View and Manage Team Member

|
| "8 Sandwel
Compensation B evoroiten Borough Courcil

This guide outlines the steps to follow to access and view team member compensation
information. It also covers how to add additional compensation payment such as first
aid allowances and teaching and learning responsibility (TLR) allowances

1 ONNY

1. Navigate to team 2. View salary and 3. Request additional
member compensation compensation information compensation payments

As a line manager, you have access to details of your team members' compensation, including salary
information and details of any additional compensation payments.

You are also able to add certain types of additional compensation payments such as first aider allowances or
teaching and learning responsibility allowances to your team members' records.

To view the compensation payments for a team member, firstly navigate to the My Team tab on the
homepage. Next, select the My Team application.

Good morning, Tracy Nevin
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Ball. Lacy

Position Name
Location Name
Primary Email

Primary Phone
Billing. Sheleer

Position Name
Location Name
Primary Email

Primary Phone

Show Filters

Lacy Ball
Ball, Lacy
Ball

Person Number
Assignment Number
E14470
Job Name.
Job Code
Job Mame and Job Code
Positian Name
ousing Investment & pment Of
Position Code
1400

Positian Name and Position Cade
susing Investment & Development

Location Mame
uncil Hse Oldbur

Location Code
Counil Hse Oldbur

Location Name and Location Code

Business Unit
User Person Type
Cost Center

Department Name.

Business Unit
User Person Type
Cost Center

Department Name
MBC-RGNT

Select the name of the employee whose record you wish to view.

View By | Assignme

Cost Center

Department Hame
SMBC-RGNTI H

Grade Code
MBC Band F|-15541

Service Years

Legal Entity
Country Code
Country Name
Location Name and Country Code

Local Time and Location Name
A ST) Count

User Status
oll Eligible

Current Salary

The My Team Overview page is displayed. Select the Compensation button on the left-hand side of the page.

Sort By | Name ascending



| The Compensation page for the selected employee now opens. The page is split into two sections, Current
Salary and Additional Compensation. Selecting the arrow to the right of each section will expand or hide the
details within the section.

Details of additional compensation such as First Aider allowances appear in the Additional Compensation
section.

Details of any TLR or SEN allowances for Schools colleagues will also be displayed in the Additional
Compensation section.

= ORACLE

Compensation

Lacy Ball

Salary

39,186.00

Start Date Grade Name

Action Grade Step

Salary Basis
v Saary Spina Legal Employer ®

Annwal Salary

39,186.00

| As a line manager, you can add an additional compensation payment award to an employee’s record. To do
this, firstly navigate to the My Team tab and then select the My Team application.
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A list of your team members is displayed. Select the three-dot icon to the right of the employee’s name, and
then select Individual Compensation from the drop-down options list.

- — { My Team

Workers

Document Deivsey Prefacences

Ball, Lacy
B Doument Records

Housing Investment & Development Officer

Donatiens
Position Name Business Unit
Emotman Conract
Housing Investment & Development Officer Sandwell Metropolitan Borough Counci e
ErmpicymentInfa
Location Name User Person Type
Counl Hse Oldbury Employee Exitiog Absences
Primary Emal Cost Center Fecdoack
sendmail-test-discard@oracle.com U
primary Phane Department Name
4196402424 SMBC-RGNTHO Housing and Partnership Ser

Billing, Sheleen —
SB
Housing Programme Support Cfficer
Position Name Business Unit Semorty baes
Housing Programme Support Officer Sandwell Matropoitan Borough Counci E—
Location Name User Person Type Termiate Enment
Council Hse Oldbury Employee
- 2 Vacancies
Primary Email Cost Center v "
sendmail-test-discard@oracle.com o
e —
Primary Phone Department Name ok Senecule
SMBC-RGNTII0 Housing and Partnership Ser Viorkforce Modeling
o) | s Clarence

Housing Investment & Development Officer

Position Name Business Unit
Housing Investment & Development Officer Sandwell Metropalitan Barough Council
Location Name User Person Type

Council Hse Oldbury Employee

Primary Email Cost Center

sendmail-test discardDeracle.com

Primary Phone Department Hame
01214554555 SMBC-RGNTI0 Housing and Partnership Services

07 The Individual Compensation page is displayed and the When section is expanded

To add an additional compensation allowance, firstly add the date that the allowance is effective from, and
then select the Continue button.

Individual Compensation

) w—————

‘ © when

| [F\When does this award start? I

09/09/2024 0

| Continye
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n The Additional Compensation section opens automatically. Select the Add button.

Individual Compensation

.

(1) When
@ ~dditional Compensatian
[+ e |

, There's nothing here so far.

Showw Prior Compensation

n In the Plan field, choose the type of additional compensation award that you wish to apply from the drop-
down options list.

= ORACLE

dividual Compensation

® when 7=
o Additional Compensation

“Plan Pian

Selact 3 value

Pian

First Aid P Pen i
Market Forces Supplement P Pen

SEN Allowance

- |
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| When selecting a type of additional compensation award from the Plan drop down list, the options available

are:

First Aid P Pen — to be used when awarding an allowance to colleagues who take on departmental first aid
responsibilities.

TLR Pen - to be used when awarding additional payments to Schools colleagues taking on additional teaching
and learning responsibilities.

