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1. Login to self-service

1.1 What browser does self-service work in?
The recommended browser for ‘self-service’ is ‘Chrome’; however,
it may also work in the following browsers:
e Internet Explorer
o Firefox
e Safari

Contact the ICT Service Desk for web browser support.
(ictservicedesk@londonmet.ac.uk)

1.2 How to log into self-service?

You can access the HR self-service system via ‘Quick links’ on the
Staff Zone.

Manog: " BP5 QAS KR Portal  sof HESAID System Log o HESA Staf record 2

Quick links will open the screen below. Click on ‘Log on to HR self-
service’:

« C i 8y staff londonmet.ac.uk,
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Employee and manager self service

HR Self Service enables staff to book leave requests, report sickness and access digital

payslips

mployee and manager sell service
109 0n 10 HR Self Service
Human Resources teams

HR Self ServiceTs available to all University staff
It should be noted that HR Self Service is usually only accessible via a PCllaptop connected to the

Universi ty network

Employee Self Service Guidance

The secure login screen will appear and you will need to login
using your University network username and password.
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Londonmet Employee Self-Service
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Quick Links

Quick Links
Personal Profile

Once you are logged in, you will see the ‘Workbench’ screen,
which is the main overview page for self-service.

2. Workbench — Employee

2.1 Workbench view

This is the ‘employee’ view that everyone will see. Line managers
will see an additional tab in this view called ‘Manager self-service’,
which will show all the manager functions.

Employee Services

| o |
- Map Directory index || ~ Most Frequently Used
Payment d Employee Search I T
Gﬁ%ﬂ) : 3o Create Leave Request-Vacation/Sick
Leave Overview

View Your Londonhet Salary Statement B | Ghange data about yourselview organisaton detais or .

search for an & mployee via Whos Who, dalan Setnent
Quick Links 55'5”:3‘ Ffﬂ'g e
nE Quick Links iew Time Account Balances

Who is Who Contracts of Employment and Handbooks 1

Organisation Chart S0 S Handbgok
Working Time Who is Who

PSD Staff
Record sick leave and request holiday leave e-Recruitment Organisation Chart
e Teaching StaffHandbook
Quick Links In this area, you can use services from E-| Professional Grade
Create Leave Request- Vacation/Sick Research Grade
Leave Overview Quick ks Hourly Paid Lecturing Staff
View Time Account Balances Career and.Job Services Mainstream Academic
Personal Information ( 22 Corporate Information ~ Related Links
il
¢

View personal details and change your address, bank Corporate Business Lo ekt
details, emergency contactor other personal data
View/Print your P60 Quick Links

Contracts of Employment and Handbooks
Quick Links
Personal Profile

a. The self-service system will display your name at the top left
hand side, welcoming you to the system.

| Welcome Sally Batty

The top row of tabs gives you access to the different self-
service functions. The bottom row gives you the option to link




to your overview, googlemail, staff service desk or LiveLink.
Navigation tools:

WA o |

History, Back Fo

Cpen in New Window
Refresh

Help

Details

Add to Portal Favorites

Icon / word |Meaning

Log off This is log out of the system

History This will show you all the
navigation history of where you
have been in one session.

Back Here is where you can go back a
page.

Forward Here is where you can go forward
a page

Refresh This will refresh you screen.

Help This can give you help on the
system.

The tabs below allow for different display format options for
your main menu.

- Map Directory Index |

The overview or main menu gives you access to all the areas
that are available in self-service.

@_  Payment ¢ Employee Search
0% y @O POy
vig : i OW| .
View Your Londonlet Salary Statement Change data about yourself, view organisation detais or search
for an employee via ¥hos Who
Quick Links
Salary Statement Quick Links

Working Time

e-Recruitment

=
~Al=E
. In this area, you can use services from E-Recruiting, Talent

Request - Vacation/Sick Management, and Performance Management

Record sick leave and reguest holiday leave

Quick Links
Create

View Time Account Balances » Corporate Information

Ijg-,j L) ;\

=) Personal Information Corporate Susiness

Quick Links

personal detads and change your address, bank details.
Contracis of Employment and Handbooks

ncy contact or other personal data

Quick Links

Personal Profie

The Most Frequently Used tab will display your most
frequently used items.

