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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.
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Key Benefits

-
» View and download your contracts Hourly Paid sYstem . r
online, from academic year 2018/19 gy~
onwards. 2 -

View your hours to be worked in a Username
simpler format both as a list and in a
calendar view.

Query the content of contracts online
before accepting them.

WView information about the hourly rate
you will receive.

See which hours have been paid and

HPS accepts your UAL username
and password.

hpl

Password H"
Please note that you will be notified
of each contract that requires your
response by email into your UAL
email account. Please make sure
that you regularly check your UAL
email account
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Approving Contracts

e 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

1. Any Contracts awaiting your
acceptance will display in the
Contracts to Accept view which
you land on when you first login

Hi Jeif | Logout )

4. You can also click
Download and view the
contract Terms & Conditions

Whew hours: Terms &

Conditions
g e o |

068/M111/2019

3. You can select the View’
button to check the specific
contract hours either in a list or
on a calendar

6. To accept or query a 2. For each contract awaiting your
contract, select Respond acceptance you will see:

Course Detail (Name and College)
Dates of Contract

Worker Type

Total Contract Hours

Hourly Pay Rate

I IMPORTANT: Please be aware that you will not receive payment for hours worked unless you respond on HPS. I
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e You are able to respond to the contract in 3 ways; Accept, Query, Decline.
o [f all details in the contract are as agreed select Accept and select Submit response.

¢ |f 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.

¢ |[f 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

Respo nd 1. You are able to respond to a

contract in 3 ways; Accept,
Query, Decline

Accept - ANl of the details of the contract are as agreed and |

want to accept it

Action 2. If all the details of the

contract are as agreed you
should select Accept and then
Decline - I'm not now able 1o do this work, or it has been select Submit Response

Query - | want to accept this contract but before | do | want to
query the details

submitted to me in ermor, and | want 1o decline this contract

3. If you want to query or decline the contract

select these options. It will then prompt you
to enter a reason for the query/decline select m Submit Response
Submit Response

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

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

Contracts to Accept o My Contracts

Contracts to Accept

There are curmently o contracts that requine your response — click on My Contracts” o sse youwr curment contracts

Contact HR Systems Team
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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.

e Each contract has a unique number. Select the contract number to view the contract overview, hours and calendar

2. Use the filters to search for
particular courses/contracts and
select the Search button to
confirm the filter selections

Contracts to A::spto My Contracts

My Contracts

Sansract number 3. You can also scroll
Collegeiservice - through the page using
Business wn " A . the scroll bar

Academ year A

7. Select the contract number to

view the contract overview, Search
hours and calendar (contract
UAL Short Con ?5) and Animation: Intermediate 0S/0O72017T -0TMOT2017 (Jul 17 - Now 1T) 5 You can download the

contract in PDF format for
saving locally, if ever required

4. The contracts are grouped by course o £33 00 Comgéete Pownioa
and period. Each contract line displays: 6. Contracts may be in one of the following statuses in
CCW - Cambearm e Course Detail (Mame and College) this view:
« Dates of Contract Awaiting Acceptance — this requires you to respond in the
T « Worker Type - CEEEES  Contracts to Accept view
R « Rate of Pay ma=ted SN Accepted — you have accepted the contract
Co000029 P e Total Contract Hours oy — Queried — you have queried the contract
L e Total Cancelled Hours Declined — you have declined the contract
e Hourly Pay Rate 8 Active — some hours within the contract have been paid
Contact HR S Complete — all hours within the contract have been paid
Email: hpsadmin@arts.ac.uk Cancelled — all hours within the contract have been cancelled

Contact HR Systems Team
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Contract Hours
e 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
e The filters can be used to search by Month or Day of the week
e Use the scroll bar to scroll down the screen

Contracts to Ac :ap‘to My Contracts

Contract Ovarvieny caﬂtrﬂl:t HCII..IrS = Acceptﬁd
Contract Hours 1. The Contract Hours —— Bsic (Mo Taaching Fosle
Contract Calendar ViE‘W ShU‘WE YU‘U Whlch Pay cooe 111-HPL Basetine
hours have been paid or Total comtract hours . 2. Once hours have been
cancelled and when. Total cancelied howrs ; paid, the number of paid
hours will be displayed in

Tertal paid mours

the Paid hours column

‘Worker type ASSOT | A0E L e hurer PJ"’ rate a1 contract start date

Motk

Day of the week

3. If any hours have been
cancelled, the number of m

cancelled hours will be
EEEE R <oy in the Canceiea [T

DOE20M8 Wiecine s r hﬂUfS G'Dlumn. F]

Thursday T Q 2

Or30ar2018 Friday T ] -]

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



ual:

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.

The payment history
displays number of hours
paid and pay date

Payment History

Number of hours Payroll date

29/06/2018

Cancelled hours displays
cancellation date, the
number of hours cancelled

and the reason for
Cancelled Hours

cancellation

Number of hours cancelled

07/06/2018 3 Session Cancelled

Contact HR Systems Team
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Contract Calendar
e The contract calendar view displays the number of hours worked on each day by calendar month
e Select Next or Previous to move through the months
e Use the scroll bar to scroll down the screen

2. The Contract Calendar
displays the number of hours
worked on each day by

calendar month

Contracts to Accept o My Contracts

Conlract Ovarview Contract Calendar - Awaiting A

Contract Hours Contract numbar 3 3 2l
Contract Calendar Collegeiservice 2ntral Sar hianmns Fay code
Business wnit S Art TUTAINE Aon Tatal contract hours
1. Select Contract e B P Yotal eanceied nours 0 3. Use the scroll bar to scroll
Calendar from the left Coursaiaconmty 30 A (o) Fine At Total pad hours 0 down the screen
hand menu to see a Conirast date Ange I Pay rate al contract start date  £427
calendar view of your Worker type =4 4 Select Next or -
hours m m Previous to move November 2017

though the months

Thursday Friday Sanurday
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Contract Overview

e The contract Overview provides additional contract details, including pay rate information

e Use the scroll bar to scroll down the screen

e 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

Contracts to Accept o My Contracts

Contract Overview Contract Overview - Accepted

Contract Details

1. The Contract Overview
provides additional contract
details, including extra pay rate

information
2. Use the scroll bar to scroll

Acadermic yearis) 2018419 down the screen

Terms & condinons

Contract created by

Role Information

—
Workes type Asscciate Lechu 3. You can see your hourly rate and what proportion of
Rate type Basic (Non Teaching Rats this is holiday pay.
Descrnption of duties This information helps you understand the breakdown

of payment received in your payslip, which you can
access within ESS
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