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User Guide

Submitting a 2" Stage New Post
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2"d Stage New Process

What is the 2" Stage New Post Process?

This process is applied after the postholder has been in the new post for a reasonable time
(normally 3-6 months) and is familiar with the role and job requirements. The postholder
and manager should check the job description and agree any changes.

The updated, revised job description will then be submitted to a panel for a fresh
evaluation.

Before starting the 2" Stage New Post Process, please ensure that you have
completed the following;

o The revised job description has been agreed by both the Line Manager and
Postholder(s)

o You have the correct CAJE refererence from the Employee Relations Team
NSS.HRERRTeam@nhs.scot

o Both the Line Manager and Postholder are available from the date the revised job
description is submitted. The panels may wish to contact the Line Manager and
Postholder if they have questions regarding the content.


mailto:NSS.HRERRTeam@nhs.scot

Please Note:

The eJEP system has a timeout facility, therefore
if your screen has been left inactive for 10
minutes or more, the system will automatically
log you out.

Once you have logged on, the first screen you will see will always be the Homepage, as

follows;

A pop up box will appear when you click
“Do You Have the Right Template” with a

eJEP Application

list of all the Job Evaluation templates

including the Review Application template.

Do You Have The Right Template?

To return to this main

View Posts

menu, click here.

New Post Evaluation

Job Evaluation Review Process

Regrading Process

Post Update Panel Process

EL to AFC Transfer

2nd Stage New Post Evaluation

Each template will open as a Word
Document that you can save to your

desktop to use; you can do this by

Do You Have The Right Template? simply clicking on the template title.

Please refer to the links below for the correct template to use:

= NSS Job Description

« Regrading Application Form

« Appeal Against Regrading Outcome Form
- Job Evaluation Review Application Form




Each Process has an information button marked “i” that you can click on for the definitition

of each process.

. . By clicking the “i” button, a pop
eJEP App“catlon up box will appear giving a

definition of the 2" Stage New
Do You Have The Right Template? POSt PrOCESS.

View Posts

New Post Evaluation

Job Evaluation Review Process

Regrading Process

Post Update Panel Process

EL to AFC Transfer

2nd Stage New Post Evaluation

Once you click the information button, the following pop up box will appear;

Evaluation of New Post Process (2nd stage)

This process is applied after the postholder has been in the new post for a reasonable time
(normally 3-6 months) and is familiar with the role and the job requirements. The postholder and
manager should check the job description and agree any changes.

The updated job description will then be submitted to a panel for a fresh evaluation.
New Post Process Map

Here is also a link which will open the
New Post Process Map that you can
find on HR Connect, for a more in-

depth explanation of the process.




From the main homepage, you will be able to begin submitting the revised job description
through the 2"9 Stage New Post Process;
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Do You Have The Right Template?

View Posts

New Post Evaluation

To commence the 2™

Job Evaluation Review Process

Regrading Process

please click here.

Post Update Panel Process

0
0
Stage New Post Process
0
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EL to AFC Transfer

2nd Stage New Post Evaluation

Once you click “2" Stage New Post Process”, the following page will appear:
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2nd Stage New Post Evaluation

Post Title

CAJE Reference Number

SBU [~]

Please provide any relevant
comments regarding this post

Single Post |~ Generic Post o
Has the amended Job Description
Been Agreed by the Post Holder and

Line Manager?

Post Holder(s)

es | No
Is any further support required before
the amended Job Description is

submitted fo a panel?



You will need to populate this page with the key details of the post submitted for the 2"
Stage New Post, starting with the Post Title, CAJE Reference and SBU.

You are also asked to provide any relevant comments regarding the post.

Please contact the Job
Evaluation Team on

ot NSS.HRERRT hs.scot gt NHS
eJEP Appllcatlon 35 eam@n 5.500 Change Password Q;EE

for the CAJE Reference Account Details Scotland

2nd Stage New Post Evaluation

Post Title Please ensure the comment

CAJE Reference Number is kept brief and relevant.
sBU /

Please provide any relevant
comments regarding this post

Click the “i” to view the
Single Post |~ Generic Post o 4 definitions Of Slngle

Has the amended Job Description ves | No and Generic posts.
Been Agreed by the Post Holder and _
Line Manager?

