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It is possible to search using a range of different search criteria:

e School
e Status
e Name
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Palments for associate tutors can be entered when associating a tutor to a teaching group, via the
'"Teaching Allocation' Screen.

However for adhoc palments to tutors or for pa_ments made to hourl*paid tutors who are not
teaching on degree programmes, the 28:;0& , "*&0 area can be used to add palments.
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1. Click
Add to add
a palment
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e The grade that the palment will be made
record [ou are adding the adjustment to
e Enter the number of Teaching Hours
teaching hours and the Hours will b
teaching hours if necessar(]

to the grade recorded on the Associate Staff

t field (Non-teaching hours). The Non-
maticall[] although [Cou can overwrite the Non-
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e Ifthe pallband is NOT linked
date; enter the Comments
the number of scripts).

e The Adjustment will be calculated for [ou.
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utor's grade, select the pallband, enter the start date and end
nter the number of hours. (In the case of marking, this could relate to

CH4"#-*9(%*(28: ;08 , “*&(HIL(A-*D" 8" (%*/($%/(N%*8(720PQ . LGCH1<(

e If Cou do not want to associate the palment to a pallband, choose ADJUSTMENT and enter the start
date and end date; enter the Comments and enter the pal_ment amount in the Adjustment field.
e Click Save to save [our changes
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e To make a negative adjustment, enter the details above as negative values (e.g. -12 Teaching hours
or - 200 adjustment).
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Select a tutor biclicking on their details.
2. Click on PalLment SummarLC! This will list the adjustments and allocations that have been made for the

tutor
3. Ifapal
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