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HPL Hourly Paid System User Guide  
This guide will detail how to view and accept contracts.  
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Key Benefits of HPS: 

 View and download your contracts online, from academic year 2018/19 onwards 
 View your hours to be worked in a simpler format both as a list and in a calendar view 
 Query the content of the contracts online before accepting them 
 View information about the hourly rate you will receive 
 See what hours have been paid 

HPS accepts your UAL username and password.  You will be notified of each contract that requires your response by email unto 
your UAL email account. Please respond to all contracts awaiting your acceptance as soon as possible to ensure payment on time. 
Please be aware that you will not receive payment for hours worked unless you respond on HPS. 

 



 

3 
Contact HR Systems Team 
Email: hpsadmin@arts.ac.uk 

 

Approving Contracts 
 Any contracts awaiting acceptance will display in the contracts to accept view.  
 Each contract will display; Course name and college, dates of contract, worker type, hours and pay rate 
 You can select the View button to check the contract hours.     
 You can select download to view the terms and conditions 
 To accept or query the contract select the response button 
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 You are able to respond to the contract in 3 ways; Accept, Query, Decline.   
 If all details in the contract are as agreed select Accept and select Submit response. 
 If you have any queries about the contract details or hours, you should select Query, add a comment outlining your 

question, and then select Submit Response. 
 If a contract is submitted to you in error, or you are not able to do previously agreed work, select Decline 
 Note that if you select Query or Decline a contract, the relevant College/Service team will be notified and will follow-up 

 
The contract is no longer in your Contracts to Accept List,as you have responded, but can be viewed within your My Contacts 
screen. 
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Viewing Contracts 
 

 My contracts displays all contracts in HPS. It details the contract worker type, rate type, pay code, contract dates and hours. 
 Use filters to search for particular courses/contracts and select the search button to confirm the filter selections 
 Use the scroll bar to scroll through the page 
 Contacts may be in different statuses ie: Awaiting acceptance is a contract awaiting your response and Complete is where 

all hours within a contract have been paid. 
 Each contract has a unique number. Select the contract number to view the contract overview, hours and calendar 
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Contract Hours 
 The contract hours view is a list of all the hours, the number of hours per date and whether they have been paid or cancelled 
 The filters can be used to search by Month or Day of the week 
 Use the scroll bar to scroll down the screen 
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 Select the hour under the paid hours column to view what pay date the hours were paid in. 
 Select the hour under the cancelled hours column to view cancellation date, number of cancelled hours and the 

reason for the cancellation. 
 

 
 



 

8 
Contact HR Systems Team 
Email: hpsadmin@arts.ac.uk 

Contract Calendar 
 The contract calendar view displays the number of hours worked on each day by calendar month 
 Select Next or Previous to move through the months 
 Use the scroll bar to scroll down the screen 
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Contract Overview 
 The contract Overview provides additional contract details, including pay rate information 
 Use the scroll bar to scroll down the screen 
 You can see your hourly rate and what proportion of this is holiday pay. This information helps you understand the 

breakdown of payment received in your payslip, which you can access within ESS 
 Please note the Non-teaching fee is only applicable to Short Courses 

 

 


