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EPM Portal
Logging In
The EPM Portal is available at epm-portal.co.uk
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Description automatically generated with medium confidence]From the Log In Screen you are able to log in to your account.


[bookmark: _Toc483568406][bookmark: _Toc52287277][bookmark: _Toc52288619]Multi-Academy Trust Log In
If you are logging in as a user with oversight of multiple academies within a trust you will be presented with a list of the academies you have authorised access to.
Click on the school number to view details of a particular academy. This will take you to the specific academy’s home page.

















[bookmark: _Toc486599616][bookmark: _Toc52287278][bookmark: _Toc52288620]EPM Portal Tabs Overview
[bookmark: _Toc52287279][bookmark: _Toc52288621]My Home Page
Select My Home Page or the EPM logo to return to the home page, where the following information can be found:
School details
EPM contact details
HR and Payroll cut off dates
Upcoming contract changes for the term such as temporary appointments, hours and allowances that are due to end, maternity and sickness cover posts and employees on unpaid or maternity leave.
Status of HR instructions that have been entered, e.g. whether they are pending, have been processed by EPM or are still in draft format and have not yet been submitted to EPM.
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Employees
Select this to display a menu with the following options:
Create Employee
List/Amend
Staff Increments
Web Transactions
A list of any instructions sent to EPM via the portal can be viewed in Web Transactions. From here you can view the status of any instructions:
Draft – you have saved a draft copy of an instruction, this has not been submitted to EPM.
Pending – the instruction has been received by EPM and is pending review and process.
Processed – the instruction has been processed and is available to be included in Payroll.
Completed – the instruction has been finalised and documentation has been sent.
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[bookmark: _Toc52287282][bookmark: _Toc52288624]Payroll
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Description automatically generated with medium confidence]Select this to access the payroll functions, including ePayslip registration, adding variances and absences.



















[bookmark: _Toc52287283][bookmark: _Toc52288625]Download Reports
A number of reports are available to download directly from the portal, including staff lists, leavers reports, payroll reports, payslips and many more. For multi-academy trust (MAT) users, we have MAT reports to allow you to see information for all the academies within the trust. 
See Appendix A for examples.
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[bookmark: _Toc483568419]Archived and Other Reports
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Description automatically generated with low confidence]Historical reports can also be accessed via the Download Reports function.
























[bookmark: _Toc52287285][bookmark: _Toc52288627]My Details
Select this to display a menu with the following options:
Change Password
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[bookmark: _Toc486599617][bookmark: _Toc52287286][bookmark: _Toc52288628]EPM Portal Entry Guidance
[bookmark: _Toc52287287][bookmark: _Toc52288629]Create New Employee 
When you add a new employee via the portal you will follow a simple step-by-step process to add the employee’s personal information as well as the details of the new appointment. 
Under Employees tab select Create Employee.
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Description automatically generated with low confidence]The following six tabs will appear: 




































Personal Details:
Use this tab to add the personal data for the employee. This information should be found on the employee’s application form. The DfE number, also referred to as Teacher Reference Number (TRN), can be found on a teacher’s qualification certificate. It is vital that personal details are entered correctly as this has implications for pre-employment checks and pensions reporting that we carry out on your behalf.
[bookmark: _Toc52287288][bookmark: _Toc52288630]Equality
Use this tab to add the employee’s equality data. Such as, Religion or Belief, Sexual Orientation, Personal Relationship, Disability and Primary Ethnic Origin. 
[bookmark: _Toc52287289][bookmark: _Toc52288631]Contact Details: 
Use this tab to add the contact information and bank details for the employee.
[bookmark: _Toc52287290][bookmark: _Toc52288632]Appointment Details:
Use this tab to add the details of the employee’s appointment. Information in many of the drop-down list boxes is populated depending on the option selected previously, e.g. the list available in the Job Family drop-down box will differ according to the selection made in the Appointment Type drop-down box.
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[bookmark: _Toc52287291][bookmark: _Toc52288633]Continuous Service: 
If continuous service dates for the employee are unknown, select the Continuous service not known check box. If continuous service dates are known please type the dates in the relevant text boxes. 
Current employer date: this is the date that the employee has been continuously employed by the same employer.
Local government date: this is the date that the employee has been continuously employed by any employer covered by the Redundancy Payments (Continuity of Employment in Local Government, etc.) (Modification) Order 1999.
EPM will check continuous service dates as part of their pre-employment checks. In order for this to take place, please ensure a copy of the employee’s application form is sent to the EPM HR Contact.
[bookmark: _Toc52287292][bookmark: _Toc52288634]Allowances: 
Use this tab to add any allowances. A drop-down list of allowances will be available to select from. If the allowance has an end date there is a box to input this. Type the gross annual figure for the allowance in the text box.
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Description automatically generated with low confidence]Select Submit once the instruction has been completed. 
















A summary screen will appear showing you details of the instruction that has been submitted. You are advised to print a copy of the summary screen or save for your records as it isn’t possible to view this page again once you have left this screen.


[bookmark: _Toc52287293][bookmark: _Toc52288635]Employee Search Functions
You can select a specific employee in one of two ways:
Type the employee’s name in the search box at the top of the screen.
From the Employees menu, select List/Amend then select the employee from the list displayed. This list can be filtered by employee number/first name/surname/NI no/date of birth, etc.
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To view an employee’s details, click on the employee number for the employee. The Employee Details and Appointments tabs will be displayed. By selecting the Appointments tab you will be able to view a list of all appointments for the selected employee, including past and future. You can make changes to current and future appointments.
[bookmark: _Toc52287294][bookmark: _Toc52288636]Amend Employee Details
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Description automatically generated with medium confidence]Search for the employee as detailed under Employee Search Function.
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Description automatically generated with medium confidence]When the employee details are displayed select Amend Employee on the left-hand side of the screen. The Employee and Appointment Wizard will appear where personal, contact and bank details can be amended.

Select Submit once the instruction has been completed. A summary screen will appear showing you details of the instruction that has been submitted. You are advised to print a copy of the summary screen or save for your records as it isn’t possible to view this page again once you have left this screen.
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[bookmark: _Toc52287295][bookmark: _Toc52288637]Amend Appointment
Search for the employee as detailed under Employee Search Function.
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Description automatically generated with low confidence]When the employee details are displayed click the Appointments tab. Select the appointment that is being amended by clicking on the appropriate number under the current appointments. If the employee has more than one current appointment they will all be listed here.











Select the Amend button on the left-hand side of the screen. 
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The Amend Appointment Wizard page is displayed. From this screen you can make the required changes to an employee’s appointment using the drop-down lists available. 
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Description automatically generated]Before completing the transaction you can review any changes you have made. If any details have been entered incorrectly you can select Previous and make further changes. 
















If you are happy with the summary details select Finish. Your instruction will be sent directly to your assigned EPM Administrator. A further screen will appear confirming the details of the instruction and that your instruction has been successfully submitted. You are advised to print a copy of this summary screen or save for your records as it isn’t possible to view this page again once you have left this screen.
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[bookmark: _Toc52287296][bookmark: _Toc52288638]Add New Appointment
Search for the employee as detailed under Employee Search Function.
When the employee details are displayed select Add Appointment on the left-hand side of the screen. The Employee and Appointment Wizard will appear.
Enter appointment details. Please refer to Create New Employee guidance if unsure. 
Select Submit once the instruction has been completed. A summary screen will appear showing you details of the instruction that has been submitted. You are advised to print a copy of the summary screen or save for your records as it isn’t possible to view this page again once you have left this screen.
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[bookmark: _Toc52287297][bookmark: _Toc52288639]Resign an Appointment
Search for the employee as detailed under’ Employee Search Function’.
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Description automatically generated with low confidence]When the employee details are displayed click the Appointments tab. Select the appointment that is being resigned by clicking on the appropriate number under the current appointments. If the employee has more than one current appointment they will all be listed here











	
Select the Resign Appointment button on the left-hand side of the screen. The Resign a Contract page is displayed. This page should be used for ending all appointments whether the resignation is voluntary or compulsory.
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Enter the last day of employment in the Effective Date of Resignation text box.
Select the reason for termination of the contract from the drop-down list box.
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Description automatically generated]Select Submit once the instruction has been completed. 
[image: A screenshot of a registration form

Description automatically generated with medium confidence]A summary screen will appear showing you details of the instruction that has been submitted. You are advised to print a copy of the summary screen or save for your records as it isn’t possible to view this page again once you have left this screen.


[bookmark: _Toc52287298][bookmark: _Toc52288640]Resign All Appointments
Search for the employee as detailed under Employee Search Function.
When the employee details are displayed select Resign All App’ts on the left-hand side of the screen. The Employee and Appointment Wizard will appear.
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Description automatically generated with medium confidence]Enter the last day of employment in the Effective Date of Resignation text box.
Select the reason for termination of the contract from the drop-down list box.





















Select Submit once the instruction has been completed. A summary screen will appear showing you details of the instruction that has been submitted. You are advised to print a copy of the summary screen or save for your records as it isn’t possible to view this page again once you have left this screen.


[bookmark: _Toc52287299][bookmark: _Toc52288641]Extend Temporary Fixed Term Appointment
Search for the employee as detailed under Employee Search Function.
When the employee details are displayed click the Appointments tab. Select the appointment that is being amended by clicking on the appropriate number under the current appointments. 
When the employee details are displayed, click on Extend Contract button on the left-hand side of the screen. The Extend/Make Permanent Wizard is displayed.
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In the Effective Date text box, type the date the change is effective from.
From the Contract Status drop-down list box, select Temporary - Fixed Term.
In the End Date text box, type the revised end date for the contract.
Please note that if an employee has worked the full term, up to and including the last day, they are entitled to be paid to the end of the school holiday period.
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Description automatically generated with medium confidence]Select Submit once the instruction has been completed. A summary screen will appear showing you details of the instruction that has been submitted. You are advised to print a copy of the summary screen or save for your records as it isn’t possible to view this page again once you have left this screen.


