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[bookmark: _Toc306720136]Introduction
The Electronic VTC system is intended to streamline the remuneration process for the Remuneration team in HR.  It is an online workflow system which creates, audits and completes variation to contracts.
This user guide has been prepared as a guide for approvers to use the system.  Approvers can either be the area approver and optionally the releasing area approver.  It details the steps involved for completing the following main tasks:
· Accessing the approval page
· Approving/Rejecting a VTC
[bookmark: _Toc306720137]Accessing the approval page
The user will receive an email which will indicate that an action is required from him/her.  An example of the email is displayed below.
Screen 1
[image: ]

To access the approval page:
1. Select the link provided in the email.  This will direct you to the login page of the application.
2. Log in using you oasis staff credentials.
The following page will then be displayed upon successful login.
Screen 2
[image: ]
The VTC details will be displayed as well as a history on the actions performed on the VTC.
[bookmark: _Toc306720138]Approving/Rejecting a VTC
From the previous section (Screen 2), you may select the ‘Approve’ button if all the VTC details are correct.  No reason will be required if you approve a VTC.
If the details are incorrect and you want to reject the VTC, then you will need to provide the reason.


Screen 3
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Rejecting a VTC will send an email to the Supervisor (person who placed the VTC request) as well as the employee.  If there is a releasing approver involved then he/she will be copied in the rejection email as well.
Once a VTC had been approved by the Area Approver and Releasing Area Approver (if applicable), an email will be sent to HR to process the VTC.
[bookmark: _Toc306720139]Reminder Emails
If you haven’t approved or rejected a VTC for which you are an approver, an email will follow every 2 days after the original email has been sent to you.
An example of the reminder email is displayed below.


Screen 4
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[bookmark: _Toc306720140]Final Acknowledgement Email
Once a VTC has been processed and approved by HR, an email will be sent to the Supervisor, Employee and Approver(s).  An example of the email is displayed below.

Screen 5
[image: ]
Likewise, if the VTC is rejected by HR, then an email will be sent to the Supervisor, Employee and Approver(s) with the rejection reasons.
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Dear Dezpri, g

AVariation To Contract has been sent to you for approval by Royce Townsend.

You are now able tolog on to the https://vtc.radtest.curtin.edu.au/Approval/Show/49 and open this request.

As the area approver, once you have approved this variation to contract it wil be sent to HR for processing.

‘Your Human Resources Officer will contact you if any further clarification is required.

Once it has been received by HR, the employee position details will be updated in ALESCO.

Kind Regards
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HR Client Services

[~
Clickon a photo o see socia network updates and email messages from this person. v

Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks. X

~ ~ -





image2.png
Variation To Contract (VTC) #49

Overview

Status.
Employee Approved

Employee

James Holmes (164871A)
SchoollArea

CITS Business Systems

Curtin Information Technology Senices
New Contract

Time Structured Variation

Line Manager
Royce Townsend (229171K) - Web Developer

Approver
Deepti Heera (237684E) - Business Analyst

© Actions for Approver

Approve or Reject

Reason

VTC History
Status. Person Date ‘Comments.
Saved 229171K  18/10/2011 02:45 PM VTC Created.
‘Submitted 229171K  18/10/2011 02:46 PM User submitted VTC.
‘Submitted 229171K  18/10/2011 02:46 PM Employee acknowledgement requested
Employee Approved  164871A  18/10/2011 02:47 PM Yepo
Employee Approved  164871A  18/10/2011 02:47 PM TC Requiring Approval notification email sent to Approver
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Dear Dee,

Avariation to your contract has been sent to you by James Holmes on 23/0/2011 2:38:12 PM.

“This s a reminder emailfor you to log onto https://vtc.radtest.curtin.edu.au/Approval/Show/3 to accept or reject the
variation to your contract. A reminder email will be sent to you every 2 days if no action has been taken.

Kind Regards
Remuneration
Human Resources

HR Client Services

Click on 2 photo to see social network updates and email messages from this person. 2 v
Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add. x
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Subject VICID:3-Varstiont Contract Approves
Dear Michell Ogg

“This is to confirm that the Variation To Contract for David Bown has been fully approved by HR on 30/08/2011
10:35:08 AM. The details in ALESCO will now be updated as per the Variation To Contract form.

Kind Regards
Remuneration
Human Resources

HR Client Services

S} Retention Policy: Deleted Items (30 days) Expires: 30/10/2011

Click on 2 photo to see social network updates and email messages from this person.

Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add.
networks.





