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1. Accessing the approval Request

Once HR (and where applicable, Research Finance) have reviewed and approved the request, it will progress to
Finance for approval.

You will receive an email like the one below:

Please click on the following link to view the details of the request and to make your decision.

30661 &amp;data=05%7C01%7CC Baillif%40leeds ac. uk%7Cafc8d571b14740d3485c08da 38d3bb1e% 7Chdeacdadc81d45ce863e5232a535b 7cb %R 7C1%
7C0%7C637884779263568606% 7CUnknown%7CTWFpbGZsb3dBeyIWiioiMCAwlAwMDAIL OIQljoiV2IuMziiL CIBTil6Ik 1 haWwil CIXVCOIEMn0%3D%7C3000%
7C%7C% 7CERamp sdata=GRKWKppFycz ThvekmHHpq3ETEEY3S3IXR2QAOF 7YUZtw*3D&amp reserved=0

Human Resources
University of Leeds

By clicking on the link contained in the
email, you will be taken straight to the
progress tab of the staff request.

[ B = )

Messaging Save Withdraw Approve Reject
Please approve or reject the request.

| Progress ‘ Request Delails ‘ Notes ~ All Documents ‘

Stage Name Result Date

Request Submitted Submitted 12/01/2023 17:44
HR Approval Approved 23/01/2023 10:16
Research Finance Approval Approved 23/01/2023 14:02

Finance Approval Awaiting Decision  Send Message

@ All| Current | None
You will be able to see that there is an

approval pending. To open up the form,
click Next.

NOTE: when you click next the whole form will appear, and you will be able to review the details but
not edit. Scroll to the bottom of the form to the Financial Details section.

2. Requestisin Plan

Financial Details

The post is In Plan

Funding Method: If the post is in plan, select the Funding

Method from the drop down menu.

Funding HESA Code:

Salary Account Code: Research Grant  g——" |

Mixed Funded

Supporting Documents: Other Restricted
Knowledge Transfer (Consultancy)
| << Previous | | Next >> | Development

Endowmeant




2.1 Core funded
If you select Core, Other restricted,

Knowledge Transfer, Development or

Endowment 3 he furding method, vou

The post is In Plan then need to select the Funding HESA
Funding Method: ®@ / code from the drop down box. If you're
unsure, this can be changed at a later
Funding HESA Code: | v
date.
Salary Account Code: | I _—

: Then enter the salary account code.
| <= Previous | | Next == |

2.2 Research Grant If you select ‘Research Grant’ or ‘Mixed

Funded’ as the funding method, you
then need to select the ‘Research
e Finance manager’ from the drop down

Funding Method: @ // menu.
2]

Ressarch Finance Manager | select finance manager Then select the Funding HESA code from
— .
v the drop down options. If you’re unsure,

Salary Account Code: [ ;
Flany Aecount Loce this can be changed at a later date.
Next>>

Then enter the salary account code; if

Click Next to progress the form. this it to split across more than one
code please enter 0 at this stage

Financial Details

Funding HESA Code [

3. Request is New to Plan

Financial Details

This request s Nevr to Plan If request or role is new to plan, can financial
RrmHRE e @@ ey pressure be accepted? If not, reject request and
Funding Method -
R ESAET ‘ S send back to Recruiting Manager.
Salary Account Code: 1

Financial Details

This request is New to Plan

Financial Pressure Accepted: C Yes ®No
Please reject this request and give details for the rejection %
Funding Method:
Funding HESA Code: [ ~|
Salary Account Code: I:I
e If the financial pressure is
Financial Pressure Accepted: @ Yes ONo == accepted, Select Yes and then
Funding: How will the post be funded . .
— enter the Funding details.
Funding Method.
Funding HESA Code [ -

Salary Account Code: |



Financial Details

The post is New to Plan
Financial Pressure Accepted: ® @ Yes ONo

Funding: How will the post be funded
The post will be funded by the core Budget

Funding Method: @ v
Funding HESA Code: @ fCore
Research Grant
Salary A t Code:
slany Recount Foce Mixed Funded
Supporting Documents: Other Restricted

Knowledge Transfer {Consultancy)