[bookmark: _Toc52287300][bookmark: _Toc52288642]Make Temporary Fixed Term Appointment Permanent
Search for the employee as detailed under Employee Search Function.
When the employee details are displayed click the Appointments tab. Select the appointment that is being amended by clicking on the appropriate number under the current appointments. 
When the employee details are displayed, click on the Extend Contract button on the left-hand side of the screen. The Extend/Make Permanent Wizard is displayed. 
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In the Effective Date text box, type the date the change is effective from.
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Description automatically generated with medium confidence]From the Contract Status drop-down list box, select Permanent.
If the employee is currently on a maternity or sickness cover contract and they are moving to a permanent post, the current appointment must be ended and a new permanent appointment submitted rather than changing the status of the current post to permanent.
Select Submit once the instruction has been completed. A summary screen will appear showing you details of the instruction that has been submitted. You are advised to print a copy of the summary screen or save for your records as it isn’t possible to view this page again once you have left this screen.


[bookmark: _Toc486599618][bookmark: _Toc52287301][bookmark: _Toc52288643]Payroll Home Page
For customers whose contract includes the Payroll & Pensions service, various payroll transactions can be made via the portal.
Access this page by clicking on the Payroll menu. From this page different pay periods can be selected, payroll variances such as overtime or mileage payments can be entered, employee absences can be added as well as viewing relevant payroll data. If you have any queries, please contact your Payroll Administrator.
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Description automatically generated with medium confidence]From the payroll homepage you can access:
[bookmark: _Toc52287302][bookmark: _Toc52288644]






Available Payroll Periods
This section displays information about the payroll periods that are available to work with. If the deadline for this month has passed and the current period is locked, changes can be made for the following month by selecting Use the next period for payroll.
[bookmark: _Toc52287303][bookmark: _Toc52288645]Tax Office Details
This section displays the tax office and PAYE information for the school.
[bookmark: _Toc52287304][bookmark: _Toc52288646]EPM Contact Details
This section displays information for the primary HR and Payroll contacts for the school.


[bookmark: _Toc52287305][bookmark: _Toc52288647]Variance Entry
Select Variance Entry from the Payroll menu or click on Variance Entry on the Payroll Home Page.
To find a specific employee, type the employee name in the Search text box.
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Description automatically generated with medium confidence]To add a variance, click on Variances at the end of the employee details.
The variance screen will appear. Select the variance to be paid from the drop down list under Variance Type. 
Note:
Please enter the hours to be paid when adding overtime and casual claims. 
Please enter the amount to be paid when entering mileage. 
Casual employees are entitled to holiday pay. Please inform your payroll contact whether you pay statutory or contractual holiday pay.
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Select Save once the instruction has been completed.


[bookmark: _Toc52287306][bookmark: _Toc52288648]Absence Entry
Any employee absence should be recorded such as paid sickness, maternity, paid leave and unpaid leave, etc. If the type of absence isn’t available for you to select you can add a note detailing the reason for the absence.
Select Absence Entry from the Payroll menu or click on Absence Entry on the Payroll Home Page.
Select employee from the drop down list. Absence can be recorded for either a day or a period. To record a half day absence, select the day and add a note to advise that this needs to be recorded as half a day. 
The whole period of absence needs to be recorded rather than just the working days of the employee. For example, if any employee is absent from Tuesday to Monday but only works Tuesdays and Thursdays, the absence for the whole period needs to be recorded, including weekends. 
Select Save once the instruction has been completed.
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[bookmark: _Toc52287307][bookmark: _Toc52288649]View Variances
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Description automatically generated with low confidence]This allows variances to be viewed that have been added to the current pay period. Details of variances added can be sorted by employee, cost codes and type of variance. The data can also be downloaded into Excel for ease of use.
[bookmark: _Toc52287308][bookmark: _Toc52288650]













View Absences
This allows absences to be viewed that have been added to the current pay period. Details of absences added can be sorted by employee, cost codes and type of variance and the data can be downloaded into Excel for ease of use.
You also have the option of a calendar view of absences for a specific employee.
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[bookmark: _Toc52287309][bookmark: _Toc52288651]Payroll Schedule
You can view the payroll schedule for the financial year. From here you can see deadlines for:
Adding any variances via the Portal (‘Payroll Cut-off’)
Cut off dates for each pay period
Date that the costings report will be available
Date that payroll needs to be authorised by 
Pay date for that month
Please note that the HR deadline is 48 hours prior to the variance cut-off date on the payroll schedule.
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[bookmark: _Toc52287310][bookmark: _Toc52288652][image: A screenshot of a computer

Description automatically generated with medium confidence]ePayslips Registration
















For guidance on ePayslips, please see our:
Frequently Asked Questions
Single Sign-on Guide
Introduction to EPM’s Self-Service Functionality Video


[bookmark: _Toc486599619][bookmark: _Toc52287311][bookmark: _Toc52288653]Useful Tips
Below are some useful tips on how to use the portal. If an entry is submitted in error please let your EPM contact know who can remove or cancel the entry for you. If in doubt about how to enter an instruction, please do not hesitate to get in touch with your EPM team who will be happy to assist you.
[bookmark: _Toc52287312][bookmark: _Toc52288654]Additional Notification to EPM 
If you are unsure whether you have submitted the instruction correctly or want to add a note to the instruction you can enter this in the additional notification to EPM box. There is a 250 word limit so if you require more than this please send your EPM contact an email with the details. 
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[bookmark: _Toc52287313][bookmark: _Toc52288655]Personal Details
Please ensure that the correct personal details are entered on the portal. Include all previous surnames as these will be required when carrying out Barred List Checks and sending details to pensions. Please include the NI number on the portal instruction if this has been provided.
It is vital that personal and appointment details are entered correctly as this has implications for pre-employment checks and pensions reporting that we carry out on the school’s behalf.
[bookmark: _Toc52287314][bookmark: _Toc52288656]Current Employees Appointed to New Posts
If an employee has been appointed to a new post, rather than amending the details of the current appointment, please ensure a new appointment is submitted via the portal. Please then resign the previous appointment with the reason Promotion in School. This alerts EPM that the employee is not leaving the school and a P45 will not be issued in error. Please ensure the new appointment is added first in order to avoid inputting all the personal details again.
[bookmark: _Toc52287315][bookmark: _Toc52288657]Employees Transferring to another School within a Trust
Where an employee is moving to another post within the trust, please ensure that the resignation reason is recorded as Transfer within Multi-Academy Trust. This alerts EPM that the employee is not leaving the trust. The school that the employee is transferring to needs to add the details of the new appointment.
Deadlines
Please be aware of the HR and Payroll deadlines. Any changes made before the deadline dates are guaranteed to be processed for that month. However, if any instructions come in after this date, although EPM will always try to accommodate any late changes, we cannot guarantee that these will be processed in time for the current month’s payroll and may have to wait until next month.
The payroll portal will lock down at midnight on deadline day. Once this has occurred, no further variances, absences, etc., can be submitted for that pay period. They can continue to be added to the next pay period.
The HR portal doesn’t lock down at any point. Instructions can continue to be submitted at any time regardless of the month the change affects.


Sickness Absence 
Please ensure sickness absence information is entered on the portal in a timely matter so that EPM can calculate sick pay and alert the school if the employee is due to drop in pay. Late entries may mean that half and no pay dates are missed, resulting in the employee being overpaid. 
Honorarium, Recruitment and Retention Allowances
Honorarium allowances can only be awarded to support staff.
Recruitment and retention allowances can only be awarded to teachers. These allowances are time limited and require an end date to be entered on the portal.
Accessing the Leadership Pay Spine for Employees who are not SLT
For any employees who are not SLT but need to be paid on the leadership pay spine, e.g. Coordinators or Heads of Subjects, select the Assistant Headteacher job family. There will be a blank box where the actual job title can be input.
Temporary Fixed Term Appointments
An end date and genuine temporary reason should be submitted for any temporary fixed term appointments. 
Maternity and Sickness Cover Appointments
These appointments do not require an end date but the name of the person being covered must be entered.
Pay Calculations
Deductions for Industrial Action
Teachers are deducted across all payrolls as per the Burgundy Book guidance as salary / 365 for each day.
Support staff are salary / 260 for each day on a 5 day week.


DBS Portal 
Logging In 
The DBS Portal is available at https://epm.disclosures.co.uk/ 
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Description automatically generated with medium confidence]Log In Screen
From the Log in Screen you are able to log in and set up your DBS account. 

















When you first use the DBS Portal you will be taken through an online guide showing you how to use the different features. However, if you need any assistance in the future you can access a Quick Start Guide and Video Guide via the Account Information tab.


Homepage
Once logged you can:
Search for applicants
Check the status of applications
See any updates since you last logged in
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[bookmark: _Toc52287327][bookmark: _Toc52288669]Processing a DBS Application
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Description automatically generated with low confidence]An application can be initiated by completing the following screen. Complete the Applicant Search details and click on Search.
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Description automatically generated with medium confidence]Select one of the three options available (normally ‘complete an application here and now’).
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Description automatically generated]Using the ID provided by the applicant, complete the application following the instructions on the screen.





















Once you have selected the ID from the list provided, completed all other necessary fields and selected the applicable job title, the portal will summarise the information the ID verifier has entered. Please ensure all information on the summary screen is correct before you submit as you will not be able to edit information once submitted.
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Description automatically generated]Please ensure you have selected the correct barred list status when selecting a volunteer role, as you are legally entitled to know the barred list status for those engaged in regulated activity only.















The example above shows this volunteer is not entitled to a barred list check.


