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Resourcing approvals guidance 

1. Access Halo through the desktop shortcut. 

2. Select Log a ticket. 

3. Select People Processes. 

4. Select from one of the 4 options available.  

Please ensure you select the correct option to ensure the right information is asked 

for and the appropriate workflow steps are undertaken to fulfil your request. For 

example, if any changes to a position are needed, whether for an existing employee 

in role or before recruiting, ensure the Amend an existing position option is chosen 

so that HR Services Payroll are informed of the changes needed at the end of the 

approval process.  

5. Read the Service Details to ensure it covers the reason for your approval and 

select Log a Request. 

6. Complete all required fields in the form. 

7. Select Submit. 

You will be provided with confirmation of the submission and the Resourcing 

Approval request ID number on screen and by email.  

8. The following steps will then be undertaken through the Halo automated 

workflow: 

a. HR Business Support validate the position details provided. 
b. Relevant departments Finance Business Partners review and 

comment. 
c. Relevant departments HR Resourcing Manager review and comment. 
d. Relevant Director reviews and provides approval. If a request is not 

approved by the Director, then the outcome will be provided to the 
submitter, and it will not progress to review by the Executive Director.  

e. Departmental Executive Director reviews and provides approval. 
f. Confirmation of outcome is provided by email to the submitter, and if 

amendments to the position required, HR Services Payroll are notified 
to make the change. They will then confirm when the changes have 
been completed. 

9. Any changes to an employee’s contract can then be made on SAP Fiori. 

Guidance can be found in this link to Learning Centre – SAP Fiori. 

10. If you are recruiting to a position, once confirmation of any changes to the 

position has been received from HR Services Payroll, you can begin to raise 

the advert on Recruit. Link to guidance on using Recruit. 

Keeping track of Halo requests 

All the requests you raise on Halo can be kept track of through ‘My Tickets’. 

This where you’ll find all your open and closed requests, so if you need to raise a 

new request following a non-approval or a new request for something similar, you 

can access a previous request to copy the content. 

From the Halo home page, select My Tickets. 

https://derbyshirecountycouncil.sharepoint.com/sites/O365LP/SitePages/SAP.aspx
https://staff.derbyshire.gov.uk/jobs-and-recruitment/recruitment-and-contractual-arrangements/recruitment-and-selection/recruitment-and-selection-procedure.aspx


 01/05/2024 

CONTROLLED 

 

 

All your tickets, whether for ICT or Resourcing approvals will be shown here. You 

can view Open or Closed Tickets by selecting from the drop-down menu, and the 

Ticket Type column will help you find the right type. 

Click on a ticket to view the details. Along the top of the page is a progress line with 

the blue dot showing where in the process the request is. 

 

 

In the Overview section you’ll also find the status of the request and who the request 

is with for review. 

 

If Resourcing Managers or HR Business Support have questions about your request 

they may send you the question via Halo. You will receive notification of the note 

being added and can view it via the link in the email of via the above. 
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Useful links 

• Learning Centre – SAP Fiori. 

• Guidance on using Recruit. 

• Minutes to Decimals time conversation table. 

• Recruitment and contractual arrangements guidance. 

• Halo. 

• Cost Calculator. 

• Politically restricted posts manager guidance. 

• IT decision license guidance. 

• Resourcing approval exemptions guidance. 

https://derbyshirecountycouncil.sharepoint.com/sites/O365LP/SitePages/SAP.aspx
https://staff.derbyshire.gov.uk/jobs-and-recruitment/recruitment-and-contractual-arrangements/recruitment-and-selection/recruitment-and-selection-procedure.aspx
https://staff.derbyshire.gov.uk/secure-area/secure-site-elements/secure-documents/sap/minutes-to-decimals-conversion-table.pdf#id_token=eyJ0eXAiOiJKV1QiLCJhbGciOiJSUzI1NiIsIng1dCI6IkdmRW5acmoyMW4yYlYzdTRBaTRaSWs4Vll4WSIsImtpZCI6IkdmRW5acmoyMW4yYlYzdTRBaTRaSWs4Vll4WSJ9.eyJpc3MiOiJodHRwOi8vY29udGVuc2lzLXAuZGVyYnlzaGlyZS5nb3YudWsvYXV0aGVudGljYXRlIiwiYXVkIjoiV2Vic2l0ZUFkZnNDbGllbnQiLCJleHAiOjE3MTQ2MzI2NzcsIm5iZiI6MTcxNDYzMjM3Nywibm9uY2UiOiJmNDU2MGM5MjY1M2E0OGZjODhiNmI0YzIyNDc0NDgzYyIsImlhdCI6MTcxNDYzMjM3Nywic2lkIjoiNDdhZmYyOThkZGMyNjc5NGYxYTZhNDNiZDBkOWQ4ZmUiLCJzdWIiOiI3ZjQyZDExNS04ZmUzLTQ0MTctODQ1Ny05YTQ5ZThjYWEwMmUiLCJhdXRoX3RpbWUiOjE3MTQ2MzIzNzcsImlkcCI6Imlkc3J2IiwiYW1yIjpbInBhc3N3b3JkIl19.iHCvgVx0rdDe2TkkoRZouQuQ-J3EYaCk13uceH-5J45sSlUjOkoBx08SVOALBPLhogTLBxbkQyy_2k9tL8KicncrfLclqwXf0Cuwatu7yLIFBjdZgzwGl7Oxduq_4wJLjxr0BtdnFacn_Dz1vLvr6yis5ayZhQawbhF3KqCc-MbN65OE0p8gubsK7ln0Sy81PuhkEwWj-lEiZLeXnBJg2oArM6Ko6o3-doOrE1CyD3du4tpLFfSaYEgH56jlivt503UO29qBMVJYlEGW2XRV0CHLGFOjAet__0BoBV3-QVsm1fw31ZlgqTENJdbjhx_Ru9LaPZ6QS7v2_FKRJEiSsw&scope=openid&state=adbe150dd34d455ba047c4be4dd927b3&session_state=9xwlR3lIiAmoSmc59jlaaY0dWrs7XgpDJzeHa1Vi8a4.8cc9fa89d3c6327ba0a352b84a198c97
https://staff.derbyshire.gov.uk/jobs-and-recruitment/recruitment-and-contractual-arrangements/recruitment-and-contractual-arrangements.aspx
https://servicedesk.derbyshire.gov.uk/portal/
https://apps.powerapps.com/play/e/default-429a8eb3-3210-4e1a-aaa2-6ccde0ddabc5/a/3a96e946-bb65-4d95-9ba9-258b1e386220?tenantId=429a8eb3-3210-4e1a-aaa2-6ccde0ddabc5&hint=53c42176-df97-484f-b1b3-27111a9f2ee4&sourcetime=1714160158332
https://staff.derbyshire.gov.uk/site-elements/documents/jobs-recruitment/politically-restricted-posts-managers-guidance.pdf
https://staff.derbyshire.gov.uk/site-elements/documents/jobs-recruitment/it-decision-license-guidance.pdf
https://staff.derbyshire.gov.uk/jobs-and-recruitment/recruitment-and-contractual-arrangements/recruitment-and-selection/ways-to-get-resources-and-proceed/resourcing-approvals/exemptions/resourcing-approval-exemptions.aspx

