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Introduction 

HR Connect People Manager is an online system that provides managers with 
instant access to a wide range of functionality and information in relation to the staff 
who report to them. This includes, where available and relevant the ability to: 
 

 View employee information, including job details, salary history and employee 
learning accounts 

 Record Professional Development Review (PDR) meetings 

 Approve annual leave, flexi-leave and time off in lieu (TOIL) requests 

 View, monitor and amend holiday and time of in lieu entitlement 

 View and record sickness absence 

 View team annual leave and absence calendar 

 Run a selection of standard reports 
 
You do not have access to sensitive information such as National Insurance 
numbers or equality and diversity data. 
 
You will be able to view staff who report to you, including staff who report indirectly to 
you. For example, a Head of School will have access to information for everyone in 
their School, not just their immediate reports. Reporting lines are maintained by HR, 
so please contact the HR Adviser for your area if they need to be amended.  
 
You will not have access to your own details through HR Connect People Manager, 
but will be able to access these details separately through HR Connect Self Service. 

Data Protection and Confidentiality 

As HR Connect contains detailed personal information it is important that you use it 
responsibly to ensure that the security of your own and you reporting staff’s 
information is maintained at all times. 
 
When you have finished using HR Connect please always log out or close your web 

browser or tab. Unlike other web based systems HR Connect does not retain your 

login information and you will need to enter your username and password every time 

you access the system. 

It is also important that you never let anyone else know your university username 

and password as this information would allow people to access personal information 

about your and your staff, with a risk of identity fraud. If you believe others may be 

aware of your password please change it immediately.  

If at any point you feel that your information security may have been compromised 

you should contact the University's IT Help Desk in the first instance (ext.3000). 

More details about information security can be found on the Staff Intranet. 

For further information on the University’s data use policy please refer to the Data 

Protection Fair Processing Statement for Staff. 

http://staff.napier.ac.uk/services/cit/infosecurity/Pages/Password.aspx
http://staff.napier.ac.uk/services/cit/infosecurity/Pages/InformationSecurityPolicy.aspx
http://staff.napier.ac.uk/services/secretary/governance/DataProtection/Documents/DPA%20statement%20revised%2018%2009%2013%20Final.pdf
http://staff.napier.ac.uk/services/secretary/governance/DataProtection/Documents/DPA%20statement%20revised%2018%2009%2013%20Final.pdf
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Reporting 

This document gives an overview of the reports that are available to People Manager 

Users in HR Connect. 

Extra care should be taken when printing reports that may contain personal and 

confidential information to ensure that the report is not viewed by any person who 

should not have access to the data on the report. 

To view a report a user will need to ‘Run’ the report, and then ‘Download’ the output. 

To run a report click in the  folder in HR Connect, select ‘Run People 

Reports’, ‘Run Organisation Reports’ or ‘Run Absence Reports’, depending on the 

report required. Select the required report and complete any parameters required on 

the ‘landing page’, which will vary from report to report. Once you have made the 

relevant selections click . 

Once your report has generated you will receive a pop-up on-screen message with a 

link to the report and also an e-mail confirmation. If you wish to download the report 

again at a later time, just click on , and on the appropriate 

‘Download…’ link, before clicking the relevant report from the list. Then click on  

next to the relevant version of the report to download the report file. You can 

download the report at any time, and this will be a point in time version of the report. 

In order to see the latest data you must ‘Run’ the report again. 

All reports will include data for the staff that are accessible by the user (direct and 

indirect reports), and will also include data for the manager themselves. Some 

reports also include details for leavers and employees who previously reported to the 

manager. 

Reports are retained in the system, and can be accessed at a later date. As a 

housekeeping process you should delete reports once you have not further use for 

them. To do this tick the selection box for the report and click . 
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Landing Page Options 

The landing page for each report is shown in the report description below. The 

following options are available on the majority of the landing pages, other specific 

options are described along with each report. Where date options are included the 

dates are always inclusive (for example reporting on absence from the 1st September 

to 31st August will include absence that falls on these dates). 

Organisation start point 

Select the point in the organisation structure that you want to report on. Selecting 

‘Edinburgh Napier University’ will include all staff who can be viewed by you 

(including your own record). Selecting an organisation unit that does not include staff 

in your reporting line will return no results. 

