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How to complete the New Starter Form
in the ERP

Last
Updated
1 Scope: 06.08.2026
This guidance is to show you how to use the New Starter Form in
the ERP.
2 Introduction: 06.08.2026

This guide provides information on the process of setting up a
new starter into a position which already exists in your
establishment.

3 Navigate to 06.08.2026
Main Menu — Forms — New Starter — New Starter Form
4 Step by step process

4.1 | To set up a new starter in an existing position that you have line 07.08.2026
manager responsibilities for, navigate to the New Starter Form in
the ERP.

This form is only to be used for pre-approved recruitment of
applicants not being hired through Unit4 Recruitment.

Prior to completing the form, you will need to have saved all new
starter documents to your device ready to attach to the completed
form.
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Homescreen menu

- Forms Case Management (SC)

W Employee Declaration of Interest For & OHReferral Form

& Incident Form

Absence (SC) New Starter (SC) Q Manager Dashboard

I Schools KIT Days Form

Organisation and Position (SC) Contractual Changes (SC)

www.shropshire.gov.uk
General Enquiries: 0345 678 9000




%Y Shropshire UNITZ ERP

Council

4.2 | Complete all the relevant fields in the Personal Details section.

mmmmmmmmmmm

1
123 Water Way Shrewsbury

If the Resource already has an additional position within
Shropshire Council, or if they may have moved from another team
or school, they will already have a Resource ID, so enter this in
the Current Emp ID (If appl) field.

Current Emp ID (If appl)

299999

Complete all the relevant fields in the Position Details section.

In the Position field, press the SPACEBAR on your keyboard or
click the arrow to populate the list of available positions in your
establishment, select the relevant one and use the TAB key to
populate the next two boxes.

Position *
| U )
Tester

To find the correct Work schedule, go to the Value lookup by
clicking on the three ellipses on the right side of the field.

Work Schedule * ©
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4.3 | Type into the Search criteria field and click Search to bring
through all options with those criteria. Select the correct work
schedule for your employee. A typical full-time employee will be
37 hours (7.4/7.4/7.4/7.4/7.4/0/0)

Value lookup

Search criteria

¥ Advanced

Attribute value Attribute Description Period from Period to Status
[Fifeer |
37-0102588510.. WORKSCH 37 hours (0/10.25/8/8.5/10.25/0/0) o 209999 N
37 -6596587 WORKSCH 37 hours (6.5/9/6.5/8/7) o 209999 N
37 -6956956NN WORKSCH 37 hours (6/9.5/6/9.5/6/0/0) o 209999 N
37 -75757577567 WORKSCH 37 hours (7.5/7.5/7.5/7.75/6.75/0/0 0 209999 N
37 -77575775756 WORKSCH 37 hours (7.75/7.5/7.75/7.5/6.5/0/0) [d] 209989 N
37 -858548575 WORKSCH 37 hours (8.5/8.5/4/8.5/7.5/0/0) 0 209999 N
37-92592592592 WORKSCH 37 hours (9.25/9.25/9.25/9.25/0/0/0) 0 209999 N
37 -95959585NNN  WORKSCH 37 hours (9.5/9.5/9.5/8.5/0/0/0) 0 209999 N
37-975925925N8 WORKSCH 37 hours (9.75/9.25/9.25/0/8.75/0/0) o 209999 N
37-00959595085 WORKSCH 37 hours - 0/0/9.5/9.5/9.5/0/8.5 o 209999 N
37-38888NN WORKSCH 37 Hours (3.7 /8.33/8.33/8.32/832 .. o 209999 N
37-7.4NN7.4NNN  WORKSCH 37 hours(7.4/0/0/74/0/0/0) o 209999 N
37-725757575725 WORKSCH 37 hours (7.25/7.5/7.5/7.5/7.25/0/0) o 209999 N
37-757575725725 WORKSCH 37 Hours 7.5/7.5/7.5/7.25/7.25/0/0 [d] 209989 N

If this is for a full-time teacher please select 32.5 Teacher
General as the work schedule. If it is for a part time teacher or the
work schedule you need is not in the list, select any and then
provide exact details in the Add. Work Schedule Detail box.

Add. Work Schedule Detail
Add work pattern detail here for part-time teachers or if the required work schedule is not in the list above
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Type in the Hours Per Week as a decimal (for example; 12 hours
30 minutes is 12.50.) Use the calendar to select the Start Date.
Use the SPACEBAR to list the options for Contract Type and
Paystep (completing this field will populate the Annual Salary.)

