THE UNIVERSITY of EDINBURGH

System User Guide
How to View Assignment Details, Salary Information

and Continuous Service Dates
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please email hrhelpline@ed.ac.uk

Contents

INEFOAUCTION Lottt b et b e st s st e e bt e b et e bt st e eate s bt eabesabesbesabesntenseeane 2
LN BT ettt ettt s b e et b e sttt b e st b e e h e e bt a e et et e b e b e b e e b e she e st et et et e bebenas 4
View Employment INformation DEtAilS ........c.ecueevieeieiiieceeeeeeeest ettt e ae s 4
VIEW SLAIY ettt ettt ettt e st esae e st e e b e e s st e s be e s st e e bt e ssb e e baesaba e baessbe e s b e e abe e st eesbeenstesabaen 4
View CoNtiNUOUS SEIVICE Date.....c.uiiiiiiiiieeeeeeeeee ettt s s et s 4

I DETAIL ettt ettt b e b e a e bt b et e bt et e e at e bt e b e sateebeebeene e beeane 4
How to View Assignment Details and Salary INformation .........c.coceveeeniiininniniineceneececeesece e 4
EMpPloyment INfOrMation........ooui ittt et e s te e st e s te e st e s be e srsesnbe e ssasnseennns 5

MY SALANY ettt ettt ettt e st e s vt e s b e et e e s st e e be e e st e e b e e bt e et e et b e et e e st e e be e st e e be e raeebeeeraeebeennteenreennns 7
View CONtiNUOUS SEIVICE DAt ....couiiieeiieieeeee ettt ettt et et e st e s bt e st e s b e et e s seesseesseesntenas 10
VEISION HISTOIMY 1ettiiiiiieiiieeete ettt sttt e e st e s et e e e s teessate e s aeeeebeeassssaessaeasssseasssaeenssaeenssseenssaeenssaesnsseennns 13
REVIEWETS & APPIOVELS .viieiiieeitieestteeittessteeesaeessseeessseesssstessssaesssseesssseessssesssssssssssssssssessssssesssseesssseesssesssssaesnns 13

Page1o0f13
PM1152
26A V1.0 May 2026


mailto:hrhelpline@ed.ac.uk

Introduction

This guide covers key tasks for Employees in ‘How to View Assignment Details, Salary Information and
Continuous Service Dates’ system process.

Before you start
This guide covers how an employee can view their employment information and salary details.

Employment Information
In this area you can find details about:

e YourAssignment

e Additional Assignment Info
e Managers

e Direct Reports

e Employment History

My Salary
In this area you can find:

e Your full-time annual salary, full time equivalent (FTE), grade and grade step and the reason for the
change (action and action reason)
e Prior Salary

The annual salary displayed is the salary for a full-time employee. If you work part-time or on an
annualised, fractional or guaranteed hours (GH) contract please read the guidance below. The full-time
salary does not include any allowances or additional payments an employee may receive.

Full time equivalent (FTE) is the number of hours worked per week divided by 35* hours. For example, 28
hours per week =28/35=0.8 FTE.

* Change this figure to the full-time contractual amount for your role e.g. if you are paid based on a 40-hour working
week, 40 should be used instead of 35.

Part Time Employees including annualised and fractional contracts

Part time (pro-rated) salary details for part time staff or those working on an annualised of fractional
contract cannot be displayed. You can easily calculate this using the below calculation

Full time equivalent annual salary + 35* x hours per week

* Change this figure to the full-time contractual amount for your role e.g. if you are paid based on a 40-hour working
week, 40 should be used instead of 35.

Part-Time Staff only - can also use the Net Salary Calculator for a more detailed breakdown of salary
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calculations.
Guaranteed Hours (GH) Employees

The hourly rate of pay cannot be displayed for GH staff, to manually calculate hourly rate of pay use the
below calculation.

Full time equivalent annual salary + 52.143 + 35* (weekly contracted hours)

*Change this figure to the full-time contractual amount for the role e.g. some staff are paid based on a 40-hour
working week, so 40 should be used instead of 35.

Staff on Guaranteed Hours contracts can also use the part time pay scales to see examples of hourly rates
of pay.