= Most Frequently Used

Cragle Legve Beguesd - WVacabon/Sick



3.  Working time

This section enables you to request annual leave and report sickness
absences.

The ‘Working Time’ section has a list of quick links.

Working Time

RHecord =ick leave and reguest holiday leave
Quick Links

Create Leave Reguest - Vacation/Sick
Leave Overview

View Time Account Balances

‘Create Leave Request’: for booking either holiday or sickness absence.

‘Leave Overview’: gives a summary of annual leave bookings and
sickness absences.

‘View Time Account Balances’: displays a summary of annual leave
taken and outstanding

3.1 Leave request screen

Selecting the link ‘Create Leave Request — Vacation/Sick’ will
display the screen below. You can access four different types of
data via the four tabs.

Leave Request: New

Send | B Send and New

[ b Calendar Team Calendar Time Accounts i Leave Reguests ]

View:[October _ +|[2013_ v| Apply

4 October 2013 November 2013 December 2013 >

Mc Tu We Th Fr Sa Su Mo Tu We Th Fr Se Su Mo Tu We Th Fr Sa Su

Bz 1 [2]: 56| +4|28|29/30/31] 1[213] 45 .
=

Absent Muttiple Entries Sent [ Deletion Requested Non-Working Day
Holiday

~ Leave Details Check
Type of Leave

Type of Leave: * [Annual Leave v

De=scription: Annual Leave

General Data

Start Date: * [02.10.2013 [ial)
End Date: * [03.10.2013 [i53]

Begin Time: lcnfcb 00 ‘

End Time: [00:00:00 ]

Absence hours: \ 0 DC\

Next Processor: |Mr Andrew Leedham

Lines for Notes:




3.1.1 Calendar tab

3.1.2

The default view is the ‘Calendar’ tab, which displays a three
month calendar.

The calendar provides a summary of all your leave requests.
Click the arrow key next to the first or last month on the
display to scroll backwards or forwards through the months.

Leave Request: New

() Send | = Send and New

= Calendar Team Calendar | Time Accounts Leave Reguesis |
View: [October w|[2012  ~] Apply
4 October 2013 November 2013 December 2013 »
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
Bl 1 [2]: 5 8| 4428|2920 12|38 48|25|28|27 o| 1
41| 7| &|9|10|11 4203 45 5|67 7 8

14l 1
1

Absent Multiple Entries Sent ] Deletion Requested Non-Working Day
Holiday

Team calendar

The ‘Team Calendar’ tab displays the requests and
approved leave made by you and other colleagues in your
immediate team and will inform you whether your leave
requests clash with colleagues’ requests.

Tue Ued Thu Fri Sat Sun Hon|Tue Wec Thu Fri Sat Sun fian Fri Sat Sun fon Tue Wed Thu FriSat Sun fon Tue bed Thu
10203 4 5 6 7|8 9 10 11 12 13 14 15 16 17 (18 19 20 21 22 23 24 25 26 |27 28 29 30 31

Hiss Ludia Fernances
T Vince Cox

tr Robert Davies

s Deborsh Kerp

I fndrew Leedhan
I Jerzy Streleun

Sent. Miltiple Entries Non-borking Oay Travel 1
Fosent. M Deletion Requested  Holiday

3.1.2.1 Select team members

Within the ‘Team Calendar’ tab you have the option
to select which members of your team you wish to
see on your team calendar.

Select Team Members X

Select Al Deselect All

Name Showy

Mot Defined +
Mr Ben Ainslie
Miss Annie Lush

Miss Hannah Mills | |v

Mr lain Percy

["]Show only Employess with Absences in this Period

3.1.2.2 Print team calendar
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You can print off your Team Calendar by clicking
on the Frint Team Calendar Tab.

