
 

Using the Your HR for Schools 

eLearning 

Overview 

The Your HR eLearning is made up of a series of videos. They are hosted on WeLearn’s 

video platform in the “Your HR” channel. You’ll need a WeLearn ID to access them. If your 

school doesn’t have WeLearn IDs, contact the WES Customer Services Team for advice. 

 

The videos don’t have sound so you can watch them in a busy office without having to worry 

about having headphones or speakers. 

 

If you have problems viewing the videos in Internet Explorer, log a call for 

Schools ICT to update your Internet Explorer drivers. Switching to Google 

Chrome will allow you to watch the videos until they’ve done this. 

 

If you find the videos too fast or too slow, read the Tips for getting the most from the videos 

section. 

How do I find the eLearning videos? 

You can click on the “Online learning” link on the “My applications” page of the WES website 

or you can click on the links later in this document to access specific videos. 

If you’re not already logged in to WeLearn 

● You’ll be prompted for your WeLearn email address 

 
● Type in your full WeLearn email address - e.g. bloggs.j@welearn365.com 

 



● You’ll now be asked to authenticate to WeLearn: 

 
● Type in your WeLearn email again and your WeLearn password. 

When you are logged into WeLearn 

● If you clicked on one of the video links in this document, you’ll see the video you 

chose. 

● If you used the link on the WES website, you’ll see the Your HR channel where all 

the eLearning videos are located. 

 
Click on a video to watch it 

 

If you get a message saying that you haven’t got access to view 

the video, it means your WeLearn address isn’t on the list of IDs 

that are allowed to view them. Contact WES HR & Payroll to ask 

them to get your WeLearn ID added to this list. 

  



Video links 

Click on the links below to launch the video in WeLearn.  

When you first start using Your HR familiarise yourself with how the system works by 

watching “The Basics” videos in the order they’re listed.  

 

Watch the other videos when you’re ready to learn about the task they cover.  

The basics 

How to login to Your HR 

 

Navigating around Your HR 

 

Understanding the organisation structure 

 

Using the effective date 

 

Finding an employee's record 

 

Finding a vacant position 

● How to find a vacant position and its position reference number 

 

How to add a new starter - contracted employee 

● Even if you haven’t got a new employee to add this will give you a good overview of 

all the information that Your HR requires. 

 

Logging out of Your HR 

Making changes to personal details 

Changing an employee’s contact details 

 

Changing an employee’s bank details 

Making changes to employment details 

Amending a fixed term contract 

 

Amending a payscale point 

 

Changing an employee’s contractual hours 

 

Temporarily changing an employee’s working pattern 

 

How to give an employee an additional position 

 

 

https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=f8444390-be9f-4eed-ad99-ebb5a8924f6a
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=7445c69f-f760-41bf-a6f9-80658762917c
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=7e3129db-bb93-4262-9c05-613ac5ee5536
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=111bebb3-cfc0-47ca-be98-da35568250a2
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=8f2521a6-e5d0-491d-8637-533dfad5e1f6
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=2d174490-9c22-418b-aeeb-8d2dd2ac70ee
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=31ef15e3-8569-43e6-ad81-510a73ec8105
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=0669e15f-9762-447a-9334-42db53dc2e19
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=b1b9e425-a5af-4e9a-817a-1195dfa9b382
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=8808dc5b-86b3-4689-9d91-8751348b26d0
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=96864363-1075-4afb-b4a4-4f7a44ea50d6
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=7034541d-a6d6-43e2-a9d9-f956e60bb0f1
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=a0ab87e9-49ca-439a-a42d-ff542258ad49
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=00f052b1-a2eb-4783-831a-cec3e2d12078
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=7b22d8db-b294-4dd3-acd9-2c7f64661130


 

Adding allowances and deductions 

How to deduct Pennies from Heaven from an employee’s pay 

 

Using permanent elements to pay allowances 

 

Deducting rent 

 

Time and expenses claims 

How to add overtime or additional hours claims 

 

How to add mileage and travelling expenses  

Authorisation 

Authorisation overview 

● How changes are approved in Your HR 

 

Authorising a new starter or additional position  

 

Authorising elements 

● How to authorise allowances such as TLRs and Honoria 

 

Authorising time and expense claims 

 

Authorising a change of payscale 

 

Authorising a change of hours 

Miscellanous 

How to add, view or delete a document 

● Adding documents such as a marriage certificate to Your HR 

 

How to run reports 

 

Logging a task or query with WES HR & Payroll 

Tips for getting the most from the videos 

Watching the video while using Your HR 

● Open WeLearn in a separate browser window to Your HR so you can follow along on 

Your HR where appropriate.  

DON’T ENTER ANY TEST INFORMATION INTO YOUR HR AS YOU ARE USING 

THE LIVE SYSTEM. 

https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=921fbc00-296d-42eb-a8c8-e70fefbe4e6d
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=40c93224-05f6-4d53-9f1d-73aa18a469db
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=6bfeed42-722a-40b7-8c67-13da58fbde51
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=b6cd1e94-8fb6-44fb-b932-ad27b1efca3e
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=7034541d-a6d6-43e2-a9d9-f956e60bb0f1
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=c835e708-40d7-4958-9f25-cf10b4c50d04
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=5f404876-7911-4843-85e3-9f5d41da0411
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=f8b710f4-fcfe-4572-9853-539c923f8b71
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=d56c21fb-2a9d-46dc-aaa5-201d6c5b8902
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=47b37c4c-b6f2-49db-8ead-8b79af2d1c12
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=fedec21d-27a8-4b47-824f-61fa45cab631
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=a1dc642b-c998-4132-9bb2-66d11f47747a
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=fbef5185-21ee-4bc6-a9a5-50a1fa9dbc1e
https://welearn365.sharepoint.com/portals/hub/_layouts/15/PointPublishing.aspx?app=video&p=p&chid=14884631-9c51-4bc6-9dbb-a536559a7332&vid=8e5a9091-8b02-4e58-9363-e329cd6ecba1


 
 

Playback speed 

● If a video is playing too slowly or too quickly for you, you can change the playback 

speed by clicking on the stopwatch icon on the play bar at the bottom of the video 

 
 

 

Quality 

● The videos are all recorded in high quality. WeLearn may decide to play them back in 

a lower quality if it thinks your broadband link isn’t fast enough. You can change this 

if necessary by clicking on the bar chart icon on the play bar at the bottom of the 

video. 



 
 

Finding a video 

● Click on the magnifying glass in the top left of the WeLearn screen 

 
● Type in the word or phrase you want to look for (e.g. new starter) 

● WeLearn will show you all the videos with that have that word or phrase in the title or 

description 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DOCUMENT CONTROL 

 

Version Author Filename Changes 

1.0 Linda Scannell Using the Your HR for Schools 
eLearning (Google Doc) 

n/a 

1.1 Linda Scannell Using the Your HR for Schools 
eLearning v1.1 (Google Doc) 

Amended description of how to access the 
videos if you’re already logged into 
WeLearn. (i.e. Still use the link as it’s not 
easy to find the channel within the 
WeLearn portal). 

2.0 Linda Scannell Using the Your HR for Schools 
eLearning v2.0 (Google Doc) 

Added links to each video 

2.1 Linda Scannell Using the Your HR for Schools 
eLearning v2.1 (Google Doc) 

Removed “Creating a new position” and 
replaced with “Finding a vacant position” 

 