Once the ID verifier has electronically signed to say the information provided is correct the applicant can either complete their part of the application ‘here and now’ or later.
Once the applicant has completed their part of the application, the DBS will be quality checked and then released for countersigning. It will then be sent to the DBS for processing. Applications can take between 2 – 10 days to be returned. However, there are some that can take 60 days plus.  EPM can only escalate DBS applications that are over 60 days.  
Once a result has been issued the ID verifiers will receive an email to prompt them to ask to see the issued DBS certificate from the applicant. You must then update the DBS portal to show you have seen the original.
The ID verifier should locate the individual in the applications menu, click on their name and then View Summary Result. You will need to re-enter your user name and password and follow the instructions.
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There will be an option for printing a copy of the summary for the personnel file.
This then completes the process in relation to DBS.  
Please note if the result states ‘Certificate contains no information’ this means the certificate is clear. If the certificate states ‘Please wait to view applicant certificate’ this indicates a positive DBS.
You MUST see the applicant’s certificate as you will need to see the information held in order to complete a risk assessment which MUST be retained on the employee’s file. A risk assessment can be found in section B of www.epm.co.uk 
We have a dedicated DBS Team who will be happy to assist you with any queries. They can be contacted on:
DBS Team
T: 01480 431993
T: 01480 483364
E: dbs@epm.co.uk


[bookmark: _Toc52287334][bookmark: _Toc52288676]Appendix A: Reports



[bookmark: _Toc52267763][bookmark: _Toc52287335][bookmark: _Toc52288677]MAT Reports
[bookmark: _Toc52202383][bookmark: _Toc52287336][bookmark: _Toc52288678][bookmark: _Toc32581801][bookmark: _Toc32582031][bookmark: _Toc33106894][bookmark: _Toc52202384][bookmark: _Toc52287337][bookmark: _Toc52288679][image: A picture containing line, text, number, plot

Description automatically generated]Multi-Academy Trust (MAT) Report: People and Appointment Summary Tab

[bookmark: _Toc10034319][bookmark: _Toc52202385][bookmark: _Toc52287338][bookmark: _Toc52288680]Multi-Academy Trust (MAT) Report: Staff Turnover Summary Tab
	EPM SCHOOL Number
	Name
	Total New Teachers
 to the Academy Trust
	Total New Support Staff 
to the Academy Trust
	Total Teaching Staff 
leaving Academy Trust
	Total Support Staff 
leaving Academy Trust
	Teachers transferred to another Academy Trust School
	Support staff transferred to another Trust School

	C345678
	School A
	0
	0
	18
	21
	0
	1

	C345679
	School B
	0
	0
	8
	9
	0
	0

	C345671
	School C
	0
	0
	2
	24
	0
	0

	C345672
	School D
	0
	0
	11
	6
	0
	0


[bookmark: _Toc10034320][bookmark: _Toc52202386][bookmark: _Toc52287339][bookmark: _Toc52288681]Multi-Academy Trust (MAT) Report: Absence Summary Tab
	EPM School Number
	School Name
	Total Absence in
Reporting 
Period
ex wkd
	Total 
Teaching 
days lost 
ex wkd
	Total 
Support
days lost 
ex wkd
	Total 
Sickness
ex wkd
	Total Long 
Term 
Sickness
 ex wkd
	Family 
Related
Illness 
ex wkd
	Family 
Related
Leave 
PAID 
ex wkd
	Family 
Related 
Leave 
UNPAID 
ex wkd
	Accident 
At 
Work 
ex wkd
	Accident 
Outside 
Work 
ex wkd
	Other 
Absence 
PAID 
ex wkd
	Other 
Absence 
UNPAID 
ex wkd
	Public 
Service 
ex wkd
	Industrial 
dispute 
ex wkd
	Annual 
Leave
ex wkd
	Instances of 
recorded 
absence
over 20 days

	C345678
	School A
	23
	23
	0
	0
	0
	0
	23
	0
	0
	0
	0
	0
	0
	0
	0
	0

	C345679
	School B
	23
	23
	0
	23
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	1

	C345671
	School C
	110
	110
	0
	0
	0
	0
	110
	0
	0
	0
	0
	0
	0
	0
	0
	0



[bookmark: _Toc10034321][bookmark: _Toc52202387][bookmark: _Toc52287340][bookmark: _Toc52288682]Multi-Academy Trust (MAT) Report: Appointments & FTE Tab
	EPM School 
Number
	School Name
	EPM
Employee 
Number
	First
Name
	Last
Name
	Gender
	Birth
Date
	Age
	Appointment
number
	Budget
Code
	Type
	Job Family 
Code
	Job 
Description
	Effective
Date
	Contract
Status
Code
	FTE
Decimal

	C345678
	School A
	
	
	
	Female
	
	62
	
	2000
	Teacher
	
	
	4/1/2016
	PERMANENT
	0.1

	C345678
	School A
	
	
	
	Female
	
	59
	
	2000
	Support
	
	
	4/1/2016
	PERMANENT
	0.8

	C345678
	School A
	
	
	
	Female
	
	42
	
	
	Teacher
	
	
	4/1/2016
	PERMANENT
	0.8

	C345678
	School A
	
	
	
	Female
	
	37
	
	2000122
	Teacher
	
	
	4/1/2016
	PERMANENT
	0.6

	C345679
	School B
	
	
	
	Female
	
	38
	
	
	Teacher
	
	
	4/1/2016
	PERMANENT
	1

	C345679
	School B
	
	
	
	Female
	
	45
	
	2006430
	Teacher
	
	
	4/1/2016
	PERMANENT
	0.8

	C345679
	School B
	
	
	
	Female
	
	47
	
	2006427
	Teacher
	
	
	4/1/2016
	PERMANENT
	1

	C345679
	School B
	
	
	
	Female
	
	65
	
	2003028
	Support
	
	
	4/1/2016
	PERMANENT
	0.65

	C345679
	School B
	
	
	
	Female
	
	41
	
	2000124
	Support
	
	
	7/1/2016
	PERMANENT
	0.81

	C345679
	School B
	
	
	
	Male
	
	58
	
	2000124
	Support
	
	
	4/1/2016
	PERMANENT
	0.59

	C345671
	School C
	
	
	
	Female
	
	45
	
	2000124
	Support
	
	
	7/1/2016
	PERMANENT
	0.87



[bookmark: _Toc10034322][bookmark: _Toc52202388][bookmark: _Toc52287341][bookmark: _Toc52288683]Multi-Academy Trust (MAT) Report: Absences Detail Tab
	EPM HR 
Number
	EPM School 
Number
	School Name
	Employee Name
	Gender
	Teacher 
Support
	Cause of 
Absence
Code
	Description
	Absence 
End Date
	Days Absent
recorded
	Days in 
Reporting 
Period
	Week Days in
Reporting Period

	E987654
	C345671
	School C
	
	Female
	Teacher
	00
	General Illness
	9/27/2016
	93
	31
	23

	E967853
	C345671
	School C
	
	Female
	Teacher
	ML
	Maternity Leave
	8/31/2016
	31
	31
	23

	E789054
	C345671
	School C
	
	Female
	Teacher
	ML
	Maternity Leave
	8/31/2016
	31
	31
	23

	E890456
	C345671
	School C
	
	Female
	Teacher
	ML
	Maternity Leave
	8/31/2016
	31
	31
	23

	E236547
	C345672
	School D
	
	Female
	Teacher
	ML
	Maternity Leave
	8/31/2016
	31
	31
	23

	E349087
	C345672
	School D
	
	Female
	Teacher
	ML
	Maternity Leave
	8/31/2016
	26
	26
	18

	E234098
	C345672
	School D
	
	Female
	Teacher
	ML
	Maternity Leave
	8/31/2016
	241
	31
	23


[bookmark: _Toc10034323][bookmark: _Toc52202389][bookmark: _Toc52287342][bookmark: _Toc52288684]Multi-Academy Trust (MAT) Report: Academy Trust New Starters Tab
	Report
	Employee number
	Gender
	Employee Name
	EPM School number
	School Name
	Appointment Date
	Type
	Job Description
	Contract Status Code
	Job Family Code


[bookmark: _Toc10034324][bookmark: _Toc52202390][bookmark: _Toc52287343][bookmark: _Toc52288685]Multi-Academy Trust (MAT) Report: Academy Trust Transfers Tab
	Report
	Employee
No
	Gender
	Employee 
Name
	EPM 
School 
number
	School
Name
	Type
	Job 
Description
	Contract 
Status 
Code
	Resignation 
Date
	Resignation 
Reason
	Transferred
to
	Destination 
EPM 
School 
Number
	Destination 
School 
Name
	Destination 
Job 
Description
	Destination 
Job Type
	Destination
Contract 
Status 
Code
	Destination 
Contract 
Status 
Code
	New 
Appt 
Date

	Transferred
Appts
	E590467
	Male
	
	C345672
	School D
	Support
	Teacher
	PERMANENT
	31/08/2016
  00:00:00
	TRANSMAT
	Transferred 
to
	C345671
	School C
	Deputy Head
	Support
	PERMANENT
	PERMANENT
	9/1/2016



[bookmark: _Toc10034325][bookmark: _Toc52202391][bookmark: _Toc52287344][bookmark: _Toc52288686]Multi-Academy Trust (MAT) Report: Academy Trust Leavers Tab
	Report
	Employee 
number
	Gender
	Employee Name
	EPM School 
Number
	School Name
	Contract Status 
Code
	Type
	Job Description
	Resignation Date
	Resignation 
Reason
	Current Employment Service Start
	Length of 
Service