Position Details

[ Fisse note the work schedule selection s Mandatoey. It i for  ful-time teacher pisase select 32,5 Tescher General os the work schede. it for 8 prt ime tescher of the work schechl you heed ot in the st ssect any and then provide exact detais n the
sditonal schedule details box

Some fields may only be necessary in certain circumstances (for
example; End date (If App) only needs completing if it is a
contract with a fixed term.)

The ERP is set up to cease paying the employee on the End
Date entered, therefore you must monitor and review Fixed Term
Contracts (FTC) in a timely manner to ensure they are
processed as a leaver (via the Leaver Notification Form) or a
contract amendment (via the Contract/Position Change Form)
is completed.

4.4 | In the Additional Details section, confirm the Reason for
Recruitment (press SPACEBAR to bring up the list of options), if
relevant complete Working Pattern (Corp) (this does not apply to
schools), Essential Car User (Yes or No), Politically Restricted
(Yes or No), Teacher DFE No (applies to schools and new
teachers only), Reasons for Start (SCH) (schools only to inform
the Schools Workforce Census.)

Additional Details
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4.5 | In the Additional Details Cont section, you need to select Yes or
No. Select Yes if any of the following apply:

e If you need to add additional information about the
Resource (e.g. if they have an existing post within
Shropshire Council and this is an additional position)

e |f the new Resource needs an additional payment (e.qg. if it
is a teacher and they require a Teaching & Learning
Responsibility Allowance)

e Add any variable hours contract details (e.g. if a teaching
assistant position might need to do lunch cover)

e Where the form is for maternity, sickness or secondment
cover — detail the name of the person they are covering.

Select No if you have nothing else to add to the form.

Additional Details Cont

ormation/special requiements to assest with the processing of the form. You may also attach relevant supporting documents to the form such a3 apphcations or referances

If you select Yes, click in the Additional Info box, read the text,
then delete it and type your comments for Payroll.

Variable hours details — type here any details of variable hours if
appropriate.

Additional Payment Type. Complete the start and end date of

any temporary additional payments i.e. TLRs and SEN
allowances. Enter the full amount for the allowance as the ERP

will pro-rata it.

If any Further Addtn Payment information is required, select
Yes here and complete the additional fields.

Further Addtn Payment

ﬂ Would you like to add another additional payment?

Yes or no
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4.6 | You can now select Save as draft at the bottom to save the form.

Print preview Submit form " Export

Retrieving saved forms.

4.7

To retrieve a form that has been saved as draft, go back into the
form as if to complete a new form. Delete [New] in the Form ID
field and press SPACEBAR, this will bring up your saved forms.
Click on the form you are looking for and press TAB, the saved
form will reload.

New Starter Form

A New Starter Form

New Starter

New Starter

Form owner
Testy McTest
200519

Adding attachments
4.8
To attach any documents required for processing a new starter
(such as Application Form, References, DBS Documentation,
Certificates, Right to Work, Medical Approval, Medical
Questionnaire etc), you need to click on the paperclip in the top
right of the form.

www.shropshire.gov.uk
General Enquiries: 0345 678 9000




WY Shropshire UNITZ ERP

Council

You will then see this screen below, click on Add a document.

Document archive 7

All documen ts Change view i [Actom]~ Sortby | Documen typeprionty v |[=] | Search Y

All documents
A New Starter Form (NEWS1

New Starter Document

Add a document

The document type will be New Starter Documentation. Click on
Upload and select the required documents that you have saved
on your device prior to completing the form.

Add a document ()

Document type *@)

New Starter Documentation -

File name*

Upload

Document title *

Document description

Save Cancel
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Go to the folder on your device, click on the document and select
Open. Ensure you only upload the documents that are relevant to
this Resource.

Q. Y

4 @l > Katie - Shropshire Council > Desktop v O Search Desktop
Organise - New folder = a
> @ Desktop O Name Status Size
> & Documents o business-world-hr-form-guide-new-starter-f... @ 457
> Expenses o ERP User Guide - New Starter Form V2 e oc...
> T Flowcharts ko 2026 @ nternet Shortcut
> Meetings 8 Microsoft Excel ® Shorteut
> 7 Micrasoft Copi % Microsoft PowerPoint o] hortcut
> Microsoft Tean SRTTe @ Shorteut
> Notebooks @ Mici d Doc
> T Notes eppes-rler © nternet Shortcut
> Old G Drive

File name: ~ All files
Upload from mobile Cancel
Then select Save to attach that document.
X
Add a document %)
)
Document type *(?)
New Starter Documentation v
File name™*
New Starter Docs.docx Upload

Document title *

New Starter Docs

Document description

SEVE () Cancel
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The document is now attached to that form and that Resource.