Organisation View 

This setting changes whether employees are separated down into their Organisation 

Units in the report. This setting will generally only apply to senior managers who can 

see a full Faculty, or department. 

 Show all data by unit - Lists the employees separated down into their 

individual organisation units (e.g. School / Institute).  

 Show all data as top unit - List the employees, unseparated, as though they 

were all in the highest level Unit in the report. 

 Only include data in top unit - Lists only the employees in the highest level 

unit reported on. 

Full path display 

This setting changes whether the Full Organisation Structure path is shown in in the 

Unit Headers (shown in green on the reports below). 

For example if the box is left checked then the path for Corporate Learning and 

Development would show as ‘Edinburgh Napier University/Edinburgh Napier 

University/Principal & Vice-Chancellor/VP Strategy Resources and Ext 

Relations/Human Resources and Development/Corporate Learning & Development’. 

If unchecked the path will show as ‘Edinburgh Napier University/…/Corporate 

Learning & Development’. This does not affect which employees or other information 

is displayed. 

Show details 

Where available this check box will dictate whether individual employee details are 

returned, or just Unit totals. 
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Include cover pages 

This dictates whether the Front and back cover pages are included on PDF reports. 

If selected these pages include useful information about the parameters selected. 

Cover pages are available for all reports and a sample for the People Headcount 

report is shown below, where the Human Resources Unit has been selected. 
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Output type 

On the ‘landing page’ you can also determine whether the output is in PDF or CSV 

format. PDF is recommended for printing and viewing the report, CSV allows the 

report output to be viewed and edited in Excel. In this document the PDF version of 

the report is displayed, but the same data will always be available on the CSV 

version of the report, usually without any totals. 

Report Run Comments 

You can add any notes here, which will appear on the download page, allowing for 

better identification of the report when downloading. 
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People Reports 

Organisation Leavers 

 

Lists all leavers whose date of leaving the University is within the ‘Start date’ and 

‘End date’ selected. Includes the employee’s name, last job title, reason for leaving 

and length of service at the leaving date.  

The total number of leavers for each Organisation Unit and the Overall Total number 

of leavers is also shown. 
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New Starters 

 

Lists all staff whose date of joining the University is within the ‘Start date’ and ‘End 

date’ selected. Includes the employee’s name, joining date, manager details, 

employment details and Full Time Equivalent (FTE).  

The total number of joiners and total FTE is also shown. 
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People Headcount 

 

Lists all staff within the selected parameters. Includes the employee’s name, 

employee number, job title, and length of service.  

The total number of employees for each Organisation Unit and the Overall Total 

number of employees is also shown. 
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Scheduled Reviews 

 

Lists Staff PDR Meetings, where the ‘Next review date’ falls between the dates 

specified. Includes the employee’s name, job title, reporting manager, organisation 

start date, review date and type and next review date. Indicates any overdue reviews 

in the period with an asterisk. 

The total number of reviews for each Organisation Unit and the Overall Total number 

of reviews is also shown. 
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Years of Service 

 

Lists all staff within the selected parameters. Includes the employee’s name, gender, 

date of join, job title, age and length of service (in years and months).  
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Organisation Reports 

Headcount Analysis 

 

Lists all staff, allowing for the selection of ‘Associate’, ‘Casual’, ‘Fixed Term’ or 

‘Permanent’ staff under the ‘Type’ drop down (if ‘Type’ is left blank all staff will be 

reported). Includes the employee’s name, gender, job title and contract, pay grade, 

contracted hours and calculated full time equivalent (FTE).  

The total number of employees for each Organisation Unit and the Overall Total 

number of employees is also shown. 

Employees with less than one year’s service can be excluded. 
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Movement Analysis 

 

Lists all staff who have joined, transferred into an Organisation Unit or transferred 

out of an Organisation Unit within the reporting dates. Includes summaries of the 

numbers by Organisation Unit and Overall totals. Join date is the employee’s 

University date of join, Transfer in is the date they moved to the manager’s reporting 

department. Note that the start date of this report is always the start of the current 

month 1 year previously. 
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Position and Structure Details 

 

Lists all staff, with contractual information, including hours, FTE, grade, scale point 

and actual salary. 
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Reporting Managers 

 

Lists each manager and their reporting staff. Includes vacant positions where 

applicable.  

 

  



 

 

HR CONNECT Manager Guide 5-Reports 
Reports Page 19 of 29 March 2014 

Absence Reports 

The absence reports include all absence, holiday and leave information. 