In the Prior Salary section, the earliest salary shown is as at October 2020 when the People and Money
system was implemented. Pay impacting changes are shown on the specific date they occurred. These
changes could be due to a pay award, increment, statutory change or actions taken to your record (e.g.
promotion, transfer, change of hours). In some instances, the prior salary history may not have resulted in
an actual change in salary.

The Grade Step Rate Synchronization action occurs when university-wide system adjustments are made
to specific pay grades, even if you're not in that grade. For example, when the National Living Wage
changes, all staff will see an entry labelled "Grade Step Rate Synchronization", regardless of whether the
change affected their specific grade and salary at the time.

Continuous Service Dates

In this area you can find details on your length of service at assignment, person and legal employer level.
e Assignment = the most recent assignment start date.
e Enterprise = all the work relationships and assignments of the person
e Legal =start date with the legal employer

Depending on the changes within your employment, all three of the levels could show the same date.

If you have transferred to new posts, you can view the start date of each assignment using the ‘Position’.
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In Brief

This section is a simple overview and should be used as a reminder. More detailed information,
screenshots and tips is provided within the ‘In Detail’ section.

View Employment Information Details

1. From the home page, click the Me tab then click Personal Information.
2. Select Employment Info.

3. Select the relevant assignment.

View Salary

1. From the home page, click the Me tab then click Personal Information.
2. Selectthe My Salary.

3. Selectthe relevant assignment.

View Continuous Service Date

1. From the home page, click the Me tab then click Personal Information.
Select Employment Info.

2
3. Select Continuous Service Dates.
4. Select the relevant assignment.

In Detail

This section provides the detailed steps and includes relevant screenshots from the system.

How to View Assignment Details and Salary Information

1. For both Employment Info and My Salary, from the home page, click the Me then select Personal
Information.
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Note: My Salary is also available from the left-hand side “Quick Actions” navigation.
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Employment Information
1. Select the Employment Info tile
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2. Select the relevant assignment from the drop down at the top of the screen (if you hold more than
one post). All relevant assignment details will be found under the headings Assignment, Managers,

Direct Reports (if you are a line manager), Historical changes and Future changes. To see more

S

: THE UNIVERSITY
of EDINBURGH

Employment Info

Assignment

Person Number
Person Type
Employee

Position

FTE
al

Worker Category

Proposed Start Date

NHS Honorary Contract

HESA Activity Standard Occupational Classification
Other Administrative Occupations

Managers

Line Manager

Historical changes

Grade Step Rate Synchronization
Start Date - 1/08/2025

Action Reason

Grade Step Rate Synchronization

Assignment Number
E

Automated Grade Step Progression
Start Date - 1/08/2025

Action Reason
Automated Grade Step Progression

Assignment Number

“rRA 3
Change of Line Manager

Start Date - 2/06/2025

Action Reason
Transfer of Manager

Administrator (C1) (PAO - Administration)

details on the historical or future changes you can click the links.

Personal Job Title

Business Unit

University of Edinburgh

Job
Administrator (C1) (PAO - Administration)

Grade Step
UEO6 UEQ6 - Step 4

100% off campus working (approved flexible working ONLY) Derived Standard Working Hours
No 35 Weekly

Probation Period

12 Months
Assignment Category
Open Ended
Primary Assignment
Yes

Contract Review Date

HESA Level
XpertHR level L

Of-Campus Working Days (approved flexible working ONLY) Context Value

Last Updated Date
4/08/2025 6.32.PM

Last Updated Date
1/08/2025 5.30.AM

Last Updated Date
2/06/2025 8.41.AM
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Continuous Service Dates ‘Additional Assignment Info

Assignment Number
Position Code

Department

Philosophy, Psychology and Language Sciences

Location

Dugald Stewart Building

Working Hours
35 Weekly

Probation End Date

Default Expense Account
7T % . +000000.00000000.0000

0000.000.000000.000000

Projected End Date

Research, Teaching&Research,/Teaching Orily

4

Clinical Increment Date

Last Updated By

Last Updated By
SCHEDULER_HCM

Last Updated By
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Note: If you wish to view your Additional Assignment Info, please click the box at the top right.

