
actual amounts claimed for under the Lines section.

- J ]
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Add / Edit Expense Claims

Summary of Claim Lines

Description*

Mileage and parking for offsite training course

Status : Pending

Role*
Classroom Teacher ~
Date of Claim™
24/06/2021 =
Managed By* Managed Date*
Alderson, Samantha 24/06/2021

Close Save

Click to add a New Line then enter the details of the Claim, if there is more than one amount to be claimed for, add
another Line, select from the Group and Type dropdown lists for Claim Groups and Types, click on the Line to view
the Details. If you have any documents or receipts etc., these can be added by clicking the Browse button and

uploading the files, once Uploaded they will be displayed in the File(s) attached table with the options to Delete or
Download to the right, when finished click Save.

Add / Edit Expense Claims

Summary of Claim

Click to Add New Line

- Expense Claim (Mileage Claim - £20.00)

“ Expense Claim (Other Expenses - £15.00)

Group* Type*

Other Expenses v Car Parking Charge v

Description*

Car Parking
Amount*
15.00 Receipt
e ]
Expenses Claim 001.png W &
Upload a document/receipt 1o this line

Close Save
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When making a Claim for Mileage the Vehicle information will be displayed for the claimant, if the Vehicle information
has not been entered for that member of Staff a Message will be given asking for it to be added. This is done in the
Vehicle section of the Staff Profile.

Group*®

Mileage Claim ~

Description®

Travel to offsite training centre

Vehicle* Mileage*® Amount*

McLaren 720 20 20.00 VAT Receipt

<MNOT SELECTED=

MclLaren 7205

Jaguar CX75

Once saved the Expense Claim will be listed in the Expense Claim table as Pending. To view or Edit the Details of the
Claim double click on the Claim row.

Expense Claims +

Show items from previous academic year

Grid actions  Copy Excel CSV  PDF  Print Search:
| =

10/06/2021 Mileage and parking for offsite training course £35.00 =

09/11/2020 Test 0 £0.00

nGs11i0090 Toct o oo .

To Claim for Additional Hours click the + icon top right.

Additional Hours

Show items from previous academic year

Grid actions ~ Copy Excel CSV  PDF  Print Search:

21/05/2021 Nurse

18/05/2021 5.25 Classroom Teacher
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Use the dropdown list to add the Details.

Add / Edit Additional Hours

Role*

Nurse

Number of Hours*

5

Date of Claim*

10/06/2021

Description

Covid testing

Status :
Managed By* Managed Date*
v 10/06/2021 iE

Alderson, Samantha
o

The Claim will now be displayed as Pending.

Additional Hours
Search:

Show items from previous academic year

Grid actions  Copy Excel €SV PDF  Print

T T S
5 :

Nurse

Nurse

10/06/2021

21/05/2021
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Request Alerts - Requester

When a Request has been made, if the Approval Alerts options under the Manage Approval Processes section are
Active, an Alert and e-mail will be sent to you, confirming the type of Request you have sent.

a N[ 2B

Notifications GotoPage Dismiss All
0 You have 1 alert See more...
B Request submitted 10:07

You have submitted a request that requires
approval Click here to view its latest sta...

When the Request has been completed an Alert and e-mail will be sent to you, confirming the outcome of the
Request.

q&!“@

Notifications GotoPage Dismiss All
0 You have 1 alert See more...
Request approved 11:07

Your expenses claim has been approved Click
here to view

Requests Non-Approval

The Requests tab displays the Requests you have made, the results of the Requests. If you have not been listed to

Approve Requests the Inbox and the Completed sections will remain empty. By default the Requests page will open
on the Inbox.

Requests

Inbox (0) Sent completed

There is no data available for Inbox

The Sent section will display a list of Requests you have sent for changes to your Information or Claims.

Requests
Inbox (0) Completed
3 Expenses claim X Pending Thu 1st July 10:07
4  Expensesclaim @ Approved Thu 24th June 15:00
£ Additional hours request X Rejected Thu 24th June 14:40

oo i % Donding Thuoaih luno 1140
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Click on a row to open it and view the Request details.

69  Expenses claim X Pending Wed 14th July 13:59
Add Expense Claim Date of Request : 14/07/2021
Date of Claim 14/07/2021 .
o 1 - Manager (4) Pending
Description Mileage and parking for offsite training
course 2 - Samantha Charlton (@) Pending
Lines
Group Other Expenses Receipt  Yes
Type Car Parking
Charge
Description Car Parking
Cost  £15.00
Group Mileage Claim VAT Receipt  No
Vehicle McLaren 7208 Mileage 20
Description Travel to offsite training centre
Cost  £20.00

The status of the Requests will be updated here to show those Pending, Approved or Rejected.