3.1.3 Time accounts

The ‘Time Accounts’ tab is where you can view how much
annual leave you have. It will also display any “Carried Over
Leave” from the previous year.

2. Calendar Team Caiendar Time Accounts Leave Rsauests

3.1.4 Leave requests

The ‘Leave Requests’ tab displays all the leave you have
requested, and whether they have been approved, rejected
or deleted.

3.1.5 Leave details

¥ Leave Details Check

Type of Leave

General Data

Below the calendar window, you will find the leave details
section. This section is where you can enter leave requests
or record sickness absences.

3.2 Creating leave requests

In the ‘Workbench’ select ‘Working Time’ then select ‘Create
Leave Request — Vacation/Sick’ as shown below.

ﬁ ...... Working Time
Record sick leave and reguest holiday leave

Quick Links

Reguest - Vacation/Sick

Create Lea

View Time Account Balances



The “Type of Leave’ dropdown box gives you four options of types
of leave you can request.

~ Leave Details Check \

Type of Leave ],-Mum Leave
ft.rmuu!Lea-e

| Annual Leave Half Day
Sickness

| Sickness Half Day OSP/SSP
General Data X

]
(]

Note: Sickness absence of less than half a day does not need to
be recorded on the system. Staff still need to follow normal
procedures for reporting absences locally to line managers.

3.2.1 Annual leave request

To request annual leave, you will need to select ‘Annual
Leave’ from the field ‘Type of Leave’ and then select the
start and end date.

Note: You are able to select the start date from the
calendar, but will need to enter the end date manually. You
can also use the menu icons at the right hand end of each
date box. There is an option to enter a note to your manager
if required.

Type of Leave

General Data

3.2.2 Sickness request

When you are reporting a sickness absence, you have the
choice of reporting either a half-day or a longer period from
the ‘Type of Leave’ as shown below.

Type of Leave ’F«Mudé Leave

ype of Leave Annuai Leave Ann

Sicknessy
Sickness-Part-Day

Description: Annual Leave

I |

General Data




Note: Sickness absence can only be entered on the portal if
the absence is less than seven calendar days (five working
days). If it is for a longer period then you will need to submit
a sickness absence notification form and a medical
certificate to Human Resources, who will then enter your
sickness absence on the system.

v Leave Details Check

Type of Leave

3.2.3 Half day sickness

When you book a half-day sickness, you will notice that you
are only able to enter the start date; however, you will need
to enter the time to indicate whether you were off in the
morning or the afternoon.

~ Leave Details Check

Type of Leave

Type of Leave: = [Sickness Part Day v

ABSENGE FROM WORK DUE TO SICKNESS
Self Certfication is only possible for shorter
periods of absence. If your sick leave is shorter
than five working days then enter the details using
the self service portal. You can use the illness

Description: code to select flom the existing list. If your entry is
notin the list, please enter a description in the
nextfield. A medical certiicate is required for
periods of absence due to sickness in excess of
one calendarweek. This has to be processed by
the HR department

General Data

Start Date: * [29.06.2016 2]
End Date: [29.06.2016

Begin Time: [00:00 |
End Time: [00:00 )

Absence hours: [ 0.00)
Desc. iliness: = | [u]]
New Note

For all sickness absence recording you will need to fill in the
‘Desc. illness’ field.
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Click on the icon at the end of the ‘Desc. iliness’ field for a
dropdown of over 290 illnesses to report the nature of your
illness.

All Values: Code for deseription of lliness

Results List: 295 results found for Desc. liiness

ness 4 Descrigton

Poos Astretis —
BNPo10 Dack pan

BNPOLS Back protiom

ENPO20 Cartisge darage

DnPO2s Cervical spondyloris

BP0 Coctyx iy

ENPas Dise proties

BNPOL0 Lumbeo

BNPOLS Nach peny

BNPOS0 QA torm -

'(.;-(":Cnr-:d,

In order to narrow down your selection you can do a search
by entering your illness into the description field in the ‘Show
Search Criteria’ tab, located in the top right hand corner of
the illness list.