THE UNIVERSITY
of EDINBURGH

Continuous Service Dates Additional Assignment Info

< Employment Info

My Salary
1. From the home page, click the Me then select Personal Information or from the left hand side

“Quick Actions” navigation click ‘My Salary’.

THE UNIVERSITY
of EDINBURGH
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2. Ifyou selected Personal Information above, then select the My Salary tile.
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3. Select the relevant assignment from the drop down at the top of the screen (note this will also
display inactive assignments).

Personal Job Title

Postdoctoral Research Associate (Inactive - Payroll Eligible) v

Postdoctoral Research Associate (Inactive - Payroll Eligible)

Postdoctoral Research Associate

Research Associate (C1) (ACAD - Researcher) (Inactive - Payroll Eligible)
Teaching Support - Demonstrator

Last] yor

The a University Teacher -time your equivalent salary can be easily calculated by using the following calculation:

Annual Salary x FTE

For Guaranteed Hours staff and for a more detailed breakdown of salary calculations please refer to the net salary calculator webpage on the link below.

Linkm net salary calculator webpage (right click and choose "Open New Tab" to ensure you are not logged out of People & Money

Start Date Grade Step
1/03/2020 UEO7 - Step 7

Annual Salary
40,322.00 GBP (FTE 0.5)

4. Under Current Salary you will see your Annual salary, FTE, grade and grade step.

In this example below (where the employee holds only one assignment) the individual is part time
and works 28 hours per week (0.8FTE). The pro-rated annual salary is worked out using the
calculation:
full time equivalent annual salary + 35* x hours per week
(£44,263.00 + 35 x 28 = £35,410.40)
*Change this figure to the full-time contractual amount for your role e.g. some staff are paid based
on a 40- hour working week, so 40 should be used instead of 35.
Anyone working on a Guaranteed Hours contract can calculate their hourly rate using the following
calculation:
full time equivalent annual salary + 52.143 + 35* (weekly contracted hours)
*Change this figure to the full-time contractual amount for your role e.g. some staff are paid based
on a 40-hour working week, so 40 should be used instead of 35.

DEVE - (BAU DEV) - PZT 11.JAN-2024 at Spm UK Time.

THE UNIVERSITY
of EDINBURGH

Compensation

The annual salary displayed is the full-time salary. If you work parttime your equivalent salary can be easily calculated by using the following calculation

Annual Salary + 36° hours X part-time hours per week

an 2 40 hour working week the calculation would be A

Page 8 of 13
PM1152

26A V1.0 May 2026



5. Toview your prior salary, click on Show Prior Salary, to expand the list.

DEVE - (BAL DEV) — PT 11-JAN-2024 i Spm UK Time.

('ﬁ;"‘ THE UNIVERSITY
YaY: of EDINBURGH

Compel

The annual salary displayed is the full-ime salary. If you work parttime your equivalent salary can be easily calculated by using the falloving calculation

Annual Salary + 35° hours x part-time hours per week

Annusl Salary
44,263.00 G833 (FTE 0

Action Annual Salary

Grade Step Rate Synchronization 44,263.00 GBP (FTE 0.8)

Action Reason Grade Step

Grade Step Rate Synchronization WEQT - Step 7

Start Date

1/08/2023

Hide Prior Salary

43,155.00 GBP Annually Start Date 1/02,/2023

42,155.00 GBP Annually Start Date 1/11/2022

42,155.00 GBP Annually Start Date 1/10/2022

42,155.00 GBP Annually t Date 1/08/2022

39,739.00 GBP Annually Start Date 1/06/2022

39,739.00 GBP Annually Start Date 5/04/2022

39,739.00 GBP Annually Start Date 1/04,/2022

39,739.00 GBP Annually Start Date 1/08/2021
017.00 GBP Annually t Date 9/07/2018

a. The earliest start date shown is your actual assignment start date.
The earliest salary shown is as at October 2020 when we implemented People and Money.
c. Any salary changes are shown on the specific date they occurred. These changes could be
due to a pay award, increment, statutory changes or actions taken to your employee record
(e.g. promotion, transfer, change of hours). In some instances the prior salary history may
not have resulted in an actual change in salary.
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6. Toview further details about each line, click on the hyperlink to take you to the salary details
screen. Here you will see Action and Action reason (reason for the change), Start Date, Annual
Salary, FTE, Grade and Grade Step.

