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1 Overview for Maintain Employment Details

1.1 Background 

As part of the HR Innovation Program a number of HR forms are required to support the new HR processes. As a result several existing forms will be replaced and made available on The Wire. 

The following forms have been completed to date with the consultation and endorsement of the HR working group and user group:

	Sr. No. 
	Form Name 
	Online 
	Manual 

	1
	Maintain Employee Personal Details
A. Office based staff and 
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	2
	End of Employment / Engagement
A. Office based staff and 
B. Field based staff
	
	 

	3
	Starting Authority
	 
	

	4
	New Hire 
	 
	

	5
	Establish and Maintain Position 
	 
	

	6
	SAP Access Requirements
	 
	


This Business Requirements Document (BRD) relates to the creation of the:

 Maintain Employment Details Form.

The online forms are a first step to full automation and integration to SAP. These forms are not a replacement for HCM Forms and Processes they are an interim solution and “quick win”.

1.2 Business Objective 
The objective of implementing an online HR form for Maintain Employment Details as part of the HR Innovation program is to:

· Ensure managers take ownership of completing and approving all forms

· Reduce manual flow of paper relating to HR transactions.

The benefits of this will be:

· Improved accuracy for validation and audit purpose

· Timeliness of results by reducing cycle time

· Easy to use and record information to complete SAP transaction(s)

· Clearly define role and responsibility of the Manager vs. the HR Administrator

The project aims to achieve these objectives by:

· Establishing a best practice & continuous improvement approach to how we do HR.

· Streamline the Maintain Employment Details form to reduce double handling and duplication.
· Accurate and consistent data being managed and entered in the same way by all divisions in SAP.
· Look and feel: The form is designed with input types relevant to SAP e.g. add checkboxes, dropdown boxes and single or multi-line text boxes with final approval dates. 
· Support the organization’s strategic agenda: The project allows for implementing a flexible resource model that accommodates changing mission requirements, promotes process efficiency thereby decreasing process redundancies.
· Create an HR SAP inbox: Where all forms will be received and processed this will help to break down functional silos. 
· Volume of requests: By keeping a track of the number of forms being received in the HR SAP inbox the team can reach a minimal cost per transaction.

· Mitigate risk: Enable managers to review upcoming work and constraints in advance so that work or resources can be scheduled or re-scheduled. This will encourage the transactional team to plan their time in accordance with priority of tasks to action. 

· Align people and business needs: To achieve a high performance culture by providing workload visibility.
1.3 There are a number of key transactions that this form supports:

· Temp Assignment

· Rotational Staff

· Contract Ext

· Internal Hire

· Change of Employment
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Managers must select the appropriate Reason for Change and complete the form in conjunction with their HR Administrator. In some cases the manager may not be the one who completes this form, similar to the End of Employment Engagement Form.

The look and feel of the form will be consistent with the other online forms developed and rolled out to the business on Monday, 29 April 2013 i.e. Maintain Employee Personal Details and End of Employment/Engagement Form.

2 Scope of Work

The Online MEDF replaces the APPROVED proposed manual form attached below;
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Service Number

Division 

Branch 

Section

Org. Unit Name

Hrs. 

worked 

per day

Start 

Time

End 

Time

if Yes, update 

Work schedule 

Rule

Comments from Manager

Name Date

Yes No Yes Yes No

Name Date



Cost Centre No. & 

Name

Employee Group & 

Employee Subgroup



Signature



Signature

HR Administration Use Only



Part Time % (if applicable)

Position ID 

(Moving to)



Grade / 

Classification

Fax Number



Days worked in a week

Work Telephone



Approvals

Secondment

Others

Fixed Term - Contract Extension

Internal Hire End of Secondment

Position Title

(Moving to)



Start Date

Maintain Employment Details

Purpose: To maintain Employee details in SAP and ensure information

Apprentice

Graduate

Work Experience On Loan 

is maintained accurately. Managers must complete this form in conjuction with HR Administration. 