[bookmark: _Toc10034326][bookmark: _Toc52202392][bookmark: _Toc52287345][bookmark: _Toc52288687]Multi-Academy Trust (MAT) Report: Lookback Tab
	PERIOD
	EPM 
School  
Number
	School 
name
	Total 
Number
of 
People
	Females
	Males
	Teaching 
Staff
	Support 
Staff
	Male 
Teachers
	Female 
Teachers
	Male 
Support
	Female 
Support
	Perm
 Staff
	Other
	Total 
Appts
	Number
of  
Teacher 
Appts
	Number
of 
Support 
Appts
	Total
Female
 FTE
	Number 
of 
Support 
Appts
	Total 
Female 
FTE
	Total 
Male
FTE
	Total 
Teacher 
FTE
	Total 
Support 
FTE
	Total 
Overall
School 
FTE

	31/05/16
	C345678
	School A
	154
	110
	44
	77
	77
	26
	51
	18
	59
	136
	18
	162
	77
	85
	91.73
	85
	91.73
	42.5
	71.29
	63.01
	134.3

	31/01/16
	C345678
	School A
	154
	110
	44
	76
	78
	26
	50
	18
	60
	138
	16
	162
	76
	86
	91.32
	86
	91.32
	42.5
	69.89
	64
	133.89

	30/06/16
	C345679
	School B
	129
	90
	39
	70
	59
	26
	44
	13
	46
	101
	28
	132
	70
	62
	71.89
	62
	71.89
	35.2
	59.67
	47.46
	107.13

	31/08/16
	C345679
	School B
	132
	92
	40
	73
	59
	27
	46
	13
	46
	104
	28
	135
	73
	62
	74.11
	62
	74.11
	36.2
	62.87
	47.48
	110.35

	31/08/16
	C345671
	School C
	53
	52
	1
	14
	39
	0
	14
	1
	38
	51
	2
	61
	14
	47
	32.91
	47
	32.91
	1
	11.3
	23.28
	34.58

	31/12/15
	C345671
	School C
	55
	54
	1
	14
	41
	0
	14
	1
	40
	55
	0
	62
	14
	48
	33.68
	48
	33.68
	1
	11.7
	23.65
	35.35

	31/12/15
	C345672
	School D
	188
	127
	61
	109
	79
	41
	68
	20
	59
	177
	11
	200
	110
	90
	104.32
	90
	104.32
	57.8
	100.58
	62.25
	162.83

	29/02/16
	C345672
	School D
	185
	127
	58
	108
	77
	40
	68
	18
	59
	172
	13
	197
	108
	89
	103.18
	89
	103.18
	54.4
	99.58
	58.76
	158.34
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[bookmark: _Toc33106905][bookmark: _Toc52202395][bookmark: _Toc52287348][bookmark: _Toc52288690]Year to Date Pension
	Private and Confidential

	A Dummy Customer

	Tax Ref.
	HB19215

	Year / Period
	2020 / 10

	Pension Scheme
	
	Name
	EE Pens.
Contr. %
	Date of
Birth
	Leave
Date
	NI Number
	Pens.
Contr.
Salary
	Pens.
Pay
(This
Period)
	Pens.Pay
(Year to
Date)
	EE's Pension
(This
Period)
	EE's Pension
(Year to
Date)
	Employer
Amount
(This
Period)
	Employer
Amount
(Year to
Date)
	FTE
	Weeks

	LGPS2678 - LGPS Office

	 
	4
	Ives
	Sam
	5.80
	07/11/56
	 
	AB******C
	17,053.92
	0.00
	0.00
	0.00
	0.00
	0.00
	0.00
	31,371.00
	43.70

	LGPS2678 - LGPS Office

	 
	10
	Ken
	John
	6.80
	23/04/82
	 
	AB******C
	41,181.58
	3,526.18
	34,789.90
	239.78
	2,365.70
	895.65
	8,836.65
	56,434.00
	52.14

	Total for Pension Scheme
	 
	Members in Scheme
	1
	 
	 
	 
	 
	 
	3,526.18
	34,789.90
	239.78
	2,365.70
	895.65
	8,836.65
	 
	 

	

	LGPS2678 - LGPS Office

	 
	10
	Knott
	Olivia
	8.50
	27/10/67
	 
	AB******C
	51,234.00
	4,386.92
	43,282.10
	372.89
	3,679.00
	1,114.28
	10,993.64
	51,234.00
	52.14

	Total for Pension Scheme
	 
	Members in Scheme
	1
	 
	 
	 
	 
	 
	4,386.92
	43,282.10
	372.89
	3,679.00
	1,114.28
	10,993.64
	 
	 

	

	TPS - TPS Pension

	 
	5
	Smith
	Emma
	11.70
	27/07/79
	 
	AB******C
	0.00
	0.00
	33,964.60
	0.00
	3,973.85
	0.00
	5,597.35
	81,515.00
	 

	Total for Pension Scheme
	 
	Members in Scheme
	1
	 
	 
	 
	 
	 
	0.00
	33,964.60
	0.00
	3,973.85
	0.00
	5,597.35
	 
	 

	

	TPS-1 - TPS Pension
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	10
	Halls
	Joe
	11.70
	27/07/79
	 
	AB******C
	0.00
	7,330.00
	36,650.00
	857.61
	4,288.05
	1,735.74
	8,678.71
	81,515.00
	 

	Total for Pension Scheme
	 
	Members in Scheme
	1
	 
	 
	 
	 
	 
	7,330.00
	36,650.00
	857.61
	4,288.05
	1,735.74
	8,678.71
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	Doc Type
	Row
	Doc Date
	Nominal
	Account
	Value
	Description
	Year code
	Period

	ABCD
	01
	31/05/2019
	DEFG9095
	ADM
	42207.08
	May 19 Admin Salaries
	2019/20
	09

	ABCD
	02
	31/05/2019
	DEFG9095
	ADM
	2335.6
	May 19 Admin Salaries
	2019/20
	09

	ABCD
	03
	31/05/2019
	DEFG9095
	ADM
	4,978.51
	May 19 Admin Salaries
	2019/20
	09

	ABCD
	04
	31/05/2019
	DEFG9095
	CLN
	10428.58
	May 19 Ed Support Salaries
	2019/20
	09

	ABCD
	05
	31/05/2019
	DEFG9095
	CLN
	254.77
	May 19 Ed Support Salaries
	2019/20
	09

	ABCD
	06
	31/05/2019
	DEFG9095
	CLN
	988.98
	May 19 Ed Support Salaries
	2019/20
	09

	ABCD
	07
	31/05/2019
	DEFG9060
	EDS
	26315.75
	May 19 Ed Support Salaries
	2019/20
	09

	ABCD
	08
	31/05/2019
	DEFG9075
	EDS
	1321.94
	May 19 Ed Support Salaries
	2019/20
	09

	ABCD
	09
	31/05/2019
	DEFG9195
	EDS
	3303.67
	May 19 Ed Support Salaries
	2019/20
	09

	ABCD
	10
	31/05/2019
	DEFG9120
	PRE
	6369.25
	May 19 Teacher Salaries
	2019/20
	09

	ABCD
	11
	31/05/2019
	DEFG9135
	PRE
	432.11
	May 19 Teacher Salaries
	2019/20
	09

	ABCD
	12
	31/05/2019
	DEFG9150
	PRE
	837.56
	May 19 Teacher Salaries
	2019/20
	09

	ABCD
	13
	31/05/2019
	DEFG9000
	TEA
	246495.68
	May 19 Teacher Salaries
	2019/20
	09

	ABCD
	14
	31/05/2019
	DEFG9015
	TEA
	22195.76
	May 19 Teacher Salaries
	2019/20
	09

	ABCD
	15
	31/05/2019
	DEFG9030
	TEA
	29014
	May 19 Teacher Salaries
	2019/20
	09

	ABCD
	16
	31/05/2019
	AABB3300
	 
	-233695.84
	Salaries May 19
	2019/20
	09

	ABCD
	17
	31/05/2019
	AABB3305
	 
	-43135.05
	PAYE May 19
	2019/20
	09

	ABCD
	18
	31/05/2019
	AABB3305
	 
	-49600.46
	NI May 19
	2019/20
	09

	ABCD
	19
	31/05/2019
	AABB3310
	 
	-49419.19
	Pension Teaching Staff May 19
	2019/20
	09

	ABCD
	20
	31/05/2019
	AABB3315
	 
	-14775.14
	Pension Support Staff May 19
	2019/20
	09

	ABCD
	21
	31/05/2019
	AABB3305
	 
	-5274.00
	Student Loans May 19
	2019/20
	09

	ABCD
	22
	31/05/2019
	AABB
	 
	-63.00
	AEO Employee 1
	2019/20
	09
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	Employee
	Date From
	Date To
	Absence Code
	Absence Description
	Notes

	Henry , Melissa
	16-Jan-20
	16-Jan-20
	UPL
	Unpaid Parental Leave
	 

	Henry , Melissa
	20-Jan-20
	31-Jan-20
	UPL
	Unpaid Parental Leave
	 

	Blanc, Sarah
	05-Dec-19
	02-Sep-20
	ML
	Maternity Leave
	 

	Neeskens, Julia
	14-Jan-20
	17-Jan-20
	AL
	Annual Leave
	 

	Ronaldinho, Linda
	07-Jan-20
	10-Jan-20
	0
	General Illness
	Went home at 10am 

	Baresi, Joy
	16-Jan-20
	23-Jan-20
	5
	Infectious/contagious
	dr note to 25/02 

	Facchetti, Sarah
	16-Jan-20
	21-Jan-20
	0
	General Illness
	doctors said xyz 

	Gunnarsson, Siobhan
	23-Jan-20
	16-Apr-20
	ML
	Maternity Leave
	 

	Kanu, Natalie
	20-Jan-20
	20-Jan-20
	0
	General Illness
	2 hours leave relating to dependant leave 