Post Holder(s) 0

Is any further support required before
the amended Job Description is
submitted fo a panel?

I E‘

Yes | No

awn
|

The following page will appear once you click the “i” icon, giving you the definitions of Single

and Generic posts;

Guidance for Post Type choice

Single Post - The review application is only applicable to one person

Generic Post - The review application is applicable to more than one person
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The revised, amended job description must be agreed by both the Line Manager and
Postholder(s) before the post is formally submitted.
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2nd Stage New Post Evaluation

In line with the 2" Stage New Post
Process, any revised job description
should be discussed and agreed by
both the Postholder and Line Manager.

\ Single Post | Generic Post o

Has the amended Job Description
Been Agreed by the Post Holder and
Line Manager?

Post Holder(s) o

Is any further support required before
the amended Job Description is
submitted fo a panel?

If you select “No” when asked if the revised job
description has been agreed by both the

Postholder(s) and Line Manager, the system will not
allow you to continue.

Post Details Not Agreed

Both the postholder(s) and line manager must agree the contents of the review application.
Please contact nss.HRERRTeam@nhs.net for further guidance.

By clicking here, an email will open

with the ERR team email address

for you to contact if you require

@\Hqu

] further guidance.
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In some cases, there will be more than one postholder attached to the revised job
description, if so, ender the full name of the first postholder followed by a comma, and

continue with all the names.

For example;

John Smith, Anne Smith, Alan Smith, Joan Smith

If there is not enough space for all the postholder’s names, please write all the names on a
word document and upload onto the eJEP system and write “Names on Documents” under
“Postholder(s)”

See page 12 for guidance on how to upload documents

2nd Stage New Post Evaluation |

Post Title Mouse
CAJE Reference Number CAJE123
SBU SNBTS
Please provide any relevant Mickey & Minnie started post in July 2016 Click here to find the above
comments regarding this post L.
pop up box explaining how to
enter Postholder(s) name(s).
® 16 name

Has the amended Job Description Yes  No
Been Agreed by the Post Holder and
Line Manager?

Post Holder(s) Mickey Mouse, Minnie Mouse 0

Is any further support required before ves B0
the amended Job Description is
submitted to a panel?

Il

The following page will appear once you click the “i” icon, giving you instructions on how to
enter all the Postholder’s details if there is more than one Postholder;

Multiple Postholders

For multiple post holders, please provide their names as a comma-separated list in the textbox
provided.

If the number of post holders to too great to enter into the textbox, then please upload as a file in
the Edit Post screen before submitting this post.




You will be asked if you require any further support before submitting the revised job
description.

Services

Scotland

2nd Stage New Post Evaluation

Mouse

This question is simply asking if you N

have any further questions to ask s
the ERR Team before submitting

Mickey & Minnie started post in July 2016
your revised job description.

Single Post | Generic Post 0 =
Has the amended Job Description Yes Mo
Been Agreed by the Post Holder and
Line Manager?
Post Holder(s) Mickey Mouse, Minnie Mouse 0
Is any further support required before ves | Mo

the amended Job Description is
submitted to a panel?

1

If you select “Yes” on the above screen, the following pop up will show;

Further Support Required

Please contact a member of the ERR team on nss.HRERRTeam@nhs.net.

By clicking here, an email will open
with the ERR team email address
for you to contact if you require
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further guidance.
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Once you have completed this section of the 2"d Stage New Post Process, the post is ready

to “Save “and move onto the next stage.

Services
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Account Details

2nd Stage New Post Evaluation

Post Title

CAJE Reference Number

SBU

Please provide any relevant

Mouse
CAJE123
SNBTS

Mickey & Minnie started post in July 2016

comments regarding this post

Single Post | Generic Post

Has the amended Job Description
Been Agreed by the Post Holder and
Line Manager?

Yes No

Post Holder(s) Mickey Mouse, Minnie Mouse

Is any further support required before
the amended Job Description is
submitted to a panel?

