	
	
	



Connect Task Portal: Online User Guide

Objective 

This User Guide is designed to provide information to managers and staff on how to use the online Connect Task Portal.

Purpose of the Portal

This Connect Task Portal has been created for the dual purposes of supporting managers with specific tasks during the COVID-19 crisis and enabling staff members to make best use of their time, skills and knowledge in contributing to university work.   It also provides staff with the opportunity to experience and develop in other areas beyond their immediate area of work. 

1.  How to Login to the Task Portal

1.1	To access to the Task Portal, log on to Queen’s Online with your username and password.

The Web Address for Queen’s Online is https://home.qol.qub.ac.uk/default.aspx

The Task Portal can be found under the Administration section on Queen’s Online.

The screenshot below shows where the Administration section and Task Portal can be located on Queen’s Online.
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1.2 	Click on the Task Portal tab which will direct you to the Portal Interface. The Portal has three sections for Administrators, Managers and Staff. 

· The top section is for Administrators who can view all tasks on the Portal. 
· The second section is for Managers who can create and view tasks. 
· The third section is for Staff who can view available tasks on the Portal.

The screenshot below shows the Task Portal interface.
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2.  Administrators

This portal has been established to enable managers in business areas to publish tasks that they are having difficulty completing in the current environment. Administrators have visibility of all tasks that are being published to the site.

(a) Functions

View all available tasks
View applicants for tasks
View numbers who have withdrawn from tasks
View Tasks
2.1     	If you are an Administrator and want to view all tasks that have been registered on the Portal, you can access this information by clicking on the blue View Tasks button.
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2.2     	Click on the View Tasks button. By clicking on the View Tasks button, you will be directed to an interface where you can view information on all of the tasks, including status, start and end date of the duties, including the number of applicants and the numbers of applicants that have withdrawn on the interface. 
      
      The screenshot below demonstrates what the interface looks like.
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2.3	To view the details on a post, click the blue View Details button.
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You will be able to view a summary of details on the task, including name, location, start and end date, number of hours and skills required and duties.



Staff

This portal is to help match staff who currently have some capacity in their working day with short term task requirements, managers will deal with expressions of interests in the order they are received, and remove the task when a suitable match has been made.

(a) Functions

(i) View available tasks
(ii) Express interest
(iii) Withdraw interest 

3.1	If you are a member of staff, you can view available tasks on the Portal by clicking on the blue View Available Tasks button.
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3.2 	When you click on the View Available Tasks button, you will be directed to the next screen where you can find a list of available tasks and the school/directorate in which they are located. To get further information on the each of the tasks, click on the corresponding blue View Details button.
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By clicking on the View Details button, you will be able to view further details including the type of task, location, start and end date of duties, the number of hours and skills required to complete the task, as well as a summary of duties. The screenshot below provides an example of the information you will be able to access.
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3.3  	To apply for a task, you must complete a short statement and tick the box to confirm that you have discussed this with your line manager before you can express an interest in the task. 

To submit your expression have click on the green Express Interest button.

              [image: ]
3.4	You may have expressed interest in a task but now no longer have the capacity to undertake the task. To withdraw your interest in a task, click on the red Withdraw Interest button
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3.5 The portal has a function that enables you to view tasks that you have expressed an interest in. To view, click on the blue View Tasks you’ve expressed an interest in in button.
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Managers

Managers use the Task portal to highlight workplace tasks that they are having difficulty completing in the current environment. As a manager you will add tasks to the portal, providing details of the task including skills required and the expected duration.  These tasks will then be viewed by Queen’s staff who can express an interest in completing specific tasks. 

In addition, managers may have team member(s) with some capacity, they can view the tasks in the portal as per staff, see section 3.2, and discuss opportunities with their team members, encouraging them to express interest as appropriate.

How to create a task

4.1	Go to the Managers section of the portal.
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Click on Create Task and you will see the screen below. Insert the details of your specific task.  
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4.2	You then outline the specific duties and the skills required to successfully complete the task. Also, you are asked to give details of the start and required completion dates, with the expected number of hours.  
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4.3	Confirm details and click on Save and you will see confirmation that task has been saved.

4.4	Return to the homepage by clicking on Connect Task Portal or the back key.
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4.5	On the Managers section click on View Tasks and you will see a list of the tasks you have added.
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4.6	Selecting View Details will show the information you have input.  If you need to amend these details click on Edit Task.  When staff have applied for a specific task you can view there details by selecting View Applicants.
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5. Other Resources
 
Seconding and Volunteering Guidance
Guidance for Managers and Staff


[Type here]
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Connect Task Portal Test

In line with government COVID-19 guidelines, the majority of Queen's staff members are now working from home and are contributing to maintaining university business where possible as well as responding flexibly to requests around emerging needs
Queen's recognises that, depending on the nature of their work, some staff members may have skills, knowledge and capacity within their work hours to contribute further by undertaking new or aditional tasks
‘The Connect Task Portal is a new mechanism that facilitates requests for work to be completed with a staff member to complete the task, thereby utilising our workforce flexibly across the organisation

Administrators: You have visibility of all tasks that are published to the site.

Managers: You can publish tasks to the portal and view applicants for these tasks.