[bookmark: _Toc52267765][bookmark: _Toc52287353][bookmark: _Toc52288695]Annual Reporting
[bookmark: _Toc31194868][bookmark: _Toc31194910][bookmark: _Toc33106911][bookmark: _Toc52202401][bookmark: _Toc52287354][bookmark: _Toc52288696]Gender Pay Gap Report
[bookmark: _Toc31194869][bookmark: _Toc31194911][bookmark: _Toc32582049][bookmark: _Toc33106912][bookmark: _Toc52202402][bookmark: _Toc52287355][bookmark: _Toc52288697]Relevant Employees
	Report produced on 17 Jan 2020 16:26:01

	Report Period
	Federation
	Area
	EPM School Number
	School Name
	EPM Employee Number
	Gender
	Relevant Employee
	Full Pay Relevant Employee
	Snapshot Bonus Paid
	Previous 12 Month Bonus Paid
	Snapshot Hours
	Snapshot Ordinary Pay
	Snapshot Casual Pay
	Snapshot Total Pay
	Snapshot Hourly Rate
	Total Appointments
	Casual Appointments

	2019-12
	C009999
	937
	C009999
	A Dummy Customer
	E260350
	Female
	Y
	Y
	0
	0
	141.07
	6792.92
	0
	6792.92
	48.15
	1
	0

	2019-12
	C009999
	937
	C009999
	A Dummy Customer
	E260531
	Female
	Y
	Y
	0
	0
	117.45
	3431.8
	0
	3431.8
	29.22
	1
	0

	2019-12
	C009999
	937
	C009999
	A Dummy Customer
	E260569
	Female
	Y
	Y
	0
	0
	160.95
	4269.5
	0
	4269.5
	26.53
	1
	0
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	Report Period
	Federation
	Area
	EPM School Number
	School Name
	EPM Employee Number
	Appointment Number
	Contract Status
	Job Description
	Unpaid Leave
	Effective Date
	End Date
	Appointment Days In Period
	Days In Period
	Contracted Hours
	Calculated Hours
	Calculated Amount
	Casual Hourly Rate
	Weekly Hours
	Supply Hours Daily

	2019-12
	C009999
	937
	C009999
	A Dummy Customer
	E260350
	D334412
	PERMANENT
	Headteacher
	No
	01/03/2019
	31/03/2019
	31
	31
	141.07
	141.07
	0
	0.00
	32.43
	6.49

	2019-12
	C009999
	937
	C009999
	A Dummy Customer
	E260531
	D334743
	PERMANENT
	Chief Operating Officer
	No
	01/03/2019
	31/03/2019
	31
	31
	117.45
	117.45
	0
	0.00
	27
	6.49

	2019-12
	C009999
	937
	C009999
	A Dummy Customer
	E260569
	D334785
	PERMANENT
	Chief Finance Officer
	No
	01/03/2019
	31/03/2019
	31
	31
	160.95
	160.95
	0
	0.00
	37
	6.49
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	Federation
	Gender
	Median Gender Hourly Rate
	Median Gender Hourly Gap Percentage
	Mean Gender Hourly Rate
	Mean Gender Hourly Gap Percentage

	C009999
	Female
	29.22
	 
	34.63
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	Federation
	Gender
	Gender Bonus Count
	Gender Head Count
	Gender Bonus Percentage
	Median Gender Bonus Gap Percentage
	Percentile Disc Gender Bonus
	Mean Gender Bonus Gap Percentage
	Mean Gender Bonus



[bookmark: _Toc33106916][bookmark: _Toc52202406][bookmark: _Toc52287359][bookmark: _Toc52288701]Rolling Annual Absence Report
	Rolling Annual Absence Report

	No.
	C000818

	Name
	A Dummy Customer

	Absence Period
	22/01/20 to 23/01/19

	

	Employee No.
	Name
	NI Number
	Date of Birth
	Description of Absence
	Absence 
Sub-category
	Absence Addl. Text
	Notes
	No. of days Absent
	From Date
	To Date
	Type
	Full/Part Time

	E983751
	John Smith
	AB******C
	23/09/67
	Annual Leave
	 
	 
	 
	3
	30/10/19
	01/11/19
	Support
	Full

	
	
	
	
	Annual Leave
	 
	 
	 
	4
	24/12/19
	27/12/19
	Support
	Full

	E907293
 
 
 
	Lucy Jones
 
 
 
	AB******C
 
 
 
	24/09/78
 
 
 
	Absent paid with permission
	 
	 
	Take son to hospital
	1
	13/03/19
	13/03/19
	Teacher
	Full

	
	
	
	
	General Illness
	 
	 
	Flu, going to GP AM, in later
	1
	19/03/19
	19/03/19
	Teacher
	Full

	
	
	
	
	Absent paid with permission
	Childcare within policy
	 
	Children sick. No Childcare
	1
	07/06/19
	07/06/19
	Teacher
	Full

	
	
	
	
	Absent paid with permission
	 
	 
	Interview
	1
	02/07/19
	02/07/19
	Teacher
	Full

	E998002
	Rosie McGuire
	AB******C
	01/06/66
	General Illness
	 
	 
	Swollen glands
	1
	01/04/19
	01/04/19
	Teacher
	Full

	E911679
 
	Jack Roberts
 
	AB******C
 
	01/09/63
 
	Absent paid with permission
	Bereavement
	 
	Father passed away
	1
	16/07/19
	16/07/19
	Support
	Part

	
	
	
	
	Absent paid with permission
	 
	 
	 
	2
	17/12/19
	18/12/19
	Support
	Part

	E956293
 
 
 
	Lisa Bennett
 
 
 
	AB******C
 
 
 
	05/01/59
 
 
 
	General Illness
	 
	 
	Not well
	1
	18/03/19
	18/03/19
	Support
	Full

	
	
	
	
	General Illness
	 
	 
	Upset stomach
	5
	02/05/19
	06/05/19
	Support
	Part

	
	
	
	
	General Illness
	Migraine
	 
	In at 11.06am
	1
	04/10/19
	04/10/19
	Support
	Part

	
	
	
	
	Absent paid with permission
	Medical Appointment
	 
	GP Appointment
	1
	10/12/19
	10/12/19
	Support
	Part
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School workforce member record (except disability, HLTA status) 
Contract or service group record type (except daily rate, destination)
* Note the new post classifications of 'apprentice teacher’ will only be populated where the ‘contract additional text code’ on the portal is populated to indicate an apprentice teacher (ode APPN)
Role record type 
Role additional payments record type 
Absence record type (for EPM Payroll Schools only) 
Qualification record type
Reason for leaving (Reason for leaving will be listed as ‘other’ unless one of the alternative reasons is recorded on the EPM portal)
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	A Dummy Customer

	Year / Period
	2020 / 10

	Tolerance
	5%

	LEGEND:
	Postive Diff.
	Negative Diff.

	
	Gross Pay
Diff. %
	Net Pay
Diff. %
	Current
Period
Gross Pay
	Current
Period
Net Pay
	Previous
Period
Gross Pay
	Previous
Period
Net Pay
	Budget
Code 1
	Budget
Perc. 1
	Budget
Hours 1
	Budget
Code 2
	Budget
Perc. 2
	Budget
Hours 2
	Budget
Code 3
	Budget
Perc. 3
	Budget
Hours 3
	Budget
Code 4
	Budget
Perc. 4
	Budget
Hours 4

	Employee No.
	Name
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E991122
	Baker, Joe
	106.70
	93.00
	1,390.29
	1,102.61
	672.77
	571.19
	
	0.00
	0.00
	
	0.00
	0.00
	
	0.00
	0.00
	
	0.00
	0.00

	E900082
	Bennett, Carole
	100.00
	95.00
	730.60
	555.54
	365.30
	284.87
	
	0.00
	0.00
	
	0.00
	0.00
	
	0.00
	0.00
	
	0.00
	0.00

	E990225
	Coe, Jane
	14.50
	11.10
	1,673.19
	1,318.27
	1,461.20
	1,186.41
	
	0.00
	0.00
	
	0.00
	0.00
	
	0.00
	0.00
	
	0.00
	0.00

	E991176
	Foy, Robert
	-20.00
	-16.50
	1,780.85
	1,400.44
	2,225.42
	1,676.36
	1001100
	0.00
	100.00
	
	0.00
	0.00
	
	0.00
	0.00
	
	0.00
	0.00

	E956721
	Askew, Lisa
	-14.70
	-10.50
	1,488.96
	1,262.68
	1,746.26
	1,411.15
	3001460
	25.00
	100.00
	
	0.00
	0.00
	
	0.00
	0.00
	
	0.00
	0.00

	E965758
	Simpson, Johnathan
	25.00
	18.20
	2,819.68
	1,885.71
	2,255.74
	1,595.38
	1001100
	0.00
	100.00
	
	0.00
	0.00
	
	0.00
	0.00
	
	0.00
	0.00

	E957463
	Tranter, Ben
	0.00
	97.50
	2,968.08
	3,753.14
	2,968.08
	1,900.54
	1001100
	0.00
	100.00
	
	0.00
	0.00
	
	0.00
	0.00
	
	0.00
	0.00
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	Employee No
	Employee
	Appointment No
	Job Title
	Period
	Cost Code
	Variance Code
	Variance Description
	Month/Year
	Days Worked
	Units
	Rate
	Total

	E031967
	Blanc, Sarah
	D150953
	Higher Level Teaching Assistant
	 1 Jan 2020
	3001460
	EXPENSES
	Bus. expenses with receipt
	Dec-19
	0
	0
	0
	51.5

	E031967
	Blanc, Sarah
	D150953
	Higher Level Teaching Assistant
	 1 Jan 2020
	3001460
	OTRATE
	Overtime (F/R)
	Dec-19
	0
	2
	13.22
	26.44

	E031967
	Blanc, Sarah
	D150953
	Higher Level Teaching Assistant
	 1 Jan 2020
	3001460
	OTRATE3
	Overtime (1.78)
	Dec-19
	0
	2.5
	23.532
	58.83

