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Posting Diary

Upon loading the Personnel menu from the Global Navigator a message will appear if there are any

outstanding Posting Amendments:

When the Load All command is used in the Postings Diary window, it will list every transaction made in the

system. Although it is possible to print and circulate the memos, updates can only occur on those entries

that have a date that is less than or equal to today’s date.

For those Posting Amendments that are due to take place after today’s date, they can only be updated on or

after that date.

The updated Service History has now been alerted to the Rotas and Availability section of the system.

Therefore these personnel will now display in their new posts, with new duty and watch details at the

selected Locations.

The dialog box that will pop up will look something like this

Click onto the OK button

These can be viewed via:

The Posting Diary window will appear

Click onto Personnel

Scroll down to Postings

Click onto the Postings Diary

10 Postings diary

| dpdate.. |

Load 2l

Load gutstanding

Fint.

o |S|u|%

(] There are 17 outstanding probations to be actioned
. There are 186 unprocessed personnel record amendments

o]

Personnel Window
Personnel Record Cards...
Establishment Administration. ..

Establishment
Recruitment

Leavers

Absence

Awards and probations
Retsined Pay

Health and safety
Qccupational health
Equal opportunities
Qualfications
Appointments manager
Supervisor

Reports

Wacandes and Non-Substantive Occupancy...

Fluctuation book, ..

Mon permanent posting details. .
Establishment Yaristions

Length of service monikor...

Analyse service history data entry. .
1D cards...

Service Attributes. ..

Allocate auto password privileges. .

System Help.
Feru Bar

Ctrl+F1

Menu Bar

21X

[ Pastings diary

Date

Type

Sumame

Initizls|

Service No

Location

Rark.

FB144 Details

Kil}

+= FB144 successfully printed, | = FB177 required
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Personnel Record Card.

The Postings Diary facility depicts all

Posting

Amendments which have been entered via the

Records that are outstanding or due for amendment

o will appear in the Posing Diary Window.

Build 2059

PAGE:

3



By Clicking onto...

Load All button - will load all Postings due regardless of date; therefore the

Load all

date can be in the future or the past.

. Load Outstanding button - only loads those postings where the effective date
Load outztanding

is before the current date.

The list distinguishes those Postings where an FB144 has successfully printed and that a memo has been

circulated to notify the brigade of this Posting Amendment, postings requiring an FB177 are also indicated.

Please refer to the key at the bottom of the Postings Diary window for clarification of

the key symbols + = FB144 zuccesstully printed, | = FB177 required

To open the selected person’s PRC:

Load 2l | Load gulstanding pint.. |
S |8 ulw|
Sel d highlight the desired i ] = ‘ '
° VR Slange M 121 28 O nl
e eCt an Ig Ig t t e BSIre pOStlng 21032008 |NEW |01 0101010 01 H1 Joiner; Appointed Non-Unilormed Temp Postcode 1 at DAC
+ [31032008 [ALT |Gloyn D 1305 o FF Posting amendment reversal
31032008 |LVR |Jordan Lv 1736 28 H3 Ordinary retirement
d 01042008 |ALT |Howes J 1808 k 3 H3 Pasting amendment reversal
reco r 104 2008 |NEW |McGovem DM 123457 BUCKS FF Joiner: &ppointed Light duties at BUCKS [Buckinghamshire

e Click the button represented by a two

faces.

M of

+=FB144 successfully printed. | = FB177 required

e This will open the posting record

[ElPersonnel record card for D M McGovern I =] 3
Help  GIS
Pastings for. McGavern D M [Diane) Eind... Next Back
Service no. 123457
Joiner. Delete. Search
Peimanent details Current details.. Prirt Create addiionsl post
Light duties — -
Firefighter Medical Calends Hid
BUCKS: Buckinghamshire Fire & Rescue Medlcal Ha il der ks
\wihale time 24/7 el menrs Add..
ikl Time 24 Medical Referrals —

Effective from 01 04 2008 Mext of Kin J
Pay Reference

Payrall Historm
Perzonal Details

Thiz is an unprocessed additional substantive post. [t will become a substantive post when i
Is updated.
Fiw past... | Revise, remove ar update it wia pasting amendments.
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To Update the Posting [postings diery 2%
Loadal | losdoustanging | Upgate. | Fin. |
S |8 ul%
H H @I- Postings diam
° Click onto the Posting Date | Type| Sumame [ niials] Service No[ Location | Rark | FE144 Details
+ |31 032008 |Al Gloyn D [1j] FF Posting amendment ieversal ;I
31032008 |LWR [Jordan Ly 1736 28 H2 Ordinary retirement
01 04 2008 NEW Erh h 45 LK. | il sinted Light duties at BUCKS [Buckingharnshire Fir
g:‘l gg %ggg ALT Elowas il 1018818013 35 H3 Posting amendment reversal
H MEW |01 1 H1 A ted Nor-Unif T i 1 at DA
° C|ICk onto the Update button Joiner. Appainted NoreUniformed Temp Posteode 1 at DAC
4 v
+ = FB144 succasshull printed, | = FB177 required
Update...
A dialog box will appear — as shown -
\?}) Update 1 entrig(s)

e Click onto the OK button

The user has the ability to bulk update postings by selecting multiple lines (hold the Ctrl key and click onto

the Postings) and then pressing the Update button.

printed.

