Concise Manual for the approver (member of the Human Resources department) regarding UT-Flex

UT-Flex is a web application for students and staff members of the University of Twente. Supply and demand of small
jobs are matched via this virtual “(temporary) employment agency”. Students can apply for small jobs. The administrative
process relating to the appointment of student-assistants is settled as much as possible via workflow. Staff members and
students can enrol in UT-Flex via: http://www.utwente.nl, then Quicklinks and subsequently MyCampus portal and web
applications.

This manual is intended for the staff member with the faculty or department who:
e matches a flex worker to a small job;

e approves a small job. As a rule this will be a member of the Human Resources (PA&O) department, but this task
could also be performed by a staff member with financial responsibilities;
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In order to obtain access to UT-Flex, the first time you have to identify yourself with your staff number and password.
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Once the staff member has identified himself or herself, he or she can report a small job (student assistantship) for UT-
Flex. Then follows a brief description of the activities, the period, the number of hours budgeted and the financial number.
After storing the small job the staff member (approver) will receive a message to this effect. He or she will decide on the
number of hours and the gross hourly wage based on the Collective Labour Agreement Dutch Universities. The staff
member will state in this field who is to approve his request for having a small job performed by a student.
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Via this screen a staff member can see which UT students are available to do your job.
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The Human Resources staff member (approver) is authorised to approve small jobs via a special application. If a staff
member has selected a student and has passed on his name and job number to the Human Resources staff member
(approver), the Human Resources staff member (approver) can match a job to the student. The Human Resources staff
member can also fix the gross salary and whether a maximum number of hours can be charged by the student. In this
case the “check hours overwrite” field should state “blocking”. It can also be stated whether in addition to the gross salary
the student should receive an allowance. This allowance, too, is to be fixed on an hourly basis. The allowance can also be
expressed as a percentage.
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Via the screen small jobs the Human Resources staff member (approver) can find out which students are available in the
system to perform a small job.
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The Human Resources staff member (approver) can have an overall picture of the available UT-Flexworker via the list
button. Using this function the Human Resources staff member (approver) can select a student who was proposed by the
staff member. By clicking the OK button several fields are completed automatically.
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If all fields have been completed and saved by the Human Resources staff member (approver), the student and the job
have been matched to one another. Subsequently the student will receive a message that he or she is to supplement
details for the salary administration via this screen. UT-Flex needs to have the bank or giro account number, the tax and
social insurance number, a signed individual payroll tax statement and a copy of a valid ID of the student.

icht (Onbewerkte tekst)

Bestand Bewerken Beeld Invoegen Opmaak  Extra  Acties  Help

€ Beantwoorden €5 Allen beantwoorden | 48 Doorsturen | S LA G S R

€3 De extra regeleinden zijn verwijderd in dit bericht. Klik hier als u de regeleinden wilt herstellen,

Wan; 5991 1278@student, Ubwente.nl Yerzonden: vr 3-6-2005 13:52
Aan: i.a.j.debot@utwente. nl
cc

Onderwerp: Werkzaamheden bij de Universiteit Twente

Eeste Marcel Noerman
Hierbij hevestigen we dat Jje werkzaswheden wag verrichten woor de activiteit "klus 3" in de periode wan 01-02-2005 t/m 01-02-2006.

Dagelijks kun je als oproepkracht of als student-assistent de gewerkte uren registreren in de module urenverantwoording wvan UT-Flex. han het eind wvan de
maand kun je eenmalicg alle gewerkte uren ter goedkeuring aanbieden bij: ir. R.C.J. Zoontjes De goedgekeurde uren worden vervolgens voor uithetaling
doorgestuurd naar de salarisadministratie.