Search Criteria

liness: < |:| &

Tip: You can type part of the

[V Restrict Number of Yalue List Ertries To 500 |”neSS in and then use the W||d Cal‘d
*)

Description: =] |Ne* | =

Enter in the iliness or part of the illness followed by the
wildcard, and then click on search. This will give you a list of
all the illnesses matching your search criteria.

Select your illness and then press the ‘OK’ button to
continue with your leave request.

Results List: 7 results found for Desc. illness

liness = | Description
|| enposs Neck pain
|| neuoeo Neuralgia
| SDMO3S Nervous breakdown
|| somoso Nervous debilty
| SDM095 Nervous disorder
| | sDm100 Neurasthenia
\7 SDMI05 Neurosis

(oK ] [Cancel

{1\ Last day 20.10.2013 of attendance/absence s 3 Say off (att/absence type ALO1) - Display Hek

Note: Selecting the illness will automatically populate the
‘Desc. lliness’ field with the ‘Description Code’ and return
you to the ‘Leave Details’ screen.

11



3.2.4 Checking leave

Once you have entered in the details of your ‘Leave
Request’, click on the ‘Check’ button which is located next to
the ‘Leave Details’ heading.

v Leave Details Check
I

This function allows you to check if your leave clashes with
any other leave requested by colleagues.

Note: You will not be notified if you have requested leave at
the same time as another team member but you can review
this in the team calendar (see 3.1.2).

Note: An error message will appear if there is a conflict
between the request you are making and any historical
booking in the system.

A ‘hazard warning’ message will display if there is an error in
your input, similar to the example message below, which
indicates that the last day of your leave is a non-working
day.

Leave Request: Annual L eave, 14:10.2013-20.102013 = x

& Last day 20.10.2013 of attendance/absence is a day off (at

4 »

Type of Leave

Type of Leave: Annual Leave

General Data
Start Date: 14102013
End Date: 20102013
Bedgin Time: 00:00:00
End Time: 00:00:00
Absence hours: 35.00
Next Processor:  Mr Andrew Leedham
Lines for Notes:

Once you are happy with your submission, click on the
‘Send’ button or ‘Send and New’ that is located under the
heading ‘Leave request’.

Leave Request: Annual Leave, 14.10.2013-20.10.2013

€ Send | 2 Send and New

When you have clicked on the send button, a summary of
your leave request is displayed which allows you to re-check
the detalils.

If the details are correct, click the ‘OK’ button

12



The ‘Leave Overview’ screen will indicate that your request
was sent successfully and will display your ‘Time Accounts
Overview'.

Leave request was sent successfuly

Start tme End Date £nd tme Next Processor | Status Absence hours | Used
00:00:00 18102013 00:00:00 Mr Angrew Lee... Sent 3500 | S Days
~ Time Accounts Overview
Time Account: [All Types v show from: ) Aspy
Tme Account Deguction from Deduction to Enttlement Enttiement Minus Planned
01.10.2012 21.07.2014 2250 Days 2250 Days

Your leave request will initially be displayed in red until your
manager approves it. Approved leave is displayed in blue.

Leave Request: New

(@ Send | i Send and New

e Calendar Team Calendar Time Accounts Leave Requests |
View: [October ~|[2012 | appiy
1 October 2013 Nowvember 2013 December 2013 »
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Ss Su Mo Tu We Th Fr Sa Su
40|30| 1| 2|3 B8 516 4128/ 29(30|3

E]a o [10[11]42 13
+2 145 e M7 g 12 20

222324 |25/28 2

9|30 |31

Absent Multiple Entries Sent [ Deletion Reguested Noen-Working Day
Holiday

Note: The system approves sickness absence requests
automatically and sends your manager an email notification
of your absence.

13



Summary of creating a leave request

Steps |Actions
1 Select working time from the main menu.
2 Click on the ‘create leave request — vacation/sick’.
3 Select what type of leave you want from the drop down list.