	E031967
	Blanc, Sarah
	D150953
	Higher Level Teaching Assistant
	 1 Jan 2020
	3001460
	OTRATE
	Overtime (F/R)
	Jan-20
	0
	5.2
	13.22
	68.744

	E048053
	Barthez , Kerry
	D099869
	Teaching Assistant
	 1 Jan 2020
	3001460
	EXPENSES
	Bus. expenses with receipt
	Dec-19
	0
	0
	0
	11.98

	E048053
	Barthez , Kerry
	D099869
	Teaching Assistant
	 1 Jan 2020
	3001460
	OTRATE2
	Overtime(1.33)
	Dec-19
	0
	4.2
	14.69
	61.69674

	E048053
	Barthez , Kerry
	D099869
	Teaching Assistant
	 1 Jan 2020
	3001460
	OTRATE1
	Overtime (1.5)
	Nov-19
	0
	3.4
	16.53
	56.202

	E076641
	Baresi, Joy
	D148822
	School Receptionist
	 1 Jan 2020
	5001200
	OTRATE1
	Overtime (1.5)
	Nov-19
	0
	10
	13.74
	137.4

	E076641
	Baresi, Joy
	D148822
	School Receptionist
	 1 Jan 2020
	5001200
	MILEAGE
	Bus. mileage at/under 45p p/m
	Jan-20
	0
	0
	0
	45

	E145089
	Finnbogason, Anthony
	D148869
	Clerk to Governors
	 1 Jan 2020
	1200
	OTRATE1
	Overtime (1.5)
	Dec-19
	0
	2
	13.74
	27.48

	E146413
	Bjarnason, Claire
	D148316
	Teaching Assistant
	 1 Jan 2020
	3001460
	EXPENSES
	Bus. expenses with receipt
	Dec-19
	0
	0
	0
	9

	E146413
	Bjarnason, Claire
	D148316
	Teaching Assistant
	 1 Jan 2020
	3001460
	EXPENSES
	Bus. expenses with receipt
	Dec-19
	0
	0
	0
	110.99

	E146413
	Bjarnason, Claire
	D148316
	Teaching Assistant
	 1 Jan 2020
	3001460
	OTRATE
	Overtime (F/R)
	Dec-19
	0
	4.8
	10.26
	49.248

	E146413
	Bjarnason, Claire
	D148316
	Teaching Assistant
	 1 Jan 2020
	3001460
	OTRATE4
	Overtime (2)
	Dec-19
	0
	5.3
	20.52
	108.756

	E146413
	Bjarnason, Claire
	D148316
	Teaching Assistant
	 1 Jan 2020
	3001460
	OTRATE2
	Overtime(1.33)
	Nov-19
	0
	2.6
	13.677
	35.55916

	E146413
	Bjarnason, Claire
	D148316
	Teaching Assistant
	 1 Jan 2020
	3001460
	OTRATE1
	Overtime (1.5)
	Dec-19
	0
	11.5
	15.39
	176.985
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ep

o Welcome to the Customer Portal

UserName* Forgot username?
Username*

Password* Forgot Password?
Password*

Expert advisory & consultancy services

In education, change is a constant — but we can help you
stay ahead as we are 100% focused on schools and
trusts, with unparalleled sector-specific experience. For
over 30 years, we have been at the forefront of helping
schools and trusts to improve their performance and
achieve more. Over 2,500 schools and 200 trusts across
the UK rely on us to help them successfully navigate the
education landscape, and we've already helped 400+
schools convert to academy status, and managed 25+

MAT mergers.

Application of Pay Awards/Changes to
contractual pay entitlements

Please note that in order to instruction us to implement
a pay award or change to entitlement weeks to your
staff, if your pay date s up to and including 20th of the
month, we require the instruction no later than 21st of
the month prior to implementation. If your pay date is
215t - end of the month, the deadline for notifying EPM
of your instruction(s) will be the 1t of the month fo
to be applied.

An integrated approach

* Manage processes such as payroll, pensions,
recruitment, training and analytics with our intuitive
integrated software.

« Receive fast, reliable access to guidance on issues such
as finance, disciplinaries, grievances, DBS and TUPE
through our advisory support.

« Receive the highest level of support on challenges like

academy conversion, development and growth through

our consultancy servic

+ Achieve more with our specialist software which blends
seamlessly with the skills of our people, to provide a
complete solution.

Information

* Please remember to change your password and
memorable word regularly.

* For security reasons, when you have finished using the
portal always press the logout button.

« For security purposes an email can only be sent to your

registered email address.
* If you've forgotten any details you can click on the

reminder link next to the username and password.

Address.

epm®

Education Personnel Management (td.
Stlohns House, Spitfre Close,
Ermine Business Park, Huntingdon,

Contact

Email:portalteam@epm.co.uk
Telephone:+44 (0)1480 431993
Fax:+44 (01480 431992

INFORMATION

Corporate Social Responsibility
Terms and Conditions

Cookie and Privacy Polic

Social

W @education_epm
Facebook (@education_epm)
Linkedin
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O epm Welcome to the Customer Portal

Help Logout

Please enter an employee's surname.

School No. School Name HR Cut-Off Date Payroll Cut-Off Date Costings Date Payroll Date HR Advisor Payroll Advisor Authorised
000818 Demo Customer C000818 13/09/2020 15/09/2020 23/09/2020 30/09/2020 Jane Bell Ben Ward YES
000819 Demo Customer C000819 13/09/2020 15/09/2020 23/09/2020 30/09/2020 Jane Bell Ben Ward YES
000820 Demo Customer C000820 13/09/2020 15/09/2020 23/09/2020 30/09/2020 Jane Bell Ben Ward YES
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O epm Welcome to the Customer Portal

Help Logout

Please enter an employee's surname.

School No. School Name HR Cut-Off Date Payroll Cut-Off Date Costings Date Payroll Date HR Advisor Payroll Advisor Authorised
000818 Demo Customer C000818 13/09/2020 15/09/2020 23/09/2020 30/09/2020 Jane Bell Ben Ward YES
000819 Demo Customer C000819 13/09/2020 15/09/2020 23/09/2020 30/09/2020 Jane Bell Ben Ward YES
000820 Demo Customer C000820 13/09/2020 15/09/2020 23/09/2020 30/09/2020 Jane Bell Ben Ward YES
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My Home Page

Employees  Web Transactions

payroll  Download Reports

My Details

Web Transactions between 28/06/20 and 28/09/20

0 v <lua|> Filter

Created . CfectveDates RecodNumbers Status  + WebType . Employee - lobTe .« aComact - UserNeme -
1650p2020094721  010ci2020  WT1309762 Pending  New Employee Jacquisden  Casual Midday Supervisor  Not Applicsble  Brett Roberts
1550p20200928:09  015ep2020  WT1303761 Pending  Extend Contract Natalie anu  Midday supervisor Not Applicable  rect Roberts
155p2020052805  015¢p2020  WT130760 Pending  Extend Contract Natalie anu  Midday supervisor Not Applicable  rett Roberts
1550p20200925:80  015ep2020  WT1309758 Pending  Amend Appaintment  NateleKanu  Midday Supervisor Not Applicable  rect Roberts
0950p 2020091541 015ep2020  WT1309758 Pending  Amend Appaintment  NateleKanu  Midday Supervisor Not Applicable  Carolyn.Abbott
0950p202009:10:58  015ep2020  WT1309757 Pending  New Employee Joe Bloges Administrative Assstant Not Applicable  Carolyn.Abbott
18AUg200125917  18AUE2020  WT1305744 Completed  Amend Employee Sarah skulason Not Applicable  DEMO.USERZD
19AUg200125552  18AUE2020  WT1305743 Completed  Amend Employee Sarah skulason NotApplicable  DEMO.USERZD
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MyHomePage  Employees  Web Transacti Payoll  Download Reports My Detail

Authorise

Payroll Home Page

Variance Entry

Available Payroll Periods Absence Entry

Sellect the payroll period you would like to work with before cfMMREHEIES

stil enter variance data but it must be entered into the next

 period has closed, you may

View Absences

Payroll Schedule
‘The cut-off date has passed and so this period is now locked

(® Use the current period for payroll 01/09/20

EPayslips Registration

Use the next period for payroll 01/10/20

Tax Office Details EPM Contact Details

School PAYE Reference: Personnel Adviser:

ot Applicable
Tex Office:

Tex Office District;
Tex Office Telephone: Payroll Administrator: Amy Pettitt
Tex Office Address: 01480431993 / 07803 150322

amy.pettitt@epm.co.uk

Actions

Authorise Payroll

Variance Entry

Absence Entry

View Variances

View Absences

Payroll schedule

Add Suppy Teacher

EPayslips Registration
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MyomePage  Emploes  WebTamsoctons  Payoll  Downloadfeports  MyDerais

Download Reports

Lisad below ara theraports that you currenty ave acces . Cicking onthe repore it will xpan the group and allow you 0 il down tthe accual rperss that are avallable 1o dowrload.

st

ployment Chck Lisi

oyl ara

Payrol Absence Data

R e—

Draft Reports

CongsPOF

Pravious Pay Comparison  Unauaiatle

OrafPaysis - Unavsiasie

Final Reports

Vaidston epart

ComngzEaal  Unavaiatie

Summary Report

Payles  Unavai

il -Paproll summary L

Sice - Pericd Abssnce Repart

Sice- Ve o Date Penson

PAVE Remicance Report L

Sension Schams Cantriuions

T Paey Payments Report  Unaie

Arcived sn Other
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MyHomePage  Employees  WebTransactions  Payroll  Download Reporis

Archived and Other Reports

Listed below are the reports that you currently have access to. Clicking on the report tite wil expand the group and allow you to drll down to the actual reports that are available to downlosd.