The Grade Step Rate Synchronization action occurs when system adjustments are made to
specific pay grades, even if you're not in that grade. For example, when the National Living Wage
changes, all staff will see an entry labelled "Grade Step Rate Synchronization", regardless of
whether the change affected their specific grade and salary at the time.

11-18N.

THE UNIVERSITY
of EDINBURGH

Compensation

View Continuous Service Date
1. From the home page, click the Me tab then click Personal Information.

THE UNIVERSITY
* of EDINBURGH

Good morning,

2. Select Employment Info.
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THE UNIVERSIT
of EDINBURGH

{ Personal Info

e Personal Details

Details about yourself, such as name,
date of birth, marital status, and
national identifier.

Manage your decument records and
associated attachments, such as birth
and marriage certificates, awards, and
recognition

Family and Emergency Employment Info Additional Assignment Info
Contacts

Add or update ways you can be Add family and friends to contact in Details about your assignment, such View more details about your
reached, such as phone, email, and case of emergency. as legal employer, business unit, assignment.
address. department, and location.

@ My Salary

View current and past full-time salary
details. For part-time or guaranteed
hours, use the calculator provided to
determine your equivalent salary.

Additional Person Info

View more details about yourself.

@ Identification Info

View and edit your passport, driver
license, visa, and citizenship info.

Contact Info

3. Select Continuous Service Dates.

THE UNIVERSIT
EDINBURGH

Employment Info

Continuous Service Dates Additional Assignment Info

Assignment

Person Number
Person Type
Employee

Position

Administrator (C1) (PAO - Administration)

Grade
UEO6

100% off campus working (approved flexible working ONLY)
No

FTE
1

Worker Category

Proposed Start Date

NHS Honorary Contract

HESA Activity Standard Occupational Classification

Other Administrative Occupations

Off-Campus Working Days (approved flexible working ONLY)

Personal Job Title

Business Unit

University of Edinburgh

Job

Administrator (C1) (PAO - Administration)

Step
UEQ6 - Step 4

Derived Standard Working Hours
35 Weekly

Probation Period

12 Months
Assignment Category
Open Ended
Primary Assignment
Yes

Contract Review Date

HESA Level
XpertHR level L

Context Value

Assignment Number
Position Code
Department

Philosophy, Psychology and Language Sciences

Location

Dugald Stewart Building

Working Hours
35 Weekly

Probation End Date

Default Expense Account
_ . TTT 7 000000.00000000.0000
0000.000.000000.000000

Projected End Date
Research/Teaching&Research/Teaching Only

Clinical Increment Date

4. Select the relevant assignment using the dropdown menu.
Notes:
e Assignment =the most recent assignment start date (default view)
e Enterprise = all the work relationships and assignments of the person
e Legal =start date with the legal employer
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THE UNIVERSITY
of EDINBURC

< . Continuous Service Dates

Select continuous service

Continuous Service Type . Position
Assignment Continuous Start Date

Manager (C1) (PAO - Human Resources)

Continuous Service details

@ Continuous Service dates were last calculated on 14/09/2025.

Length of Service Continuous Service-Change Start Date

0 Years 5 Months and 1 Days

Personal Job Title Continuous Service Basis
Days

Legal Employer Worker Type

University of Edinburgh Employee
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Continuous Service-Change End Date

Ongoing

Position Start Date

Assignment Number
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Version History

Version

Date

Description

Approved By

1.0

25 May 2026

Transferred guide to new template

Replaced Employment info screenshots to reflect the
new look of the Redwood screens

Added section on continuous service

SK

Reviewers & Approvers

Further details of the Reviewers and Approvers of this document can be found by contacting HR Process

Improvement. Please raise a Service Request using the category Continuous Improvement.

Page 13 0f 13

PM1152
26A V1.0 May 2026



