Staff Requests - UEG Approval Guidance

Once The Head of School/Service has reviewed and approved the request, if required, it will progress to UEG
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.
3D661&amp;data-05%7C01%7CC Baillif%40leeds.ac.uk%7CafcBd571b14740d3485¢08da38d3bb1e% 7Cbdeaedadc81d45ce863e5232a535b7cb% 7C1%
7C0%7C637884779. 8606%7CUnknown%7CTWFpbGZsb3d8ey /WioiMCawljAwMDAILCIQ1oiV2IuMzliLCIBTiI6IK 1 haWwil CIXVCI6MnO%30% 7C3000%

7C%7CH 7C&amp;sdata=GgKWKppFycz TlvekmHHpq3ET6EY35 3XR2QAOF 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.

Please approve or reject

‘ngfess Request Details | Notes

Stage Name Result Date

Request Submitted Submitted 23/06/2022 13:45
HR Approval Approved 23/06/2022 14:22
Finance Approval Approved 23/06/2022 14:35
Research Finance Approval Approved 23/06/2022 14:45

Head of Schoolfnstitute Approval Approved 23/06/2022 15:01

UEG Approval Awaiting Decision  Send Message
UEG Lead - Faculty of Biological Sciences
Show Approvers
<@ 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, you will be able to review the details, but not edit
them.

0135-22 - Joe Bloggs, Administrator ) H) ) W)

[Peeent) ) o e =
Ploasa approve of rejoct the request

Pragress]| Reavest Detals | aied

Online Staff Request Form

I B Once you have reviewed the
Request Type Promation Request

form you can approve or

Plaase rofer 1o guidance to ensure requestis in line with promotion policy and criteria

R R . reject the form by clicking
SchocHnatute: oo Bicogy E here.

Section: h Bickogy v

HR Officer:

Finance Manager

E&I Training Complata Yes No
[3ee ] [Bes= ]
Employee ID:
Emgloyee Job Tile |
Gurrant Grade: ade 4 v
Currant Spine Point v
Currant Salary: 20600
Current FTE
New or In Plan: Is the request new to plan ar in plan.

NewtoPlan  In Plan



Approve Request:

Approve Request 8 If you approve the request,

this box will appear where
you can leave any relevant
notes. You can then Confirm
Notes: approval.

Respo Please note: You are making a decision on behalf of the current approver(s)

cal Sci Send Emails:

Confirm Cancel
Approval

Reject Request:

Reject Request

If you wish to reject the
request, you must select the
reason from the drop down

Please note: You are making a decision on behalf of the current approver(s)

PO send Emails:

*“ Reason: menu.
-- Please select --
— Please select —
Error on request form - give details below
| | Job description not appropriate - give details below
" | Other - give details below
| | Post no longer required - give details below
/e Post on hold - give details below bed
Problems with finance/budget - give details below
= Canfirm Cancel
- Rejection
l Reject Request a . You should then give

details of why you are
rejecting the request, in
the notes section.

Pleaze note: You are making a decision on behalf of the current approver(s)

PO send Emails:
Sci

Reason:
| Error on requast form - give details below hd
Notes:
| »
1l P
. D You can then Confirm Rejection.
@ -1
Caonfirm Cancel
Rejection

NOTE: If you reject the request, the form will be sent back to the Manager to make any amendments etc. If
you approve the request, the form will progress on to the next level of approval.

Please remember to thoroughly check any notes from previous approvers; particularly finance who may have
added details in their section, to confirm how a cost pressure may be accepted or provide some points for your
consideration.