versin last 3 years

staff

Pre-employment Check L

Payroll Variance Dats

Payroll Absence Data

Validation report

Costings PDF

Costing:

Summary Report

Paysiips

Vear to Date Pension

Previous Pay Comparison

Period Absence Report

Salary Assessment Forms

Excel - Payroll summary
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MyHomePage ~ Employees  WebTransactions  Payroll  DownloadReports My Details

Change your Password

Enter current password:
Enter your new password:

Re-enter your new passwiord
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My Home Page

Employees Wb Transactions

Create Employee.

st/ Amend

Add EPM Supply Teacher

Staff Increments.
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Employee and Appointment Wizard
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Employee and Appointment Wizard

Avsilable Drafts Create employee and appointment
) = | enimstinsmenmen. [ | @
. S — [ Bl
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‘Additional notification for EPM

Statement of Particulars:

ot st

s |
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Employee and Appointment Wizard

Create new employee and
appointment

The submission has been successfully submitted and assigned a temporary employee
number WE0174313,

Al transactions and their progress can be viewed in your 'web transaction’ section of the
Portal. Please note that you will not be able to view the updated Information on the Portal
until the processing is complete,

YOU ARE ADVISED TO PRINT A COPY OF THIS SUMMARY SCREEN or SAVE FOR YOUR
RECORDS AS IT IS NOT POSSIBLE TO VIEW THIS PAGE AGAIN ONCE YOUR HAVE LEFT THIS
SCREEN

Employee

Title: Mr Address: Keuruuntie 12345
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Help  Logout

Plezse enter an employee's surname...
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My Home Page

Employees

Web Transactions

Payroll  Download Reports

0 v <uz|> Filter

EmployeeNo. - Firstiame Last Name NiNumber - HomePhone -  MobiePhone DfENumber - DateOfBith -  Appontments -
£298757 Holden Testeeee 07957407769 07957407768 21 apr 1950 Current / Future
£298796 senny Test 07957407768 07957407763 21 Aug 1390 Current f Future
£201552 Donald Duck 882266048

01Jan 2000 Current / Future
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Employee Holden Testeeee (Employee No. E299797)

Employee Details  Appointments

Amend Employee

Add Appointment
Resign All App'ts

print

Widdle Name:

Last Name:

Previous Sumame:

National Insurance Number:
Date of Birth:

DfE Number:

Ethnic Origin:

Gender / Sex:

Right to work in the UK:

Holden

Testeeee

21 Apr 1990

Male
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Employee and Appointment Wizard

Available Drafts
pre—

Amend Employee

S e
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Employee and Appointment Wizard

Amend Employee
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Employee Holden Testeeee (Employee No. E299797)

Appointments

Number JobTitle B Description

D799454 20/08/20 Librarian Permanent Staff

Number - Effective Date

CURRENT

State
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Appointment D799454

Appointment Details  Allowances

Employee:
Name:

Home Telephone

Mobile

Telephone:

Email Address:
Resign Appointment mell Acdress:
NI Number:

DfE Number:
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napemmentdersi |- Amend Employee: Step 1 of 6 Appointment details

2) Allowance 1 Effective date
(dd/mm/yyyy)
3) Allowance 2
Start date
20/08/2020
4) Allowance 3
(dd/mm/yyyy)
5) Allowance 4 Appointment type
Support
6) Summary
Contract status
Permanent Staff
7) Complete

Job family
Library Staff
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1) Appointment details

2) Allowance 1

3) Allowance 2

4) Allowance 3

5) Allowance 4

6) Summary

7) Complete

Amend Employee: Step 2 of 6 Allowance 1

Do you want to add an allowance? @® Yes No

Select allowance
—select—
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1) Appointment details

2) Allowance 1

3) Allowance 2

4) Allowance 3

5) Allowance 4

6) Summary

7) Complete

Amend Employee: Step 6 of 6 Summary

Appointment Details - Support

Start Date 01/09/2020 Job Family ~Library Staff

Jobtitle Librarian Job title other

Grade Scale6 Permanent hours worked per week 20.00

Point 19-£24799 Additional temporary hours 0

Weeks/Days Worked per year 39.00 End date for temporary hours.
Contract status  Permanent Staff

Budget code 500

Additional Appointment Information

Allowance list

No allowances entered for this appointment
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Employee and Appointment Wizard

Available Drafts New Appointment for Holden Testeeee
~Add new draft- # Appointment Details  Continuous Service  Allowances
Swat"\> Tester™\> Edit

The start date of the appointment:  01/09/2020

Test Test Edit

Appointment type: —Please select—- v
Joey Tester Edit

Contract status: —Please select—- v
Den Dent Edit

Additional notification for EPM

Please enter any special notes:

Statement of Particulars:

Please select one or more benefits in addition to the standard benefits already included in the contract templates. Or if no additional benefits

please tick "No Benefits"




image29.jpeg
yreigmtondesi= | R@sign @ contract: Step 1 of 2 Resignation details

2) Summary Employee Holden Testeess
— Appointment n. 0799454
Job Title Ubrarian

Enter Effective End Date of Contract
(defmmivyyy)

Selct the raason for the end of contract from the st
—select- v

Please add any notes in relation to this resignation including.
any outstanding holiday pay (sl year round support staft
only)

Ifthe employee has indicated that there are outstanding
concerns n relation to their employment you should seek

advice from the Personnel Adviser

i
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vresaonsest:  Resign a contract: Step 2 of 2 Summary

2) Summary
Employee Holden Testesse
3) Complete
‘Appointment Number o790ass
Job Title Ubrarian
EndDate 0140972020
Ressan Leaving to work sbrosd
Notes
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Employee Holden T

A9

Amend Employee

Add Appointment

Resign All App'ts





image32.JPG
Yrestiondensi= | R@sign employee: Step 1 of 2 Resignation details

2) Summary Please note that resigning an employee will automatically
resign them from all appointments

3) Complete
Employee Holden Testeeee

Enter Effective Date of Resignation
31/08/2021 (dd/mm/yyyy)

Select the reason for the end of contract from the list

—select- v

Please add any notes in relation to this resignation including | Age Retirement/Unenhanced PRIEEAF
Redundancy - Compulsory
Death in Service

any outstanding holiday pay (all year round support staff

onl
v Dismissal

If the employee has indicated that there are outstanding EEpE e

concerns i relation to their employment you should seek Retirement - ill health
- Independent Sector

Leaving Teaching

End of Maternity/Sickness Cover

Maternity Resignation
bea End of Named Child Contract
Change of PAYE Reference

e D R G Lo

advice from the Personnel Advi
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Appointment D79945

Resign Appointment

Amend

Extend Contract
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i Cesffaeioistaly Extend/Make Permanent Wizard: Step 1 of 6 Contract details

2) Allowance 1 Employee Holden Testeeee

3) Allowance 2 Job Title Librarian

Effective Date
4) Allowance 3 (dd/mm/yyyy)

5) Allowance 4 Contract Status
—-select-- v

5) Summary details N
End Date (if applicable)
(dd/mm/yyyy)

6) Complete

Permanent hours worked per week
20.00
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nemnasnns  Extend/Make Permanent Wizard: Step 1 of 6 Contract details

2 Alowmrce s Employee Holden Testeece
3) Allowance 2 Job Title Librarian
ffective Date
4) Alowance 3 (ad/mmlyyyy)
5) Allowance 4 Contract status
~select- v
5) Summary details O
nd Date (f applicable
= ammim)

6) Complete.

Permanent hours worked per week
2000
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My Home Page

Employees  Web Transactions  Payroll

Variance Entry

Selected Period: 1 Sep 2020

Download Reports My Details

Below is a complete staff st for your school including casual staff who have previously worked for you.

This period is now locked and you cannot add further claims. You can, however, add claims to the next period by returning to the Payroll

Home Page and changing the period you would like to work with.

0 v <13 Filter
EmpNo. * Name - Appointment No. - Job Title HsOr% * Point *
E255286 Baresi, Joy D701723 School Receptionist 18.75 hrs. 05 Variances
E255282 Barthez , Kerry D701727 Teaching Assistant 19.5 hrs 06 Variances
E255288 Bjarnason, Claire D701722 Teaching Assistant 12 hrs. 04 Variances
E255274 Blanc, Sarah D799448 Teacher of Art History 100% M4 Variances
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Joy Baresi - Selected Period: 1 Oct 2020

Address EPM Avenue, EPM Town, EPM City, Cambs PE 1966

Job Title School Receptionist

Grand Total £288.26

Varia

. Select variance ..

Bank Account Details
NI Number

-nfa-
NAO76641C

t/Units otal

EXPENSES
LETTINGS

MILEAGE

OTRATE

OTRATEL 500
OTRATE2

OTRATE3 o
OTRATEA

OTRATES

OTRATES 500
STRIKE

TRAVEL

TRAVELL

UNPAID1

| selectvariance SN

10ct 2020 (£19,171)

10ct 2020 (£19,171)

10ct 2020 (£19,171)

10ct 2020 (£19,17™

September - 2020 o

August - 2020 [

September - 2020 o

Select Month/Yeav

6 @ £9.9400 59.64 Clear

5 @ £9.9400 49.70 clear

9 @ £19.8800 178.92 Ciear

0.00 000 Clesr
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New Absence Record - Holden Testeeee

(® Single Day Period
Absence Duration

Date of Absence 15ep 2020

Absence Category

- Select an Absence Type from
Notes the list -

00 General lliness

01 Accident (Third Party)

02 Accident (At work)

03 Accident (Professional Sport)
Click on ‘Save’ when completed to re

04 lliness due to pregnancy

05 Infectious/contagious

Select an Absence Type from th

Cancel
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View Variances

Below are listed the variance entries made so far for the selected period. Click on the links below to change how the data should be grouped or to switch the period being viewed.