Annual leave request

Select the start and end date for your leave.
Note: You can select your start date from the calendar, but will have
to enter in you end date manually.

Annual leave half day request

Enter in the start and end time.
Note: This is so that the system can know if it is half day in the
morning or afternoon.

Sicknes

s leave request

Select the start and end date for your leave.
Note: You can select your start date by using the calendar, but will
have to enter in you end date manually.

3.1 (c)

Click the icon at the end of Desc. illness. Note: this is to bring up the
full list of illnesses.

3.2 (c)

If you don’t know the code of your illness you will have type in your
illness into the description field under the ‘Show Search Criteria’ and
then click the ‘Start search’

3.3 (c)

Click on your illness from your search.

Sicknes

s leave half day request

Enter in the start and end time.
Note: This is so that the system can know if it is half day in the
morning or afternoon.

3.1 (d)

Click the icon at the end of Desc. illness. Note: this is to bring up the
full list of illnesses.

3.2 (d)

If you don’t know the code of your illness you will have type in your
illness into the description field under the ‘Show Search Criteria’ and
then click the ‘Start search’

3.3 (d) |Click on your illness from your search.
Checking leave request
4  |Press the ‘Check’ button you see if you are ok to proceed with your
leave.
5 Click on ‘Send’ button (To make your request and send it to the your
manager)
6 Press the ‘Ok’ button to process leave request.

14




3.3

3.4

What happens to your leave request?
Depending on what type of leave you requested, your request will
show on the team calendar either as red (sent) or blue (approved).

Your line manager will receive notification of your request via email
as per the example below:

SELF-SERVICE (3) Annual Leave Request - Mr Vince Cox has requested annual leave from 28/10/2013 to 31/10/2013 Please logon to

SELF-SERVICE (3) Annual Leave Request - Miss Lydia Femandes has requested annual leave from 14/10/2013 to 18/10/2013 Please

In the case of sickness absence, the email to your line manager will
indicate the length and type of illness. The employee will receive
the same email.

SELF-SERVICE (2) Sickness Absence Notification - Lydia Fernandes - absent from 03/10/2013 to 03/10/2013 due to Back pain . This

Amend/delete leave requests

In order to amend or delete your leave request, go to the ‘Working
Time’ area and click on ‘Leave Overview'.

All your ‘Leave Requests’ and your ‘Time Accounts Overview’ will
be displayed

Working Time

Record sick leave and request holiday leave

Quick Links

Create Leave Request - Vacation/Sick

View Time Account Balances

3.4.1 Deleting leave requests

Select the leave request you wish to delete and then click on
the delete icon next to your leave in the ‘actions’ column. A
message will display prompting you to check if this is the
leave request you want to delete:

:Cancelleaverequest

Do you really wwant to cancel
f’/l Sicknes=s(04.10.2013)7
/ L]
If you press ‘Yes’ then in the leave overview it will show the
following:
| # W | sickness 04.10.2013 00:00:00 04.10.2013 06:00:00 7.00 Approved
j Ve ﬂ Delete Sickness 04102013 00:00-00 04.10.2013 00:00-00 Mr Andrew Lee 700 Approved

15



A new request is displayed but this time the word ‘delete’ is
put in front of your original leave request as shown below.

’7 ﬂ Sickness

Delete: Sicknesg

3.4.2 Amending leave requests

Select the pencil icon alongside the leave request you want
to edit.

This will redirect you back to your leave details, where you
will be able to edit the original leave. You will be able to

change the type of leave, dates and times. You will need to
follow the same procedure you did before to request leave.

# [ | Sickness Half 03.10.2013 12:00:00 02102012 17:00:00 250 Approved
¢ [ | Sickness 03.10.2013 00:00:00 02102013 00:00:00 Mr Andrew Lee. 7.00

As you can see from the above, your edit is displayed as a
new entry.

Amending/ deleting leave requests summary

Steps |Actions

1 Go to the ‘Working Time’ area and click on ‘Leave
Overview’

Deleting leave requests

2 (a) |Find the ‘Leave Request’ you want to delete.