As you can see once the record has been

updated it will no longer appear in the

‘Postings Diary’ window

The next Posting in the list doesn’t have a ‘+’
sign next to it, this means it has NOT been

printed

This will only update those records that have been

The ‘+’ sign next to the Posting lets you know that the Posting has been Printed.

[ Postings diary 20|
Load al | loadouistanding | Update.. | Bint. |
s |8 u%
B Postings disry
| [ Date [ Type| Suname [ Iniisls| Service Ma| Location | Rank | FE144 Detais
+ (31032008 [4LT 1] 1305 m FF Posting amendment reversal d
3103 200 H3 Ordinary retirement

Posting amendment reversal
Jainer: Appointed NonUniformed Temp Postcods 1 at DAC

e

21032008 |NEW (0

+=FB144 successfully printed, ! = FE177 required

If you click onto the Update button a dialog box will appear — as shown -

N

Mo entries with successful FE144 printz
or with dates less than or equal to 04 04 2008 zelected for update
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Click onto the OK button
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Pustings diary 2xl
. . Load al | Load gutstanding | Update... | Frint... |
e Click onto the Posting =
o|olelw
e Click onto the Print button B Postings dy
Date Type| Suname Initials| Service Mo| Location | Rank [ FB144 Details
+ 31032008 [ALT  (Gloyn 305 m FF Posting amendment reversal :I
31 032008 |LYR  [Jordan Ly 1736 28 H3 Ordinary retirement
Fl A t 01 04 2008 Ve 123457 &ppointed Light duties at BUCKS [Buckinghamshire Fir
onnk.... 01 04 2008 [ALT  |Howes J 1508 ES H3  |Posting amencment reversal
21032008 |NEW |01 oo (o H1  |Joiner: Appointed Mon-Unifermed Temp Postcode 1 at DAC

+ = FB144 successfully printed, | = FB177 required

Postings must be printed one record at a time.

The Print Preference window will appear

To view the Report

e Click onto the Screen other wise

e Click onto Printer

e Select the printer (if there is more than
one)

e Select the Available Report

e Click onto the OK button

A dialog box and the Screen report will appear

Screen Report

Print preferences
Report destinations:

Printer ~
=8

OPHT -diane. rc-wikp:

g Colour Laser)et Main Offic
Microsoft #P5 Document Writer Nelz:
Microsoft Office Document Image Yriter Nel3:
Main Office HP Network, Printer Ne0d:
VIR G e o Lot Ealo e Pt RE2AC.

o

Page setup... | Bename... |

Auvailable reports:

Lizt of selecl
:Memos

ted amendments =
selected amendments

=10 x|

J/ Print posting amendments far 1 entrie(s]

|

Wes |

e Click onto the Yes button

Cloze
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[ screen Report — o]

Help
\:’) Wiaz the printout successful? -
-

Another dialog box will appear asking you if the print

was successful

Mo I Yes |

e Click onto the Yes button

The Report will still be open Please note that the Tollowing change is effective from: 01 04 2008

Joiter: Appointed Light duties at BUCKS {Buckinghamshire Fire & Rescue]

e Click onto the Close button

Payroll Number: [ ] Currentcostcode: [ |
Sumame New cust code [ ]
First names: Date: Date:
20% Flexible duty allowance payable Yes: D I:l No: m I:l
You need to refresh the system for the Posting to Basental Cor User Alowance payatle et [ [ ] N B[]
update itself Bl : : &
B

e Click onto the Update button Update. ..

The Dialog box will appear

3) Update 1 entrie(s]

e Click onto the Yes button

As you can see the Posting has disappeared

[ Postings diary . -
T I e LUpdate.., Prirt...
o8 u®

Fostings diary

Rark | FB144 Detas
FF Potting smendimert reversal =]
H3 Doty retiement
H3 Fosting smendment reversal
H1 Jorer: Apponted NorrUndicemed Temp Postcode 1 8t DAL

"

+ = FE144 succesuiully pinted, | = FE177 requued
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Open the Personnel Record Card (PRC) that you have just updated

=191x

End. tiea [ |
dores | fisin Grch

Cunent detals

As you can see the PRC has o
Pemanent detsd:
updated the Posting Record g

riggin
BUCKS. Buckinghasshin Fin & Flnscus
W e 247

el T 24
Eflective fiom 01 04 2008

If the PRC is open use the Next and Back buttons to Refresh and Update the Record.

Mest
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Hep G5

[F% Personnel record card for D M McGovern

Pt | Creote sasonaivon |

= |

Sarvice f

Postings o Moliowem D M (Diare]
12457

=]
dorer | pewe. | gewen |

Erarserend et

el

Whale e 2407

ghee
BUCKS: Buckinghamshie Fire & Alescus
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