View by - Employee | Cost Code | Variance

Period - Sep 2020 | Oct 2020

Download Data

Employee Cost Code Variance Type Month/Year Days Worked Units Amount
Baresi, Joy (School Receptionist)
500 Bus. mileage at/under 45p p/m 9/2020 0 20.00
Baresi, Joy (School Receptionist)
500 Overtime (2) 9/2020 0 2@ £19.4800 38.96
Total 58.96
Barthez, Kerry (Teaching Assistant)
500 Overtime (F/R) 9/2020 0 3@ £11.3100 33.93
Barthez, Kerry (Teaching Assistant)
500 Overtime (L.5) 9/2020 0 4@ £16.9650 67.86
Barthez, Kerry (Teaching Assistant)
500 Overtime(1.333) 9/2020 0 2@ £15.0760 30.15
Barthez, Kerry (Teaching Assistant)
500 Overtime (2) 9/2020 0 2@ £22.6200 4524
Barthez, Kerry (Teaching Assistant)
600 Bus. mileage at/under 45p p/m 7/2020 0 10.60
Total 24674
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View Absences

Below are lsted the absence entries made so far for the selected period. Click on the links below to change how the data should be grouped or to switch the period being viewed

View by - Employee | Absence Code | Date  Period - Aug 2020 | Sep 2020

Download Data

Employee Date(s) Details Notes
Joy Baresi
2-11Sep 2020 00 General lliness
* Cold &Flu
14 Sep 2020 00 General lliness shielding
* Coronavirus
16 - 18 Sep 2020 00 General lliness please deduct half a day
* Coronavirus
295ep 2020 00 General lliness
* Coronavirus shielding
Kerry Barthez
85ep 2020 00 General lliness self isolating
* Coronavirus
16 - 18 Sep 2020 00 General lliness
* Cold &Flu
215ep 2020 00 General lliness shielding

* Coronavirus
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Payroll Schedule

Period Start Date Variance Cut-Off Date Costings Date Authorisation Date Pay Date

1 1Apr2020 14 Apr 2020 22 Apr 2020 24 Apr 2020 30 Apr 2020
2 1 May 2020 12 May 2020 20 May 2020 22 May 2020 29 May 2020
3 1Jun 2020 12Jun 2020 22Jun 2020 24Jun 2020 30Jun 2020
4 1Jul 2020 15Jul 2020 23Jul 2020 27Jul 2020 31Jul 2020
5 1Aug 2020 12 Aug 2020 20 Aug 2020 24 Aug 2020 28 Aug 2020
6 15ep 2020 14 5ep 2020 22 5ep 2020 24 5ep 2020 30 Sep 2020

7 10ct 2020 14 Oct 2020 22 0ct 2020 26 Oct 2020 30 Oct 2020
8 1 Nov 2020 12 Nov 2020 20 Nov 2020 24 Nov 2020 30 Nov 2020
9 1Dec 2020 8 Dec 2020 16 Dec 2020 18 Dec 2020 31 Dec 2020
10 1Jan 2021 13Jan 2021 21Jan 2021 25Jan 2021 29Jan 2021
11 1Feb 2021 10 Feb 2021 18 Feb 2021 22 Feb 2021 26 Feb 2021
12 1 Mar 2021 15 Mar 2021 23 Mar 2021 25 Mar 2021 31 Mar 2021
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EPayslips Registration

Employee No. Last Name Opted-in Status

£299797 Holden Testeeee jenniferfortey@epm.co.uk
299796 Jenny Test jenniferfortey@epm.co.uk
281552 Donald Duck software@epm.co.uk
255291 Natalie Kanu software@epm.co.uk
255288 Claire Bjarnason software@epm.co.uk
255287 Anthony Finnbogason software@epm.co.uk
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Additional notification for EPM
Please enter any special notes
relating to this appointment
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epm Home  CodeofPractice  Common Questions  Usefullinks  Data Protection  Contact Us

Home

& sign-in to your account

This service is only availzble to EPM Ltd approved Administrators, ID Verifiers and applicants initiated
by those approved users to obtain DBS certificates for eligible roles with access to contact with adults 2 v

jsername
and/or children. This facility enables ID verifiers and applicants to complete a DBS application on-line.

‘The menu options above provide more information.
& | Ppassword
Should you require further support, or you have lost your username or password then please contact

as follows:

DBS Applicants: For all applicants requiring assistance please contact your recruiting organisation. We [Femtten P errarera?)
are unfortunately unable to deal with your enquiry directly.

1D Checker / DBS account holders: For support please contact EPM Ltd

For security of data purposes, we are unable to support any email requests.

© Atlantic Data Ltd. 2016. All Rights Reserved Powered By Atlantic Data
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? How Would you like to Proceed? O Making an Application

Start the application in 1 of 2
ways - if the applicant is here
with their ID documents,
select the ‘here and now’
option to submit their ID

details.
Complete an Application Here and Now

Choose your preferred option to begin the application.

If the applicant isn't with you
or doesn't have their ID
documents, select the second
option to send the applicant
an email asking them to select

» Invite the applicant to Initiate Application which ID documents they can
provide.
[DBS|

Q * DBS Children's Barred List Only Application
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@ Confirm Applicant Details © apicant Detats
To begin the application,

Tite" ~Select- certain essential information

must be provided. We would

Suggest cross-referencin
Gender* O Male O Female sees €
these deails with the ID

Current Forename" test documents you have.
Current Middle Name. Miggle Name (Optional)

Current Surname” test

Date Of Birth" Date of Birth

Email* email
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Additional Details

Job role*

Level of Disclosure

Barring register check

Workforce

Is the applicant a
volunteer?

ool Governo v

Enhanced
None
Child Workforce

O ves O No

© Select job role

From the drop-down list provided,
select which group the applicant falls
under.
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& Applicant Details | | O Status History | | v Available Actions | | Audit Trails

iew Result

Click on the above link to view result status,

Mark Certificate as Inval

Click on the above link to update certificate as invalid

Current Status: Certificate contains no information

® Comments
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EPM PAYE Remittance Report
Private and Confidential

A Dummy Customer

Tax Ref. Fz22117
Year 2020
Pay Frequency Monthly

SAP SPP
Period Gross NI 'SSP Paid SMP Paid  SSP Reclaim SMP Recover SMP Comp. SAP Recover Compensatio SPP Recover Compensatio

10 15,985.40 336.63

Totals for Pay Frequency Monthly
Income Tax: 665020 NetNI

1393370 Student Loan: 71800 Post Grad Loan: 000 Apprenctice Levy: 50100  Employer NI Allowance:

28. January 2020
Page 1
EPMSVC_NASVS

C000818

Client Account
No

BACS User No
423415

Post Graduate
Tax Paid Student Loan Loan

6,650.20 718.00 000

000  Total Due: 21.310.90
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Third Party Payments
Private and Confidential

A Dummy Customer

TaxRef.  A1234
Tax Year: 2019, Period: 10

Code. Description
CHILD. Child Care Vouchers
Employee.
Reference No. Name.

EODSS8EAC  Chariotte Rummenigoe

22 Janvary 2019
Page 1
sve_portaldemo

€000818
Client Account
No

BACS User No

Employer Payment
Amount ‘Amount Method

24300 000
Total 24300 000
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School Workforce Census 2019 School Return Template
1. Green cels contain the field headers
2. Yellow cells contain pre-populated data o formulae so these should be left untouched
3. Red cells indicate key fields that must be completed o corrected othewise the data wonit load correctly.
4. White cels with a black border have been formatted as ‘text to ensure that the data is not corrupted when the XML file is generated
5. You must use the ‘Add/Remove Rows' button to insert additional rows into each section as applicable. You are no longer able to manually insert full rows but can stil copy and
paste data from other sources
6. Be careful when copying, pasting and i particular. moving data, as it could corrupt the formulae
Ideally, select the spreadsheet that contains the data you wish to paste into this template, Use the ‘Edit then ‘Copy’ menu items
‘Switch back to this template and select the first cell that the data is to be paste into.
‘Select 'Edi then "Paste Special’ fom the main menu and check the “values only” option and click on OK. This retains the formatting of this spreadsheet rather than copying the
original data formats
Generate XML Validate Data Add/ Remove Rows
For the Header Record Type: only 1 row required in total
Header Record T0: HOR
[Record Type |Colleion [Vear [Reference Date [Source Level LA Code Estab [Software Code [Refease verson  [SeralNarber [Date 8 Tme
(o9 102) (o9 2010 (ceyy-mm-oaThmm:ss)
o [SchoolWorkforce Census 2018 poistior |5 £ 3 [SWF Convertor_[10 o T PREIEIETE
For the School Workforce Member Record Type: 1 row per member required
School Workforce Member Record I0: SWEM®
[Mandatory Key Fields Staff Details
Record Typs | LA Wember | reacher [Famiy Name _[Fist Given Name_|Subsequent Grven [Former Famly [N Nuber [Gender [Gate of Bt [Ehmicty [Diabiy _[QTS [GTs  [EVis  [ALTA Status| Q7S Route
(From Header Record) (e 481234 [Number |(sumame) |FirstForename) ~[Names [Name (former |vaid vaes | (ccyy-mm-do). (vai valies | (vald values true, |(vald | (vald values (vai vaues| (vaid values
This mast be |(Subsequent  [sumame) 0.1.29) IVes.no, 1, faise,0) lvabves [tue, 1, |ue,1, |AcEG,
o cnigue [Forenames) In0BT or frue 1, |taie,0)  |rase,0)  [acep,oTre,
|number for =0 flse, 0) |RTPR GTPR,
leach member |TesT, Reca,
IFLeX o,
|sco, Scos)
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EPM Payroll Costing Report

Private and Confidential|
A Dummy Customer

TaxRer A1

YearIPeriod 2019110

Employee o, Name

031967 Blanc Sarah
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