Next >= Development

Endowment

3.1 Core Funded

HR Approval 01 - Wholly general institution financed -

5 02 - Partly (but principally} financed by the institut
Regquest Type Appropriate: 03 - NHS / General Medical or Dental Practice or Dept o
07 - UK central government bodies and local authoritie

WIEE e e sl 02 - UK industry, commerce and public coporations

DVC Sign Off Required: 10 - EU government bodies .
11 - EU other «

Financial Details

15 - Other sources

51 - Biotechnology and bio sciences research council (B

e P sz 52 - Medical Research Council (MRC)

- 53 - Natural Environmental Research Council (NERC)

54 - Engineering & Physical Sciences Research Council

55 - Economic & Social Research Council (ESRC)

57 - Arts & Humanities Research Council (AHRC)

58 - Science & Technology Facilities Council (STFC)

59 - Research council - not specified

63 - Cancer Research UK

64 - Wellcome Trust

65 - Other Associations of Medical Research Charities ( =
-

Funding:

Funding Method:

Funding HESA Code:

Salary Account Code: J

. £2 . Whadical Fesaarch Councl [WRC)H
53 « Nabural Ensvdronmantal Resasrch Councl (RNERT)
&4 - Engineering & Physical Sciences Research Councl
L5 . Economic & Social Research Councll (ESRC)

57 - Aty & Humanitiss Resasrch Coundll (AHRC) Ir
58 . Sehanca & Teshnokgy Facliies Couscil (STFC)

e 55.- Raiarch counsl - sl spheied

Aessarch Finance Mansgs £« Cancar Research UK -
£ - Wallcoma Tt .l

Funding HESA Code |E3 - Cancar Risearch UK

Salary Acceunt Code )

<= Proves

Click Next to progress the form

3.2 Research Grant

Financial Details
This request is New to Plan
Financial Pressure Accepted: ®Yes ONo
Funding How will the post be funded
The post will be funded by using a Research Grant
Funding Method /
Research Finance Manager | Select finance manager L |
Funding HESA Code: [ ~|

Salary Account Code: I:I

Select the funding method from the
drop down menu.

If you select Core, Other restricted,
Knowledge Transfer, Development or
Endowment as the funding method, you
then need to select the Funding HESA
code from the drop down menu. If
you’re unsure, this can be changed at a
later date.

Then enter the salary account code.

If you select ‘Research Grant’ or ‘Mixed
funded’ you will then need to enter a
‘Research Finance Manager’ options will
appear in the drop down menu.



Request Type Appropriale:
UEG-ead Approval Required
DVC Sign Off Required
Financial Details.

Financial Pressure Accapted

Funding

Funding Method
Resaarch Financa Manager
Funding HESA Code:

Salary Account Code:

01 - Wholly general institution financed
02 - Party (but principally) financad by the instiut

15 - Other sources

51 - Biotechnolagy and bio sciences research counci (B
52 - Medical Research Council (MRC)

53 - Natural Envircnmental Research Council (NERC)
54 Engineering & Physical Sciences Research Councl
55 - Ecanomic & Social Research Coundll [ESRC)

57 - Arts & Humanities Research Council (AHRC)

58 - Science & Technology Fadiities Council (STFC)

54 - Research council - not specified

63 - Cancer Research UK

64 - Wellcome Trust

|Ed - Wellcome st

Select the correct Funding HESA Code

7 Uk s sovernet oo ad e e
T < o s st e oot ﬁ from the drop down menu. If you’re
10 - EU government bodies
11 - EU other .
12" Oter oversos auces unsure, this can be changed at a later

date.

3 - Cancer Research UK.
12345 z

 —_ Then enter the Salary Account Code.

Click Next to progress the form
4. Approval
0104-22 - Joe Bloggs, Lecturer - Act Up/Additional Responsibilities &) M) %) W)

Please approve or reject the request

Progress | Request Details N‘“555|

Messaging Save Witheirem /ruve Rmem

Save Notes

The Notes section will appear. Here you
can note why the form is being rejected

You can approve or reject the form by clicking on the tabs
at the top.

or any other detail you would like to NOTE: if you reject the form it will be sent back to the

record.

Hiring Manager to review the notes and re-submit the
form.

If the form is approved it will be sent on to the next stage of approval.