Document archive 7

Actions |~ Sortby  Documenttypeprioity |« ||=| | Search Q

Add a documen 13

Then repeat until all the required documents are attached.

If you are not yet ready to submit the form, Save as draft again
and come back to it later.

When you are happy that the form has been fully completed and
all attachments have been added, select Submit form to send for
approval and processing.

Print preview | Submit form Save as draft

4.9 | Headteacher Approval

If the New Starter Form has been completed and submitted by
an Office Manager or Administrator at a school, it will generally
workflow to the Headteacher for approval.

o° www.shropshire.gov.uk
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The Headteacher will receive a task in the ERP and should go to
Task Management to deal with any task they may have. Click
from the Tasks on the Global Toolbar or navigate to Main Menu >

Common > Task management.
unIT 1 Copy om PROD FB v Shrogstura Coun

Go into the New Starter Form task. If all the details are correct,
select Approve.

If the form is incorrect or has missing details, select Reject and
explain why it has been rejected in the Workflow log comments.

4.10 | To check progress of any forms, use the My HR Forms
Workflow Status from the Home Employee Dashboard.

U n IT FR ACPTO1 Copy from PROD 23/03/26 v Shropshire Counc 1 SC-MANAGER v & B ™ | Search(aieg
= w
ull Ik

B8 Employee Home L Personnelinfor.. § My Absences + K& Time and Expen... v [G

My Information My Annual Leave - a
Ya¥ Shr >
L il . )
!

Annual Leave My Paid Expenses s TestyMcTestis absent.

s TestyMcTestis absent

Main Position Information

‘Current Main Position
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Or the HR Forms Workflow Enquiry tab in the Manager
Dashboard if you have line manager access in the ERP.

®-. o~
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Homescreen menu

Forms

Time and expenses
Personnel
Procurement
Project management

Customers and sales

U n I T }— R |_7 ACPTO1 - Copy from PROD 23/03/26

T Expenses

E’j' Communities

Your employment

*® Personnel information
&l Absences

*®  Activate your substitutes

- Start pages Your employment
Your employment Ef Absences Q, Employee Home

%" Organisation Chart

%" Line Manager Structure

% Financial Approvd

Q Manager Dashboard

s for Your Resources
Your development

¥ Course catalogue
& Required courses
&) Evaluation form
& Competences

O\ Competence information

uniT ) ACPTOL - Copy rom PROD 23/03/28 v hiop I~ L SCMAN A vB = | Seacniing
i @ 200519 x
il ¢ |O 1
1 Overview v i@ MyEmployees  » i Team's Annuall.. igh New Starters @l Useful Links
———
Your HR Forms within last 3 months
== 1(v]
Form Form ID Date Intiated Initiated By Resource I Workflow Status. Woarkflow Step.
1 Position Change Farm PCHG10006788 20/05/2026  Testy McTest 200519 InProgress Finance BP Workflow Escalation e
2 Right to Recrutt Form RREC10006561 11/06/2026  Testy McTest 200519 InProgress Finance BP Workfiow Excalation Mot
3 Leaver Notiication Form LVND 10009183 09/08/2028  Testy MeTest 200519 InProgress ‘Confirm Cancelation or Resubmit Test

Video Links

New Starter Form in the ERP

How to use Forms in the ERP

Leaver Notification Form for Managers

Contract/Position Change Form

How to use Reports in the ERP

How to use Reports under Common in the ERP
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https://youtu.be/Gk3WoHUkFI8?si=U1XRFDrl34GgcgjH
https://youtu.be/4J2Vhu2D2-4?si=0o6zOFxqLIe6wPUd
https://youtu.be/sCI_BCKKQeo?si=Ru7-99j5ksUDhb7K
https://youtu.be/TdysAT7YBVk?si=A_iH8MgGGkrh4njj
https://youtu.be/RzpzJxFRLSs?si=yBhl4tpx1cgwporl
https://youtu.be/D6ENKr2Utq0?si=RV_VDoHisCaevY-_
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