Reason for Change

Rotational Staff Temporary Assignment

Acting for

First Name

Cadet

Change of Employment Status or Hours

(e.g. Full Time / Part Time) 

Current Position

Last Name 



Trainee

To be completed by the Manager



Position Title

(Current)

Position ID 

(Current)



(Date) (Day)

Wednesday

Position Moving To



Work Mobile Number 



End Date 

(For Acting for/ On loan, 

Secondment, Fixed Term)



Total hrs. per month

No

Sunday



  Immediate                  Six Months

Actual Weekly Working 

Hours 

(if relevant)

Pay Point/ TRP % 

Monday

Tuesday

Thursday

Friday

Saturday



Email copy of form to Corp. Payroll 

(Payroll@ausgrid.com.au)

Vacancy status changed for 

a Secondment?

Form saved in 

PHF?

First day of Scheduled 

RDO (If Agreement Staff)



0

0

  Yes No



Payslip Location



Total hrs. per week

Once completed, print, sign and return the form to HR Administration Team.

Shift Work?



Position Location

Travelling Time 

Headquarters


2.1 Dependencies

	Dependency

	Relying on Business Administration Officers to provide the relevant information to design the form.

	Business Processes and Work Instructions are completed and signed off.


2.2 Known Risks

	Risk
	Mitigation / Contingency / Action
	Severity
(H,M,L)

	Timeframe – originally not on the list of key forms to be delivered by 29/4.

Technical resources may not be available to ensure delivery based on target date.
	Technical team to try and meet deadline or deliver as soon as possible after 29/4.
	H

	Communication and Training – Delivery Team need the required form to ensure it is included in training.
	Provide required information based on assumption that the form will be delivered at go live or within 1st week of go-live.
	H

	The existing manual Maintain Employment Details form and fields included in it are not all referred to in the process/work instruction documents. 
	Review of work instructions by user group members required. 
	M

	“to-be” Business process for Rotational Staff has not been “formally” defined.
	The form will act as an input to the current “informal” process.
	M


2.3 Business Assumptions

2.4 Open Issues

	Issue No
	Issue Description
	Date Raised
	Raised By
	Status
	Comments

	1.
	Ensure that work instructions include reference to all fields on the form. 
	April 1st week
	Anu Mahajan 
	Open
	Liana to provide feedback.

NB. Low impact as the key scenario is covered in the work instruction.

	2.
	“to-be” Business process for Rotational Staff has not been “formally” defined.
	April 1st week
	Anu Mahajan
	Open
	Online form is based on assumption that similar fields and process will be followed.


3 Process Flow 

3.1 Process Flow Diagram 

The following “to-be” processes for Temporary Assignment is mapped and approved by the working group and endorsed by the HR user group:
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Other process that was mapped and approved by the working group and endorsed by the HR user group is called Internal Hire:
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The “to-be” processes for Rotational Staff are being developed and will be ready for June Go Live; this is being worked in consultation with subject matter experts. 

NB: The process and work instructions for Fixed Term – Contract Extension and Change of Employment status or hours is highlighted with the process group and will be ready for June Go Live. 
NB The project team has designed a generic form flow to suit the above processes.

3.2 Key Activity Description

The form design is based on the following work instructions:

1. PPOME – Create On Loan or Acting For Relationship
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2. PA40 – Assign Replacement to Secondment Position
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3. PA40 – End of Secondment
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4. PA40 – Reassign Employee to New Position (Internal Hire)
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4 Detailed Business Requirements

4.1 Form Flow Requirements is based on the Process Flow Requirements
· Amend this title to be descriptive of the process or function being detailed – see examples above
· Each requirement within the subsection(s) should be set out in a new [numbered] row as outlined below.  
	Req No.
	Requirement Description

	5.1.1
	Initiating and completing the form includes the following steps:

1. Position’s Manager Completes the form and submits the online form via email.

2. Submitting triggers a confirmation email to the manager with an attached checklist also available on The Wire.
NB The approval by the replacement manager will be conducted verbally prior to the online form being submitted. 
3. Managers assistant completing on behalf of the manager can also submit the form. 
NB The request will need to workflow to the Position’s Manager for approval / decline.  



	5.1.2
	1. Only approved forms will workflow to the HR SAP inbox. 
NB If the form is declined there will not be a requirement for the form to workflow to thr HR SAP inbox.