Yes | No

m

Click “Save” once you have
completed this section.

The following screen will appear once you have clicked “Save”.

This will generate the reference number for the post on eJEP system.

Please note the reference is not the CAJE reference, this reference is only used by the

system to locate your 2" Stage New Post.

eJEP Application

Thank you for saving your post titled: Mouse

NHS
——

National
Services
Scotland

A reference number is generated by

the eJEP system. Please note this is
not the CAJE reference number.

“Your post has successfully been created with reference 143

Note that your post has not yet been submitted to HR. To do this please select the post from the Unsubmitied Posts table in

your View Posts page, upload any required files and then submit from there.

Click “View Post” continue

Return to Menu

to the next stage.

Please Note: At this stage the
post has not been submitted,
only saved.

10



By clicking “View Post” you should now see the following page;

Logout

eJ E P Ap pI icatio n Change Password National

. Services
Account Details Scotland

Unsubmitted Posts In Progress Posts Closed Posts Retumned Posts

Page size: esults: 2 [ Page:
Reference 1 Update Date

2nd Stage New Post|05/12/2016 051272016 Mouse
au| \ Evaluation Rewew|1afu7fzu16 ‘13#07{2016 Peaky Blind&
The page will automatically open the Double click the post to continue to the
“Unsubmitted Posts” tab, this shows the posts next stage of uploading your document(s).

which you have saved but have yet to upload
the Review Application onto the system.

Once you double click on the post, the following screen will appear;

The system will open the Edit Post tab as at this
stage you are still able to edit the information

Logout

eJEP Appllcatlon as the post has not yet been submitted. inge Password
Account Details

Unsubmitied Posts In Progress Posts Closed Posts Returned Posts

Post Title Mouse

Post Reference 143 CAJE Number CAJE123

SBU SNBTS E| Type 2nd Stage New Post

Please provide any relevant Mickey & Minnie started post in July 2016

comments regarding this

post

Single Post Generc Post o

Has the amended Job

Yes No
Description Been Agreed by
the Post Holder and Line
Manager?
Post Holder(s) Mickey Mouse, Minnie Mouse o
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When you scroll down to the bottom of this page, you will see the upload boxes where you

will upload your revised job description.

Upload files

T~ f
Upload File: Upload any relevant document. T e FRE

o fles Uploaded yet Click “Browse” to search for your file.

Upload Job Description

i

Upload File \

Job Decription Uploads
File Name Upload Job Description: Upload the revised Date Uploaded | Flle Size File Type

No files uploaded yet

Job Description.

Click “Browse” to search for your file |

Click “Browse” to search for the document you wish to upload.
Once you have located the document on your drive, click “Open”

B —“"' = i
@'uv\ 5| v Libraries » Documents » ~ [ 44 ||| Search Documen 2| € scotinhsuk i %
Organize v New folder =~ 0 @
4 Libraries B ! " ;
b Documents library O o Fokie - shiul, Grumpy, Sleepy o
Includes: 4 locations
45 Libraries Name ’ Date modified Type =
» ] Documents > My Documents (3)
> @ Music C:\Users\fionak03
[ Pictures L
> 8 Videos " » Public Documents (Empty) 1
CA\Users\Public
4 % My Computer NS
> @ O3Disk (C3) || » My Pictures (Empty) i
> 53 FIDNAKD3 [Vifre Ci\Users\fionak
> &3 dept (Wreddy) | Date Uploaded | File Size File Type
> G projects (Wfrede _ “‘n‘.m:, Nicteecoe £13 = | . S2
File name: ~ [ AlFiles -
Job Decription Uploads
File Name Date Uploaded File Size File Type
No files uploaded yet
Update Post Submit Post
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Please note that once you have clicked “Open”, this will attach the document. However you
must click “Upload File” for the document to be uploaded onto the system.

Upload files
File Uploads
File Name Date Uploaded |File Size File Type
No files upioaded yet
H " H ”
Upload Job Description You must click Upload File
C:\Users\ionakD3\Desktop\1.xIs

for the document to be
<+ uploaded onto the system.

