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MyHRII Project Update - October 
 
Building on the achievements of the last few months, here is the update for October.  
 
Key achievements 
 
One off worker workflow 
One of the biggest irritants that we have heard about is the inability to quickly submit a 
request to pay an individual who has only completed a one off piece of work (previously 
form 7). We have now implemented a new transaction type to make it possible to complete 
these requests in one submission. This will streamline the process for department users and 
allow for quicker processing times in HR Services.  
  
When submitting a one off worker request, please ensure that you attach the following 
documents: 

· Bank details 
· Starter declaration 
· Term dates declaration where the individual being processed holds a Tier 4 visa 

 
Training on the new one off worker workflow will be running at 11am- 12pm on Tuesday 3 
November or 11:30am - 12.30pm on Wednesday. During the session, the trainer will 
demonstrate the new workflow and explain how it differs from other contract request 
workflows. Please email myhrii@ucl.ac.uk if you would like to attend a training session and 
we will send you the relevant meeting details.  
 
Guidance on how to use the new one off worker workflow can be found here.  
 
Absence management 
We have implemented another improvement to absence management. All absence 
balances will now calculate correctly for staff who change their working arrangements (for 
example, moving from full time to part time work). This is line with the commitment we 
gave at the start of the leave year to have this functionality working by 1 November.  
 
Also, in the absence space we have made the absence on assignment field mandatory when 
booking a period of annual leave. Making this field mandatory will reduce some of the issues 
being experienced with the module. 
 
Reporting 
We have published a list of reports available to Department Administrators, along with a 
user-friendly description. Information about these reports can be found here.  
 
For information on how to access the OBIEE Reports, you may find it useful to review 
the OBIEE Reports Instruction Manual. This manual illustrates where you may access 
reports, in a screen by screen layout.  
 

mailto:myhrii@ucl.ac.uk
https://www.ucl.ac.uk/human-resources/about-hr/myhr/myhr-user-guides-and-online-training
https://www.ucl.ac.uk/human-resources/faqs
https://www.ucl.ac.uk/human-resources/sites/human-resources/files/obiee_reports_instruction_manual.pdf
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Finally, if you would like training on how to access and run MyHR reports then please email 

hr_reports@ucl.ac.uk to setup a training session with the Workforce Reporting & Analytics 

team. 
 
 

mailto:hr_reports@ucl.ac.uk