Requests
Inbox (0) Completed
€3  Expensesclaim X Pending Thu 1st July 10:07
€3  Expensesclaim Approved Thu 24th June 15:00
4 Additional hours request X Rejected Thu 24th June 14:40

You can also see how far your Claim has progressed, by clicking on the row and looking at the table top right will show
the latest activity.

Date of Request : 14/07/2021

. Date & Time To be Processed by

1 | 14/07/2021 1444 Adam Adams (@) Approved

2 - Samantha Charlton Pending
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Request Alerts - Approver

When a Request has been made, if the Approval Alerts options under the Manage Approval Processes section are
Active, an Alert and e-mail will be sent to you, confirming the type of Request that has been made for Approval. There
will also be a reminder on your Profile Image as to how many Requests you have outstanding under the My Profile
section.

a A (29 @F h‘ﬂ,&_ﬂ

Notifications GotoPage Dismiss All
'
G You have 1 alert See more... .
Miss N Barrett
HR Request - Approval Neede... 10:07
You have a HR request from Samantha Alderson ME:" F'FOT-”E' B

that requires approval Click here to vie...

v A& ccount

The number of Requests will also be displayed on the My Profile page.

My Profile [<]
=

Requests

22, Contact Information

Female 16/08/1992  GSW Head of Department

&) vehicles

£, Banking

g Gender Dateof Birth ~ Staff Code  Job Title

P Quaifications

Note: The number of Requests shown will increase and decrease as they are received and completed.

Requests for Approval

If you are a one of the people listed to Approve Requests under the Manage Approval Process section a list of
Requests made by other members of Staff for Approval will be displayed under the Inbox section. Displaying the type
of Request and the Name of the Staff member.

Note: For MAT Vision and Single Sign On users — you will also see a toggle labelled Show all requests from my linked
schools in the top right-hand corner to see entries from all the schools associated with your log in the Inbox, Sent, and
Completed tabs.

Requests |Q Show all requests from my linked schaols |

Inbox (6)
1

Click on the row to view the details of the Request and select the Approve or the Reject button. A Comment will
have to be added if the Request is being Rejected. Any uploaded support Documents can also be viewed.

Additional Messages can be added by typing in the Comment box and clicking the Post button, these will be visible to
all those Approving and the Requester and will display under the Approve and Reject buttons.

] I D
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Comment

14/07/2021 14:44 Adam Adams

‘ This has been cleared

(3 Expenses claim - Samantha Booth Fri 13th August 14:44
Date of Request : 13/08/2021
Add Expense Claim
ot oo
Role Classroom Teacher
Date of Claim 24/06/2021 1 - Manager T) Pending
Description Mileage and parking for offsite training 2 _ Manager's Manager
course
Lines
Group Mileage Claim VAT Receipt No
Vehicle Ferarri Mileage 20
Description Travel to offsite training centre
Cost £20.00
Attachment(s) Expenses Claim002png  oa
Group Other Expenses Receipt Yes
Type Car Parking
Charge
Description Car Parking
Cost £15.00
Attachment(s) Expenses Claim001png e

Once done the Request will be moved from the Inbox section to the Completed section. The status will be displayed,
if the Request needs to be Approved by more than one person it will still show as Pending.

Requests
Inbox (2) Sent
§  Additional hours request - Samantha Alderson % Rejected Thu 24th June 14:40
Q Expenses claim - Samantha Alderson X Pending Thu 24th June 14:38

When clicking on the row the table top right will also be updated.
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Date of Request : 14/07/2021

. Date & Time To be Processed by m

1 | 14/07/2021 14:44 | Adam Adams (@) Approved

2 - Samantha Charlton (@) Pending

Once the Request has been approved by all, it will show as Approved.

Requests

Inbox (0) Sent Completed
g  Expenses claim - Samantha Alderson 1@ Approved Thu 24th June 15:00
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Copyright

This document and the software described in it are copyrighted with all rights reserved. Under copyright laws, neither
the documentation nor the software may be reproduced, copied, translated, or reduced to any electronic medium or
machine-readable form, without prior written consent from Bromcom Computers Plc. Failure to comply with this
condition may result in prosecution.

This computer program is the intellectual property of Bromcom Computers Plc. The program is protected under
copyright law and is licensed for use only by the user who has subscribed as a customer of Bromcom Computers Plc.
Sale, lease, hire rental or re-assignment to, or by, a third party without the prior and written permission of Bromcom
Computers is prohibited.

Disclaimer: Bromcom's policy is one of constant development and improvement. We reserve the right to alter, modify,
correct and upgrade our software programs and publications without notice and without incurring liability.

Copyright:

Bromcom Computers Plc
Rutland House,

44 Masons Hill

Bromley

Kent

BR2 9JG

United Kingdom

Web: www.bromcom.com (Main Site)
https://support.oromcom.com (Users Site)
Tel: (Helpdesk) +44 (0) 20 8290 7177
October 2021
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