SEN Allowance - to be used when awarding an allowance to Schools colleagues that work with children with
special needs.

Market Forces Supplements P Pen — to be used when making a special compensation payment to attract /
retain specific skills or expertise. This option should only be utilised following detailed discussions with your
HR Business Partner and once all necessary approvals have been received.

Once you have chosen the type of additional compensation you wish to apply in the Plan field, you must then
make a choice from the drop-down list in the Options field.

The choices in the Options field will be dependent upon the type of additional compensation award you have
selected. There is only a single option to choose from for First Aid or Market Forces Supplement additional
compensation awards:

@ ,dditional Compensation @ ~dditional Compensation
*Plan *Plan
First Aid P Pen | Market Forces Supplement P Pen |
*Option Option *Option Option
Select a value | Select a value |
Option Option
First Aid P Pen Market Forces Supplement P Pen

However, if Teaching and Learning Responsibility (TLR) or Special Educational Needs (SEN) are selected, then
there are a variety of options to choose from.

Take care to select the correct value.

e Additional Compensation © /dditional Compensation
*Plan *Plan
TLR Pen | SEN Allowance |
“Option W *QOption m
Select a value | Select a value |
Opfion - Option

TLR 1 Step 3 P Pen
SEN Nursery Nurses Allow P Pen

TLR 1 Step 4 P Pen
SEN Teachers Allow 1 P Pen

TLR 2 Other P Pen
——— SEN Teachers Allow Mid Point  ——

TLR 2 Step 1 P Pen

(?/ TLR 2 Step 2 P Pen
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In our example, a First Aid allowance is being awarded. Once the Plan and Option fields have been

completed, additional fields appear.

In the End Date field, the Ongoing check box is selected by default. If the payment is to cease after a fixed
period, then uncheck the box and a date field will become available to you to add an end date.

Tnl(.li\-.i(liml Compensation

(1) When

[ ear

@ Additional Compensation

e
Plan
*Option
Start Date End Date
e -
Description

First Ald Centificate, Letter

Attachments

(3) Comments and Attachments

To qualify for a First Aider allowance, a copy of the employees First Aid course certificate must be attached to

the request.

Select the Add Attachment blue text, and then select Add File from the options list.

Individual Compensation

——
(1) when

@ Additional Compensation

“#lan

First Aid P Pen
*Option

irst Ald P Pes

Start Date. End Date

09/09/2024 % ongoing

Description

First Ald Certificate. Letter

Attachments

” Drag files hera or click to add attachmant_~
Add Fie

409 Link

(32) Comments and Attachments
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13 A file explorer window will open. Navigate to the document that you wish to attach and select it.

Select Open.

| &€ = 1 M ThsPC s Deskiop v & | sesrchDesktop » :/ o
Orgenize = Mew folder m e

& 228-LandDGr ™ Nome - Status Date modified Tpe s

Microsoft Teams Onbosrding o Filefolder

Natebooks ) Accessing and Managing Your Team © Mictosaft Word Doc.. 198
L2 Pen Potrsits - N
& Pictures ) First aid centificate 2 Microsoft Word Doc.. 13K I oK cancel

Recordings SlTBaral - o e

hitabords ) 0GL - Gary B @ oft Excel Work & KB

) PPT_CFO04 Intro_to, Orache Fusion draft v0.1 1. cft Powerbom RO

B Socitm Group 1£] GRG Completing Timecards for Team Members () Adobe Acrobat Docu BOKE

C83-South Ayrsy £ QRG Completing Timecards @ %98

¢ § @ d Timecards e} 1081 K8

4] QAG3 Record Sickness Absence [ e 1k
» ThisPC ) Sandwell Kick off =} 16743 KB
3 30 Objects ) Self Directed Solutions for Sandwell Learm e v nKe
9 Desiaop @) SystemDemaFeedback Augld @ oft PowerPoin 3835 KB
5 Documents ) Video_Seript2_View_and Manage. Compensatio... oft Word Doc 6 KB
$ Domiads @ Viveks_HR_Course_Schedule_Nobanji_Oct]_g.. (2 oft Excel Work e
2 Music
& Pictures
B Videos
0510
@ Network v
File name: | First aid certficate v v
Uplosd from makile. I Open | Cancel
(3) Comments and Attachments

14 The certificate has now been attached. Select the OK button, followed by Continue.

- Individual Compensation BEl o

First Ad P Pe
Start Date End Date
09/09/2024 ¥ ongaing
Description
First Aid Certificate, Letter
Attachments
ﬁ Drag files hers or click to add attachment
First aid certificate.docx (1287 KE) &, By Tracy Nevin on 09/09/2024 16:20

(3) Comments and Attachments
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E The Comments and Attachments section now opens. You have the option to add a free format comment and

add any additional relevant attachments. Attachments are added in the same manner as previously
demonstrated in this Quick Reference Guide.

Once complete, select the Submit button.

The request is now complete and is submitted to HR for approval.

Individual Compensation

e

@ When 7 e

(2) Additional Compensation 7 edit

° Comments and Attachments

Comments e '

Attachments

!@2 [Crmee e mmom « ]

That brings this Quick Reference Guide to a close.
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