Op dit moment ontbreken een aantal gegevens om het dienstverband khij de salarisadministratie te registreren. Dit zijn het sofi-nummer, een kopie van een
identiteitshewijs of paspoort en het bank- of Postbanknurmwer. Als je de gegevens nog niet hebt aasngeleverd kun je ze wvia de module "Gegevens salaris-—
administratie™ wan UT-Flex aanbieden. Het kopie identiteitshewijs of paspoort moet je naar de PALD Jervice Desk sturen. Zonder deze gegevens kunnen de door
Jouw gewerkte uren niet door de salarisadminstratie worden uithetaald.

Met vriendelijke groet,

PAO-Service Desk

[ Klembord: 18 van 24

Itemn niet verzameld: verwijder
items om meer ruimte beschikbaar
te maken
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The student will receive a formal written confirmation of this employment, this serves as a letter of appointment. The
Human Resources department cannot draw up this letter before the student has completed the screen below. The student
will be appointed as student-assistant and/or on-call worker in accordance with the Collective Labour Agreement Dutch
Universities for the duration of one year. The student will receive a so-called zero hours appointment. The hours worked
are always to be charged afterwards. The other employment conditions are laid down in the general provisions. These
provisions can be consulted via the site.
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Once the employment has been confirmed in writing by the Human Resources department, the student will shortly
thereafter receive via email a staff number from the ITBE department. Hours can be charged via this number but also via
the student number. If a student performs several small jobs at the UT, for example as a student assistant or as an on-call
worker, then he or she is to record the number of hours worked per small job.
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Subsequently the student can keep count of the hours worked via this screen on a daily basis. At the end of the month the
staff member (immediate supervisor) will receive an email with an overview of the hours worked and a request to approve
these. After approval, the hours will be presented via UT-Flex (workflow) to the salary administration for payment. If the
staff member does not agree to the hours stated, he or she can inform the student of this stating reasons (page 12). He or
she can then adjust his or her specification. Hours which are approved by you before the 10th day of the month, will be
paid out in the same month around the 25th.

If you have approved the number of hours before the 10th and the student has not received his or her money by the 25th,
please contact the salary administration on extension 2835.
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1. Mail to approver (when the hours come in)

Subject: Your Staffware In-tray contains hours for approval.

Dear staff member,

Your Staffware In-tray contains hours charged by Putman, W.G., for approval. In order to expedite a timely salary payment you are
requested to settle the approval procedure as quickly as possible.

Approval number : 100000066

Double-click on the link below to access your Staffware In-tray. http://appw2806.utsp.utwente.nl/webclient

This email has been generated automatically. Please do not reply to this email address. Any replies are sent to a non-administered
mailbox and therefore will not be replied.

2. Mail to student (in case of rejection)
Subject: Your UT-Flex hours have been rejected.

Dear student,

Approval number: 100000057

The UT-Flex hours charged by you have not been approved by your superior for the following reason:
the limit of the number of hours has been exceeded

In order to expedite a timely processing of the salary, | request you to contact your superior.

This email has been generated automatically. Please do not reply to this email address. Any replies are sent to a non-administered
mailbox and therefore will not be replied.
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3. Screen approver (Staffware screen seen by approver)

Form ¥Wiew

Procedure Description: UTFlex
Case Description: FLEX100000066
Step Description: Goedkeuring uren 1

controlerapport

02-05-z2005% 2 inwentarisatie

03-05-2005% 3 opzet document

09-05-2005% 7 Tay-out aanpassen naar huisstijl
12-05-2005% 2 schrijwen inleiding

17-05-2005% 1 owverleg met opdrachtgewver
24-05-2005% 2 naar de repro

z5-05-z005% 1 rapport wegbrengen

Totaal: 18

Deze klus kent een maximaal aantal uren van 30

lGoedgekeurd? Hee BJ

Feden e

Bewaren | Doarsturen |

This screen is shown to the approver when Staffware contains a statement of hours to be approved. If more hours are
stated than the maximum allowed, there will be a message - which has been simulated here. If the statement of hours is
rejected, a reason can be stated, which is shown in the email (2).

Handleiding personeelsfunctionaris t.b.v UT-Flex versie 22 juli 2005



