QUICK GUIDE TO SUBMITTING MOVEMENT FORMS- Employee or Supervisor can do this
1. Log onto the ORIGIN Portal via applications on the intranet.

2. Select ‘Self Service’.
3. Once logged onto ‘Self Service’ you will be at the ‘Welcome to Self Service’ screen.

4. Now select ‘ My Personal Details’ (left hand side of the screen)

5. In the top left hand corner you will see your name, which if you are a supervisor will have a check box against it. Click on the cross. This will then list all the employees under you.

6. Click on the employee for whom the Movement Form is to be submitted. This will now show that persons personal details.

7. Now select ‘Employee Movements Form’ top right hand side.

8. Now click on ‘Create Employee Movements Form’ top right hand side.

9. Select the date of the move. If the end date is a permanent one click on the end date box and press delete. This is explained on the form.

10. Fill the rest of the form in using the drop down boxes. You will need to know who the employees new first line manager is going to be. Complete the section at the bottom left hand side that relates to whether a vacancy is created by the move. Temporary attachments won’t create a vacancy.

11. Once completed click on ‘Submit’. 

12. This will then produce a ‘Work Flow’ e-mail being sent to the employees current first line manager. This e-mail informs the first line manager that a Movement Form is awaiting ‘Authorisation’. This will be the person who receives copies of ‘Change of Duty Notifications’ through DMS and ORACLE.

13. The form will remain with the first line manager for upto 7 days, after which it is automatically forwarded to the second line manager if not processed and so on.  
AUTHORISING A MOVEMENT FORM- Supervisors

1) Log onto the ORIGIN Portal via applications on the intranet.

2) Click on the ‘Notifications’ tab on the top line. Open up the Movement Form then select ‘Authorise’

3) The Movement Form then goes via the Work Flow system to HR and they pick it up in there ‘Notifications’ tab

N.B: If the move is due to a Higher Grade Duty then the Authority to Perform Higher Grade Duties Form must be completed and NOT an Employee Movements Form.
           Any questions or assistance contact Inspector Kevin Chestney Tel: 43565 or 0207-904-3565.  