2. HR Administrator will action the request via the HR_SAP@ausgrid.com inbox.

NB If pay or location is changing HR Administrator will manually submit the form to Corporate Payroll to update Chris.


4.2 Form Design Requirements

Option 1
Manager’s PA initiates the form on behalf of the Manager:
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Option 2

Manager initiates the form:
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Secondment Form
Managers can refer to MSS and or work in conjunction with the HR Administrator to complete these fields.

On the online form only appropriate fields will be made available for managers to complete. 

The fields agreed with the business will look as below for each form:

Current Position
All fields are mandatory unless specified in the screen shot below:
· Position ID and Position Title – Managers must type the current Position ID and Position title.

· Service Number – This is a mandatory field. The user must type the Service No. on the online form.

· First Name and Last Name – These fields will auto-populate once the user enters the T Number also known as the Service Number.
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Position Moving To
· Position ID and Position Title – Managers must type the to be Position ID and Position title of the employee.
· Division, Branch, Section, Org. Unit Name, Cost Centre No. and Name – These are drop down fields from SAP. A list of all active employees was run as at 23 April 2013. (SAP data extract attached separately). Vendor to build an auto suggests functionality (where applicable for name and number both e.g. cost centre) to ensure the form is user friendly and intuitive.
· Travelling Time Headquarters – This is an optional field, to be completed by the manager when applicable. 
· Start Date - Defines the start of the Secondment. 

· End Date – This date defaults to 31/12/9999 in SAP, if the end date is available type the date when the secondment will end. Add a calendar option with no date restriction for both start and end date.
· Grade / Classification – Grade and Classification is recorded both in SAP and Chris. 

Leave as free text.

· Pay Point / TRP% - Separate the two fields. Add a drop down (DD) field similar to the travel time solution.
· Position Location, Work Telephone, Work Mobile and Fax Number – Leave as free text for managers to type.
· Payslip Location – Add a drop down (DD) field as specified with the Payroll Team i.e. Email Internal and Email External with the option to type the email id. 
· Is the person’s weekly hrs. Changing? – Add a radio button with Yes and No, If the manager selects Yes, he/she must complete the employees Actual weekly working hours - To confirm
· Does the employee work Part Time hours? - Add a radio button with Yes and No, If the manager selects Yes, he/she must enter the Part Time %
· Create Vacancy - Add a radio button with Yes and No and build a help function or data validation to explain the purpose.
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End of Secondment 
Managers can refer to MSS and or work in conjunction with the HR Administrator to complete these fields.

All fields are mandatory unless specified in the screen shot below:

Current Position

· Service Number – This is a mandatory field. The user must type the Service No. on the online form.

· First Name and Last Name – These fields will auto-populate once the user enters the T Number also known as the Service Number.

· End Date - Defines the date when the secondment will end. Add a calendar option with no date restriction.

Position Returning To
· Position Id – This is an optional filed. Add a help function or data validation as shown below. 

· Position Title – This is an optional free text field.
· Travelling time headquarters – This is an optional field with radio buttons as shown below:
· Position Location - Payslip Location – Add a drop down field as specified with the Payroll Team. 
· Create Vacancy and Delimit Vacancy - Add a radio button with Yes and No and build a help function or data validation to explain the purpose as shown below:
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On Loan and Acting For 

Managers can refer to MSS and or work in conjunction with the HR Administrator to complete these fields.

All fields are mandatory unless specified in the screen shot below:
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Rotational Staff 

Managers can refer to MSS and or work in conjunction with the HR Administrator to complete these fields.

All fields are mandatory unless specified in the screen shot below:
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Fixed Term Contract Extension
Managers can refer to MSS and or work in conjunction with the HR Administrator to complete these fields.

All fields are mandatory unless specified in the screen shot below:
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Internal Hire
Managers can refer to MSS and or work in conjunction with the HR Administrator to complete these fields.

All fields are mandatory unless specified in the screen shot below:
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Change of Employment Status or Hours 

Managers can refer to MSS and or work in conjunction with the HR Administrator to complete these fields.

