Pay Monitoring — Adding Vacancies

1. Once you have loaded your area in the Pay monitoring form in Excel,
right click on any post.
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2. Go to Smart View and Add Vacancy.
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3. A Business Rule Form will pop up.
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To change the Vacancy name, click on the Magnifying Glass next to
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Launch Business Rule >

6. Select a Vacancy ##, click the Right Arrow to bring the service area you 1 [ FanType
want to the right-hand side as shown below: |
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9. For Select Employees Position, click the Magnifying Glass next to the

Select Employee’s Position field.
7. Click OK.

8. This will take you back to the Business Rule screen and the Vacancy
field will update with the new selection.
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10. Click [+] to expand Total Position, selec Default Pos and click the Right
Arrow to bring the position to the right hand side as shown below: 12.This will take you back to the Business Rule screen and the Select

Employee’s Position field will update with the new selection.
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~
Launch Business Rule X
E Plzn Type

@- | |Position 1 !‘ Fay

{_]Position 10 B

rﬁ-: Fosition 11 ]

(- _Position 12 Biineas Rule Plan Type Type

@: Position 13 | Payla:add Vacancy Pay Monitoring Pay Rubt

[ |Position 14 B

(-[_rosition 15 |

i1 []Position 16 ;

@-: Position 17 > |

@: Position 18

i{_Jrosition 19 ( I

|5|r-: Position 2 |

[ : Position 20 E R

$ [Position 21 | Select Grade:

i Position 22 i [esz \ [-]

b£+_|Position 23 F & . \

@ : Position 34 | Select Spinal Point:

i[Position 3 [ps7 \ [-]

i_]Position 4 | L

HI--= Position 5 ] [Fvacancy 10° =

b _|Position & | g

’E: Position 7 W Select Employes's Foson:

5.0 IBneitinn & i ['mefauit pos| |

el _~» =] Ces rss

11. Click OK:
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1. Once you have loaded your area in the Pay monitoring form in Excel,
right click on the vacant post you wish to remove.
2. Go to Smart View and Remove Vacancy
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3. A prompt should appear saying the Business Rule completed
successfully, click OK to close it.

4. The spreadsheet will automatically refresh, and the Vacancy will have
been removed.

To Note

1. You cannot add or remove a vacancy when in ADHOC. You will need to
generate a new Pay Monitoring form if you wish to exit ADHOC and add/remove
a vacancy.

2. You cannot remove any existing vacancies, this will need to go through HR for
changes to be made.



Further Support If you have any further queries, please contact the One Source helpdesk on 01922 654320.