Staff: Use the options below to view published tasks and to express an interest in working on a task.
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Administrators: You have visibility of all tasks that are published to the site.
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The tasks created by alusers are isted below.

Tosk la -

statu cr
Data input to core system People and Cuture. 07042020 Open

Dat

omaznz0 08256
Organsstona Devepment Peope ans Cuture oeaz0z open  omosi oaazoz0 1

ectng mintes Peopke and Cuture ez open  osnsziz0 oaaz0z0 ' ' Pautionanan omazozo tot1a

Recepton-ca hancing Peopeand Cuture ez open  ososzi oaazoz0 ' Pautionanan omazozo tos1z2

Respondng toaplcstons Peopke and Cuture ez open  osnsziz0 oaaz0z0 ' Pautionanan omazozo tosos

Updote wetpace Peopeand Cuture ez open  ososzi oaazoz0 ' ' Pautionanan omazozo 238

Techica Suppor nformaton Servces oeaz0z0 open  ovszi0 osaz0z0 s

Deveiop Task prtal nformaton Servces oeaz0z Cosed  oananiz 2unazoz0

U ofte Tranng nformaton Servces ez open  tesziz0 a0z ' inse wara canaznz0 201829

rentsupor2 nformaton Servces P open 2604120 avaz0z0 ' chaeiard 2z 202820

Clerical Support Information Services 2300412020 Open 2610412020 3010412020 Michael Ward 2200412020 22:13:28 Jiew Details
Susport it concuctng the Engen Test nformaton Servces oeaz0z Cosed  otaniz osnazoz0 1
out TokerCommtes for Schol tornaton servess oeaz0z0 open 124z a0 2
ClrcalSuppor tornaton ervess ounuzoz Cosed  otaniz osnazoz0 1
S Teams Traiing nformaton Servces oeaz0z0 open  ovszi0 244020 1
Conuctng TTests tornaton ervess oanazoz0 Cosed  ostaniz o4z chaeiard oanaznz0 201512
Inviglating Exams. nformetion Services 23042020 Open 23042020 24042020 Michael Ward 220472020 203631
ascea tornaton ervess P open  2ensz10 avaz0z0 nse wara 230746
‘Support with conducting the irish Test ‘School of Medicine, Dentistry and Biomedical Sciences 0610412020 Open 0110412020 0510412020 2
Research support SchoolofHedine, Dty and Bomedcl Scences oeaz0z open  ovszi osaz0z0 p

Academc Support SchoolofHedicne, Dty and Bomedl Scences canazoz e omazm  osowmm 3 2




image5.png
Task Details

Name: Data input to core system
School/Directorate: People and Culture
Department: HR Senices

Posting Date: 07/04/2020

Start Date of Duties: 08/04/2020

End Date of Duties: 09/04/2020
Number of hours required: 4

Skills Required:

‘Computer keyboard skils

Duties:
To update employment details of staff.
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Staff: Use the options below to view published tasks and to express an interest in working on a task.
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Tasks that are currently avaiable are list below. Click View Details for more information and to apply.

Clerical Support Information Services
Technical Support Information Services View Detals

‘Support with conducting the English Test Information Services
Academic Support ‘School of Medicine, Dentistry and Biomedical Sciences
Research Support ‘School of Medicine, Dentistry and Biomedical Sciences. View Detals

‘Support with conducting the lrish Test School of Medicine, Dentistry and Biomedical Sciences
Minute Taker Comittee for School Information Services
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Task Details

Name: Organisational Development
SchoollDirectorate: People and Culture
Department: Organisational Development
Posting Date: 06/0412020

Start Date of Duties: 07/04/2020

End Date of Duties: 09/04/12020
Number of hours required: 5

Skills Required:
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Task Details

Name: Mesting minutes
School/Directorate: People and Culture
Department: Organisational Development
Posting Date: 07/04/2020

Start Date of Duties: 08/04/2020

End Date of Duties: 09/04/2020
Number of hours required: 3

Skils Required:
Use of CMS.

Duties:
Update webpages with new information

‘You must complete a short statement and confir that you have discussed
this with your Line Manager before you can express an interest n this task

Please complete a short statement on how you are suitable for the task

Please confirm that you have discussed this with your Line Manager:

Express Interest
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Technical Support Information Services 06/04/2020 Open View Details
Academic Support School of Medicine, Dentistry and Biomedical Sciences 06/04/2020 Open View Details

Research Support School of Medicine, Dentistry and Biomedical Sciences 06/04/2020 Open View Details
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Statf: Use the optins below {0 view publshed tasks and to express an nterest n working on a task.
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Managers: You can publish tasks to the portal and view applicants for these tasks.
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Task Details

Complete the form below to create a task
* denotes mandatory field

Task Name™:
SchoollDirectorate:
People and Culture

Department':

Posting Date":
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The tasks created for your school are listed below:
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Organisational Development People and Culture 06/04/2020 Open  07/0412020 09/04/2020

Data input to core system People and Culture 0710412020 Open 0810412020 09/04/2020
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Task Details

Name: Data input to core system
SchoollDirectorate: People and Culture
Department: HR Services

Posting Date: 07/04/2020

Start Date of Duties: 08/04/2020

End Date of Duties: 09/0412020
Number of hours required: 4

Skills Required:

‘Computer keyboard kil

Duties:
To update employment detai of stafl.





