Manual
PID Registration
This manual explains how you can register a new PID (AUAS employed personnel) in the
portal. The registration can be filled in by supervisors and assistants. The employee will
receive an email confirmation and the registration will be added to the personnel file.
Please note: A default letter of appointment will be generated once the process is finished. If
other agreements apply, please upload them separately (as pdf). These additions are part of
the employment contract, so make sure that you and the candidate are in agreement and
that the text has been approved by HR.
Make sure to keep the appointment details, such as function, FTE, salary and distribution of
costs at hand.
Use your AUAS ID to log in to the DSPE.
Step 1

Step 2 under Apply changes, select PID Registration.

Step 3
Check if the job profile is correct. Only the
Operational Manager can adjust this.
To do so, check the box ‘Change job profile’.
Select the correct job profile using the
button
Click on the Recalculate button next

If the job is combined you can check that box
and enter the other profile.
If applicable, fill in the result area and research
priority.

Step 4

Select the type of employment contract and
enter the agreed trial period.
Enter the salary grade

If the correspondence address is different than
the visiting address you can enter it here

Enter the FTE and work schedule

Step 5

If agreed upon you can enter a fixed
allowance here

Enter the distribution of costs with a start date
and end date. The distribution is valid until the
last day of the employment contract at the
latest.

Here you can enter a WBS-element

Step 6

You can attach additional agreements which
will be included in the letter of employment.
You can attach the file at the bottom of the
form. If you enter a date for the annual
consultation you will receive a reminder in
time.

Step 7

Always click on Check first, then on Send.

The form will now be processed and is sent to HR for advice and the budget holder
for approval.
The PID registration cannot be processed without the personal details form. If that form has
not been submitted yet, you will receive a notification.

