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The Principal
All Post Primary Schools

December 2006

Re.
Electronic Timesheets

Dear Principal

In June 2006, the Board introduced a new Payroll/Human Resources system for monthly paid staff based at Headquarters, outcentres and libraries. In November 2006, the system was extended to all staff including school-based staff paid on a lunar basis. The introduction of this system is part of a regional project to replace the existing Payroll/HR systems in all Education and Library Boards by mid-2007, and has already been implemented in BELB and NEELB.
The new system, called ResourceLink, includes the facility to submit timesheets electronically using a secure Internet connection. Electronic timesheets have been used successfully for monthly paid staff since June and has improved the speed and efficiency of the timesheet procedure. It is the Board’s intention to replace existing paper timesheets with the electronic version for school-based staff paid on a lunar basis for the February 2007 payroll. 
It is essential therefore that each school has staff properly trained in the keying and authorisation of electronic timesheets. The Board will be providing training at the Clounagh Centre Portadown on the dates listed on the attached sheet. Each training session will last approximately 2 hours and will be provided either as a morning or an afternoon session. I would be grateful if you would nominate two people to attend training and indicate on the attached sheet the preferred training session for each. Both members of staff may attend the same session if this is convenient for your school. It is the responsibility of the person who currently authorises timesheets to ensure that the electronic versions are accurately keyed and authorised. It is suggested therefore that this authorising person or their deputy should attend training and that the second nominee should be the person who will accurately key the timesheets.
I would be grateful if you would complete and return the attached sheet by Friday 5 January to the Corporate Information systems Helpdesk at Board Headquarters. Responses may be faxed, phoned or emailed using the contact details on the attached sheet.
Yours faithfully
T HERON

HEAD OF CORPORATE SERVICES

ELECTRONIC TIMESHEET TRAINING JANUARY 2007
SCHOOL:
_______________________________________________________


	Date
	AM / PM
	Nominee

	Monday 8 January
	AM
	

	
	PM
	

	Tuesday 9 January
	AM
	

	
	PM
	

	Wednesday 10 January
	AM
	

	
	PM
	

	Thursday 11 January
	AM
	

	
	PM
	

	Friday 12 January
	AM
	

	
	PM
	


Please note the timing of sessions:
AM sessions
10.00 – 12.00

PM sessions
14.00 – 16.00

Responses may be faxed, phoned or emailed to Corporate Information Systems using the contact details below. Please ensure that responses are received by Friday 5 January.

Helpdesk
Corporate Information Systems
Southern Education and Library Board
Tel: 
028 3751 2501
Fax: 
028 3741 5408
Email. 
ict.helpdesk@selb.org
_1061031364.doc
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