


Introduction

Edinburgh Napier University is committed to providing a quality induction experience for all new. In order
to evidence that you have had the support required you will be allocated an induction plan through HR
Connect Self Service.

This process will enable you to confirm that you have completed the required induction activities, while
having a record of this on your staff file.

To access the induction plan you need to access HR Connect through the quick links on the staff intranet.
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Cognos - how to access management information
Instructions on how o access Cognos on a range of devices.

eVision
Access to the web version of SITS for staff.

External Website
Access the main Edinburgh Napier University internet site.

Help with the staff intranet
FAQs and guides on how to use the staff intranet effectively.

HR Connect People Manager
Access to HR tools for line managers such as authorising annual leave, viewing team HR records etc.

B o srsice
Self-service access to HR tools and records such as booking annual leave, updating personal details, booking on a

course and viewing your payslip & P60,

Image Bank
The University's image bank where any staff member can download images of our campuses, students etc.

15 Service Catalogue
View Information Services' Service Catalogue




You will be automatically signed into your account. No log on or passwords are required.
Once you access HR Connect Self Service. Select Career & Development.
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Hello Laurna
@ You last logged in 3 days ago
Book leave >
Check my holiday balance 2
My Contribution >
View payslips / P&0s >
Create online pay claim > |
Current Vacancies >

View my job details

More links from self service...

Under the section Development plans. You will see a My Induction plan. Select the plan
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Edinburgh Napier = .

sential Yes
3. Online: Information Status In Progress
Security [ :_ People resource/support MNone
Overview Your My induction plan can only be completed once all
elements are also marked c...[Show morg]
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As you complete each induction activity you will be required to insert a date of completion. The system
won’t do automatically. You will be required to access the plan each time and manually update the date of
completion for each step.
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Complete the above instructions for each induction activity. Once you select save, a green tick will indicate
that the activity is complete.
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If all induction activities have a green tick you can then complete the over all induction plan. This will tell
the system that you have completed your induction at Edinburgh Napier.

To do this slect the My Induction plan tab and insert a completion date. Select save and your My Induction
plan will move to green.
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Plan code
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If you complete the overall My Induction plan without completing all individual elements the system will
know that you are not 100% complete. This will result in reminder emails to you and your manager.

If you have an questions on completing your plan please contact mailto:Staffdevelopment@napier.ac.uk

If you have other questions there is a frequently asked questions document on the Induction intranet site
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