All fields are mandatory unless specified in the screen shot below:
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4.3 User Roles & Responsibilities

	Individual Resource Name or Group
	Responsibility / Job Type
	Will Perform UAT Testing

	Managers
	Position’s manager is responsible to complete / approve / decline the form. 
	Yes

	HR Admin
	HR Administrator is responsible for initiating the SAP transaction, based on the accuracy of the form. 
	Yes

	Managers PA
	PA is responsible for initiating and submitting the form on behalf of the Manager.
	Yes
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Internal Movement Form 1

		

																Internal Movement Form																Version - 2.0

																																Date - 29/01/2013

																		DRAFT ONLY

						Reason for Change

								Staff Appointment no.						Secondment / End of Secondment								Position Regrade						Return from Parental Leave

								Apprentice to trade						Change of Location / Travel Time								Promotion						One Off Bonus

								Contract extension						Graduate / Apprentice Rotation								Transfer						Salary Increase

								On Loan / Acting for						Higher Duties Allowance								Status 
(e.g. Full Time to Part Time)

						To be completed by the Manager

						Personnel ID																		SAP Position ID (moving to)

						First Name																		Start Date

						Family Name																		End Date
(If temporary specify end date of employment)

						Current Details																		Proposed Details

						Paid																		Paid

						Reports to Mgr. Name																		Reports to Mgr. Name

						Reports to Mgr. Title																		Reports to Mgr. Title

						Position Title																		Position Title

						Division																		Division

						Branch																		Branch																Employee Group				Permanent Full time						Employee Subgroup				Apprentice

																																												Permanent Part time										Commercial Graduate

						Section																		Section																				Indirect Labour										Engineers Agreement

																																												Director										Enterprise Agreement

						Location Name																		Location Name

						Org. Unit Name																		Org. Unit Name																				Paid Internship										Exec. Asst. Agreement

																																												Fixed Term Full time										General Award

						Cost Centre																		Cost Centre																				Fixed Term Part time										Senior Contract

																																												Unpaid Work Exp.

						Grade / Classification																		Grade / Classification																				Casual

						Employee Group																		Employee Group

						Employee Subgroup																		Employee Subgroup

						No. of hours worked				List days worked in a week				Total hrs. worked for the day listed										No. of hours worked				List days worked in a week				Total hrs. worked for the day listed

										Total hrs. per week				0.00														Total hrs. per week				0.00

										Total hrs. per month				0.00														Total hrs. per month				0.00										Medical Check						Police check

										Part Time % 
(if applicable)																		Part Time %
(if applicable)

						First day of Scheduled
RDO (if applicable)																		First day of Scheduled
RDO (if applicable)

						Work Telephone																		Work Telephone																		Completed						Completed

																																										Not Completed						Not Completed

						Work Mobile #																		Work Mobile #																		In progress						In progress

						Fax #																		Fax #

						Travelling Time								Immediate										Travelling Time								Immediate

														6 months																		6 months

						Approvals

						Approving Line Manager

						Line Managers name												Line Managers 
Signature								Date 
Approved

						Approving HR Parties Assessment

						HR contact's name												HR Contact 
Signature								Date 
Approved

						HR forward the completed/approved form to the Senior Leadership Team Member for final assessment/approval when required.

						Senior Leadership Team Member (SLT) Final Assessment/Approval (when required)

						SLT Signature												HR Contact 
Signature								Date 
Approved

						Forward to Payroll Services for Processing and copy to the Personal history file.
Print, Sign and return the completed / approved form via internal mail / email to you're relevant HR Contact





MED

		

						Maintain Employment Details

						Purpose: To maintain Employee details in SAP and ensure information

						is maintained accurately. Managers must complete this form in conjuction with HR Administration.