Most absence reports allow for the selection of ‘Absence Group’ (Holiday, Maternity, 

Sickness, Paternity, Adoption and Other) and ‘Absence Type’ (the selection will vary, 

but for example this would allow for the selection of ‘Jury Service’ under ‘Other’). 

They also allow for the selection of absences between two dates (always inclusive).  

The exceptions are the two Holiday reports (Holiday Entitlement Breakdown and 

Outstanding Holiday Entitlement). 

All of the absence reports have a selection to start each Organisation Unit on a new 

page, which allows senior managers to see separate Organisation Units on different 

pages, allowing for easier distribution of the reports. 
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Absence Frequency 

 

This report would normally be run for ‘Absence group’ of ‘Sickness’. 

It displays the number of occurrences, total number of days and total number of 

hours lost for each employee, split by absence type (e.g. for sickness it is split by 

Sickness and Accident at Work), within the date range selected. 

Organisation Unit and Overall Totals are also shown. 
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Absence History 

 

This report could be run for one or all ‘Absence groups’. 

It displays details of absence groups, types and reasons (where applicable) with 

dates and the number of days and hours lost for employees. 

Employee totals are also shown. 
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Absence History – People 

 

This report is identical to the previous report, but will include absences for an 

employee for times when that employee was not in the manager’s reporting line. 

For example where an employee who used to work under Manager Blue was 

transferred to Manager Red in July. In the ‘Absence History’ report, Manager Red 

would only be able to view absences for the employee from July onwards. In the 

‘Absence History – People’ report, Manager Red would be able to view all of the 

employee absence, even the absence that occurred when the employee worked 

under Manager Blue. 
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Absence Summary 

 

This report would normally be run for one absence group only. 

It displays staff, along with details of the number of absences, days lost, how many 

single day absences, and how many days lost by day of the week. 

Organisation Unit totals and Overall totals are also shown. 
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Absence Tolerances 

 

This report is designed to quickly identify staff who have met or exceeded sickness 

absence trigger points. In the example shown the report will show employees who 

have 3 or more incidences of sickness absence within a 6 month period. This may 

be used to identify individuals who may need to be referred to Occupational Health, 

according to University policy. 

Employees with their absence details are shown, along with the percentage of 

working Days Lost to the absence. 

Employee totals are also displayed.  



 

 

HR CONNECT Manager Guide 5-Reports 
Reports Page 25 of 29 March 2014 

 

  



 

 

HR CONNECT Manager Guide 5-Reports 
Reports Page 26 of 29 March 2014 

Friday Monday Absence 

 

This report would normally be run for ‘Absence group’ of ‘Sickness’. 

It displays details of absences that both started and ended on a Friday, Saturday, 

Sunday or Monday. It does NOT include any absence that started on one of these 

days and ended on any other day. 

It would normally be used to identify employees who are frequently absent for a 

single day on Monday or Friday. As such it may not be of particular use when looking 

at part time employees, who are not contracted to work on these days.
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Holiday Entitlement Breakdown 

 

This report lists staff, with a breakdown of their holiday allowances by basic 

allowance, hours carried forward and any manual adjustments. It does not include 

any detail of holiday booked or taken. 

If no holiday scheme is selected all holiday entitlements, including Personal Holiday, 

TOIL and Flexi will be returned. 
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Outstanding Holiday Entitlement 

 

This report lists staff, with a breakdown of their total holiday allowances along with 

holiday taken and scheduled (booked to be taken in the future). It also includes the 

employee’s remaining hours. It is possible to show only employees with a minimum 

number of hours remaining, for example allowing users to report on staff with more 

than one week (36.25 or 35 hours) remaining towards the end of the year. 

If no holiday scheme is selected all holiday entitlements, including Personal Holiday, 

TOIL and Flexi will be returned.
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HR Connect Help and Support 

If any information is incorrect or out of date and you do not have access to update 

the information yourself please contact your HR Adviser in the first instance. 

If you need any help, advice or assistance with the system please contact the HR 

Systems Team on ext. 3728 or email HRConnect@napier.ac.uk 

file://napier-mail.napier.ac.uk/staff/Human%20Resources/Departmental%20Data/humanres/Itrent%20info/Manuals/People%20Manager/HRConnect@napier.ac.uk