Job Decription Uploads
File Name Date Uploaded |File Size File Type
No files uploaded yet

Update Post Submit Post

Once you click “Upload File”, you will be redirected back to the top of the page as shown
below:

c o Logout &H 3
eJEP Appllcatlon Change Password

Account Details

Unsubmitted Posts In Progress Posts Closed Posts Returned Posts

Post Title Mouse
Post Reference 143 CAJE Number CAJE123
3BU SNBTS = Type 2nd Stage New Post

Please provide any relevant Mickey & Minnie started post in July 2016
comments regarding this

post
Single Post | Generic Post 0
Has the amended Job Yes  No
Description Been Agreed by
the Post Holder and Line
Manager?
Post Holder(s) Mickey Mouse, Minnie Mouse o
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Scroll down the page again, and under “File Uploads” and “Job Description Uploads” you will

see the documents you have uploaded.

Post Holder(s) Bruce Wayne, Peter Parker, Tony Stark, Bruce Banner, Steve Rodgers o
Further Support Yes No
Upload files

File Uploads Update Post: Click here if you wish
File Name to only save the Review.

No files uploaded yet

Submit Post: Click here if you wish

Upload Job Description
to submit the Review.

Upload File

Job Decription Upl ads
File Name

Here you will see which documents
you have successfully uploaded.

Date Upighded  |File'\{ize File Type
181101216

Update Post Submit Post

If at this stage you are not looking to submit the post for any reason, click “Update Post”
and this will update any changes made, upload any documents added and will keep the post

saved as “Unsubmitted”.

The following screen will appear when you click “Upload Post”;

Logout N H S
N

Change Password National

eJEP Application
Account Details Scotland

Thank you for updating your post titled: Mouse
Your post has successfully been updated with reference 143

Note that your post has not yet been submitted to HR. To do this please select the post from the Unsubmitted Posts table in
your View Posts page, upload any required files and then submit from there.

Return to Menu

When you click “Update Post” this screen will
appear, explaining that your post has not been
submitted, as you have only saved the updates.
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When you are ready to submit your revised job description, return to the main screen, and
select your post under “Unsubmitted Posts” Tab.

. 5 Logout \y‘!‘l S
e J E P A p pl | Cat | O n Change Password r;ear[‘il?(neasl

Account Details Scotland

Unsubmitted Posts In Progress Posts Closed Posts Returned Posts
Page size: Results: 2
Reference Create Date Update Date

2nd Stage New Post|05/12/2016 0512/2016 Mouse
Ewvaluation Remew| 13/07/2016 13/07/2016 Peaky Blinder

Once you double click on your post, select “Submit Post” and the following screen will
appear;

Logout

eJEP Application e

Account Details Scotland|

Thank you for submitting your post titled: Mouse.
Your post has successfully been submitted with reference 143

The HR ERR Team will be in contact with you shortly.

View Posts

Return to Menu

Please Note:
Once you submit the revised job description
you cannot make any amendments
or upload any new information at this time.

15



Now that you have submitted your revised job description, you will receive an automatic
email confirming your submission.

(E!‘.h\ H o u s 1 Sta ubmitts essage (HTM
)
- Message
S, 3 = | 34 Find
3 Cd 3 x EL AR % Safe Lists ~ = v ¥
—& - el s/ i = > 12 Related ~
Reply Reply Forward | Delete Moveto Create Other Block Mot Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ || Sender - Up~ Unread || Wi Select~
Respond Actions Junk E-mail [ Options ) Find
From: eJEP. Application @ejep.app
To: KEARNEY, Fiona (NATIOMAL SERVICES SCOTLAMND)
Ca
Subject: 2nd Stage Mew Post Submitted

Thank you for submitting your 2nd Stage New Post request.
This has been logged in the Electronic Job Evaluation System Tool Application with reference 143.
Your post has now been received, and will be submitted to our next scheduled panel.

We will be in contact with an update on the position of your post

You have successfully submitted your 2" Stage New Post, please refer to the
“Tracking Your Post User Guide”
for further guidance on how to track and update your posts.
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