						Reason for Change

						Temporary Assignment								Rotational Staff										Others

						Secondment								Apprentice										Fixed Term - Contract Extension

						End of Secondment								Graduate										Internal Hire

						On Loan								Work Experience										Change of Employment Status or Hours
(e.g. Full Time / Part Time)

						Acting for								Cadet

														Trainee

						To be completed by the Manager

						Current Position

						Position ID 
(Current)														First Name

						Position Title
(Current)														Last Name

						Service Number

						Position Moving To

						Position ID 
(Moving to)														Start Date								End Date 
(For Acting for/ On loan, Secondment, Fixed Term)

						Position Title
(Moving to)														Cost Centre No. & 
Name

						Division														Employee Group & Employee Subgroup

						Branch														Work Telephone

						Section														Work Mobile Number

						Org. Unit Name														Fax Number

						Grade / Classification														First day of Scheduled RDO (If Agreement Staff)

																								(Date)						(Day)

						Pay Point/ TRP %														Actual Weekly Working Hours (if relevant)				Days worked in a week						Hrs. worked per day		Start 
Time		End 
Time

																								Monday

						Payslip Location

																								Tuesday

																								Wednesday

																								Thursday

						Position Location

																								Friday

																								Saturday

																								Sunday

						Travelling Time 
Headquarters				Immediate				Six Months

																								Total hrs. per week						0

																								Total hrs. per month						0

																								Part Time % (if applicable)

						Shift Work?				Yes				No

						if Yes, update 
Work schedule Rule

						Approvals

						Comments from Manager

						Name												Signature												Date

						Once completed, print, sign and return the form to HR Administration Team.

						HR Administration Use Only

								Email copy of form to Corp. Payroll (Payroll@ausgrid.com.au)												Vacancy status changed for 
a Secondment?								Form saved in 
PHF?

										Yes		No								Yes		No						Yes		No

						Name												Signature												Date



&C&14Form Owner - HR | Version 1 | March 2013 | Maintain Employment Details



DD

		Employee Group - Employee Subgroup				Work Schedule Rule				Days

		Permanent Full time - Senior Contract				15 Hour Week				Monday

		Permanent Full time - Enterprise Agreement				16 Hour Week				Tuesday

		Permanent Full time - PM&S Agreement				18 Hour Week				Wednesday

		Permanent Full time - Engineers' Agreement				19 Day Month				Thursday

		Permanent Full time - Exec Asst Agreement				20 Hour Week				Friday

		Permanent Full time - Commercial Graduate				24 Hour Week

						25 Hour Week

		Permanent Part time - Senior Contract				25.2 Hour Week

		Permanent Part time - Enterprise Agreement				32 Hour Week

		Permanent Part time - PM&S Agreement				6 Day Shift

		Permanent Part time - Engineers' Agreement				7 Day Shift

		Permanent Part time - Exec Asst Agreement				7.2 Hours 3 Day Week

		Permanent Part time - Commercial Graduate				7.2 hours 4 day week

						7.2hr *2 Days

		Fixed term Full-time - Senior Contract				8 Hour Week

		Fixed term Full-time - Enterprise Agreement				9 HR 4 Day (ULM)

		Fixed term Full-time - PM&S Agreement				9DF Major RDO Fri

		Fixed term Full-time - Engineers' Agreement				9DF Major RDO Mon

		Fixed term Full-time - Exec Asst Agreement				9DF Major RDO Wed

		Fixed term Full-time - Apprentice				9DF Minor RDO Fri

		Fixed term Full-time - Commercial Graduate				9DF Minor RDO Mon

						9DF Minor RDO Thu

		Fixed term Part-time - Senior Contract				9DF Minor RDO Tue

		Fixed term Part-time - Enterprise Agreement				9DF Minor RDO Wed

		Fixed term Part-time - PM&S Agreement				CONT 7.30ST 15:30ET

		Fixed term Part-time - Engineers' Agreement				DIRECTOR

		Fixed term Part-time - Exec Asst Agreement				Full time 35 Hour Week

		Fixed term Part-time - Apprentice				Full Time 36 hr week

		Fixed term Part-time - Commercial Graduate				Hrs Booked Unlimited

						HRSULM 35 Hour Week

		Casual Employee - Enterprise Agreement

		Casual Employee - Engineers' Agreement

		Casual Employee - Exec Asst Agreement

		Indirect Labour - Labour Hire

		Indirect Labour - Contracted Services

		Indirect Labour - Other

		Director - Director

		Paid Internship - Paid Internship

		Unpaid Work Exp. - Unpaid Work Exp.












