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Copying an Appointment

A governor appointment can be copied if Goverting Body Search > Govering oty Detale
it has an End Date and does not have an Governing Body | sseas tess ukcd
End Reason of Disqualified. Composition | Committees | Mestings | Contact Log | Memo | UDFs | Basic Detils | Default Terms |

1. On the Governing Body page, select [oAdd ] [96Deiter] oAbt [ 3Common] [ Rereh Vacandess] 55 - Appo fon [ Current Appointments -
the Composition tab to d|sp|ay covemar Type 1T | voting T | status T | name T [position T | start pote | end oate 7 |
the posts and appointments for this i, Co-opted Business Yes Vacant 01/11/2002
A i Headteacher Yes. Vacant. 25/10/2001
governing body. L eanppomed  ves  vacans e

/| LEA Appointed Yes Vacant 01/11/2008

Select the required appointment L NonvetngClek Mo vacant 15/08/2008
and CliCk the Copy button tO dlsplay i Parent Governor  Yes Vacant 09/10/2002

i Parent Governor Vacant 13/11/2004

the Appointment Details | New e Ve vacant

Appointment dialog with the same | Teacher Yes Vacant 01/09/2008

. . I} Yes Filled o gl = Clerk 25/03/2013  24/03/2017
details as the selected appointment. b Bt Ve Rl i koo (1) 20 48T

=

Change the details of the new
appointment as required.

Appointment Details | New Appointment ¥ Alerts ' SQL Mail Merge

Appointment Details

a. Click the browse button to select a Name * (o P ot I
new Name using Person Search. Type+ oot [ X Employee

Select a new Start Date and End startpate  [asovorr

Date. EEramm—"
boliical tiiation | |1]
Address Type [ Governor Correspondence ]
Select an Address Type to Addross S e L, Ko, ICFCRE
automatically update Address.

Click the Save button.

If another appointment exists for

this person and the Start and End
dates overlap with the proposed new
appointment, a message is displayed:

This Governor has other Appointment(s) at this Governing Body. Do you wish to continue to save?

Select a Political Affiliation.

End Reason

Disqualified Date | Jc/mm/yyyy Disqualified

Click the OK button to save the appointment details.
If the original appointment has positions assigned to it, the following message is displayed:

This Appointment has Position details associated. Click OK to copy the Appointment with Position details or Cancel to
copy the Appointment without Position details.

Click the OK button or Cancel button, as required.

After copying an appointment, you Governing Body | attes sase ot
can view the new appointment on the
Composition tab by selecting Future
Appointments or A" ApPOintments \ = Add \ | 3 Delete | SEdit = | Copy | [* Refresh Vacancies - Appaintmentsale(tmn
from the Appointment Selection

drOp-dOWn. £ Co-opted Business Yes Filled i W Wbt | Cleric 25/03/2017  24/03/2021

Composition | Committees | Meetings | Contact Log | Memo | UDFs | Basic Details | Default Terms

‘Guvemanype T | Woting [ ‘Shitus T | Name ST |Pnsmiun ST ‘Starl Date 7 | End Date 7 ‘
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