3 (a) |Click on the delete icon in the action column

4 (a) |A message box will come up asking you to confirm
whether you want to delete ‘Leave Request’. Click
‘Yes’ or ‘NoO’.

Amending leave requests

2 (b) |[Select the leave that you wish to edit.

3 (b) |Change the data field that needs to be changed and
follow it though like you were making a new leave
request.

Note: the fields that can be changed are: time, date,
type of leave.

16



Payments
4.1 Salary statements

The ‘Payment’ section contains your current and previous payment
statements.

5 @@ _.  Payment

ﬁ (50)
View Your LondonMet Salary Statement

Quick Links
Salary Statement

To access your statements, click the ‘Salary Statement’ link. This
will bring up your current salary payslip in a separate window.

Note: Select previous statement to view the last month’s payslip.

T/ S I D/ T I D/

I Londonmet Employee Self-Service

Overview | GoogleMail | Staff Service Desk | Livelink | Panel Member

Salary Statement
L]

Show Overview

4 Previous Salary [Next Salary Statement (]

LONDON

Name Ms = - Dept = METROPOLITAN
UNIVERSITY

Employee No. = Tax Code 1150L 0 Sort Code

Pay Group No. Pension Cont. 6.80 % AccountNo. —==

Pay Date 24.06.2017 03 Contributions Letter 2

Pay Method BACS N.I. Number -

Pay & Allowance Deductions Balance & totals to date

Hours Rate Amount. Amount
Basic Pay = = [rax paid === 3 || Total Gross
London Weighting 3==23 |LPFA —— = || raxable Pay = 2
NI Cat A ==23 || Tax Paid ===

NI Contributions =

You will be able to view your payment date, the ‘Gross Amount’ and
‘Payment Amount’ summaries by expanding the ‘Show Overview’
tab.

Londonmet Employee Self-Service

Overview | GoogleMail | Staff Service Desk | Livelink | Panel Member

Salary Statement
[ |

Show Overview

4 Previous Salary Statement | | Next Salary Statement 3\

|
1 ]

unknown.pdf 171 (&}

unknown.ndf
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5. Personal profile

5.1 Personal information

You can view, update and edit your personal details in the
personal information section.

B_. Personal Information

View personal details and change your address, bank details,
mergency contact or other personal data

Quick Links

Personal Profile

You can view or edit any of your details in ‘Personal Profile’ in the
six different heading/areas..

Personal Profile

~ Personsl Data ~ Bank Information

/3

/8

4 |

Note: To make changes to any areas, select the pencil icon or, to
delete, click the dustbin icon. To add details, click on the add icon

5.1.1 Personal data

Within ‘Personal data’, you can change your ‘Known As’
name; your marital status and sexual orientation; and you are
able to add a photo. Your ‘Known As’ hame and your
uploaded photo will be visible on the ‘Employee Search’.

Note: All white fields can be edited.
5.1.2 Addresses

Edit 0002 - Personal Details
@ seve and Back [Elsave ¥ Cance )

Hame. Birth Data




This section contains your permanent and term time address
details which are editable. In addition, the dropdown list
contains your emergency contact and forwarding address

details.
~ Addresses [FAdda
Permanent Address
Addresses Term Time Address

Dot Addroas Emergency Contact Details
Forwarding Address
Strecrrvome ﬂ..,g»;w ToTrTYe———— //'>

Town/City:

Telephone Number:

Term Time Address
Street Name: 10 London Rd 71
TowniCity:

Telephone Number:

5.1.3 Communication

Here you can edit the way in which you would like the
University to communicate with you.

~ Communication [(®adda
Fax
Communication First telephone number at work
. Mobile
E-mail ob
Pager p
TS001825@LONDONMET.AC o - >

Note: You can edit any data with a pencil icon next to it.

5.1.4 Bank information
You are able to view and change your bank details.

Note: You can only change the white fields. The greyed out
fields are locked.

Edit Main bank
& save and Back [E]save ¥ Cancel

Bank Data
Payee: |Miss Lydia Fernandes
City / Postal Code: N7 8DD
Country: |United Kingdom
Bank Sort Code: [010071 (| NAT WEST BANK PLC -BIDDULPH

Account Number: [12345678 |

]

Building Soc. Roll Number: {

Payment Method: |BACS Transfer

Note: You will not be able to change your bank information

during the monthly payroll processing as the system is
locked for a week to allow time for the payroll to be checked

and run.

5.1.5 Additional personal data
19



This data can only be viewed and not edited.

~ Additional Personal Data

Additional Personal Data

Ethnic Origin: Vhite - British G

Employee search

Employee search is similar to the White Pages staff telephone directory

facility on the ‘Staff Zone’. You will find this section under the main
workbench.

@mQ Employee Search

om@
Change data about yourself, view organisation details or search
for an employee via YWhos Who.

Quick Links
Who is Who

Organisation Chart

6.1 Who is who

The ‘Who is who’ link is a staff telephone directory similar to the

‘White Pages’ telephone directory on the staff zone.

Tip: You can enter in the last name or first name of the person you

are searching for or do a * wildcard search. Once you have

pressed the search button a list will appear in the ‘Result List’ as

shown below.

Please enter the search criteria

Advanced search Change Own Data

Last Name: [penrcse |

First Name: \ [

{ search.. | [New Search |

Result List
Lastname Knownas Extension E-malil Building Room
Penrose  Jack

Penrose Martin 6666 M.PENROSE@LONDONMET. AC.UK  TOWER BP3-28
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Once you have found the person that you are searching for, you
can select them and view their profile details, as shown below.

Please enter the search criteria

Advanced search Change Own Data
Last Name: penrose

First Name:

o

Employee profile for Mr Martin Penrose

Communication

Extension: 6666

E-mail: M.PENROSE@LONDONMET.AC.UK
Department

Organizational unit: ESS Testing Unit

Position ESS Manager

Cost center: SYS016

Building: TOWER

Room: BP3-26

Miscellaneous

Last name: Penrose
Known as: Martin
Back to Result List

6.1.1 Advanced search

You are also able to carry out an advanced search for staff
using the following headings as shown below:

Please enter the search criteria

Eng advanced searchi Change Qwin Data

Qrganizational unit:

Position:

Cost Center:

Extenszion:
Building Code:
Room Number:

6.1.2 Change you own data

To change your own data, you will have to click on the
underline that says ‘Change Own Data.

Please enter the search criteria

Advanced search

Lazt Name:

First Name

Search..
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There are three stages to complete in editing your own data.

N 00000 - 00 0 [EAVNA on U . W N
(LD S LR U LU ) ondonmet Manager Self-Senvice
Overview | GoogleMail | Staff Service Desk | Livelink | Panel Member
Change Own Data
¥

Change Own Data

» 11 o 3 4 -
Overview Edit e Save t

Communication

Extension =

E-mail L ~_TW@LONDONMETAC.UK

Department

Building: B

Room

Miscellaneous
License Plate Number:

|4 Previous Step | [Edit |

6.2 Organisation chart

The organisational chart displays the organisational structure and
will show you who your line manager is.

Organizational Chart
v London Metropolitan University
w ESS/MSS Testing Department
= Mr Ben Ainslie:Head of ESS/MSS
= Mr lain Percy:Head of ESS/MSS
= Miss Hannah WMills:Lecturer
= IMiss Annie Lush:ESS/MSS Administrater
b ESS Testing Unit
P MSS Testing Unit
b SUBSTIMUTE MANAGER TESTING UNIT
» Teacher's Pension Widow(erjs

» Vice-Chancellor&Chief Exec's Office

Superior Level

You can view the full university structure by pressing the button at
the bottom called ‘Superior Level’. This will take you up a level each
time, until you have reached the highest level, at which point the
following message will be displayed:

(@ Highest organizational level reached.
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