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Introduction to structure

Trent's organisation structure is made up of Units, Posts, Positions and Contracts.

Organisation Structure

=

Unit

Post

The organisation structure is the set of interconnected parts that represent the University of
Cambridge as a whole. Most users will only see the University of Cambridge Organisation.
There is also a Pensioners organisation which will be accessible to some users.

A unit is an organisation structure component that is made up of subordinate components
including other units and posts. For example Colleges are a unit and each individual
college — Christ’s, Churchill, - a unit within this main unit.

A post always belongs to a superior organisation unit, e.g. a department. If a person is to
occupy a post it is always by means of an intermediate position. Within the organisation
structure of the University there is a post for each position.

Within Cambridge we have allocated different staff groups to posts and this is displayed as
three levels of posts within the Trent structure.

= Department of Geography

= &% Academic Posts This screen displays the Department of
# &= Others Geography Unit.
+ ﬁF‘rDFessnrs . -
=2 Readers Level 1 posts are Academic, Academic

Related, Headships, Research, Support

+ ﬁﬁeninr Lecturers ( d Unk )
an nknown).

+ ﬁ University Lecturers

= academic Related Posts .
i # =2 Administrators Level 2 posts are shown below this —
= éc:.mputing OFficers Administrators, Computing Officers,
# &= Computer Officer Grade II Librarians and Technical Officers within
+ ﬁc:::mputer COfficer Grade 11T Academic Related Posts.
+ ﬁ Compuker Officer Grade IY
* ﬁ”bra”?“ . Level 3 posts are Computer Officer Grade
* ﬁTECh”'CE" Sificers I1, Nl & IV shown beneath Computing
+ ﬁHeadshlps Officers

+ é Research Posts

+ é Support Posks
+ é Unknown Posts
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Position

- A position is a location in the Organisation in which a person can be placed. If the chair
icon is blue the position is occupied.

= If the chair icon is green it indicates that the position is vacant and as yet unoccupied

L If the chair icon is red it indicates that the position is vacant and has a recruitment
requisition attached to it.

Employee
d Each employee within the University that is attached to the structure will be shown with this
icon.

People are attached to the structure via a position and a contract is created.

A contract within Trent is not a contract of employment, but a piece of data which binds an
employee to a payroll
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2 Explorers

There are two explorers that you can use. The organisation Explorer and the Mini Explorer.

The whole area of the Organisation Structure is controlled using effective dates. Information that is
added, amended, or deleted is recorded as a change on that specific date. It is important that the
date selected when using the organisation explorer is the correct one, as the organisation will differ
from day to day.

2.1 Organisation Explorer

You can use the Organisation explorer to display the units, posts and positions within the
University and how they have been organised within Trent.

1.  Select University of Cambridge
2.  Select Organisation Explorer

3.  The top level of the organisation is displayed first with a plus icon next to it

5 U . The plus sign indicates that there are further items to be

displayed under this node. Click the plus sign to display the nodes.
When viewing the structure in the organisation explorer, the appearance of a plus icon * S
next to any item indicates hidden items below the level displayed.

Clicking the plus icon will expand the diagram to display the subordinate components. When
the selected item is fully expanded, the plus icon # changes to a minus icon =

Clicking the minus = icon condenses the item again.
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When you reach the node that you are interested in, click on it.
The screen will then change as follows:

a) Trent will open a new View (B) leaving the original view (A) unchanged

b) The Object pane will change to a Search screen (C) for the type of object that you
selected.

c) The Action pane (D) changes to display all of the actions that you can perform against
that object.

. User name: Haxel Turton _ ‘ = 5 ‘
A, Today Wed 30082006 BB 2000 W (|
ﬁ>0rganisation University ofCambridge)Positions c Computer Officer Grade |l

(* Search ¢~ Smart groups Advanced

[ [J05 tite =] (@Resuts 1 Record

Select all

Job title Post Organisation unit | Positi
Computer Officer Grade |l |Fitzwilliam Museum

4

Show favourites  ExpandiCollapse folders S_\

(=) Position details
@ Mini explorer
@ Reporting hierarchy
@ Elements
@ Rate codes
@ FPatterns
@ Element suspensions
@ Contacts
@ Addresses
@ Job share positions
@ Frobationary periods
757 Position details
=7 Oceupancy details
= Salary details
i Payscale values
7= Hours and basis
=7 Attach person
757 Position transfer

#=1 Inheritanre rhart
4

Organisation e, & |Unhﬁersilyof...

You can now select any of the options available to you from the navigation displayed. The display
will vary depending on the type of object that you selected.

@ It is suggested that you use the Organisation explorer only to identify an area of the
University structure to initialise a search procedure. To add or maintain items search for
the unit, post or position and click the Mini explorer link in the action pane.
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2.2 Mini Explorer

The Mini Explorer allows you to add new items to the Organisation structure as required and to
view and maintain Unit, Post and Position details of the organisation structure for a specific area in
the object pane.

As the whole structure of the University is so large it is easier to create, amend or view the specific
area of the organisation structure you require using the Mini Explorer.

The mini explorer options are available for each of the different components that make up the
structure (Units, Posts and Positions), and can be accessed in the relevant folder.

@ User name: Haxel Turton _ ‘ = ‘
31/08/2006 (] ?
p - B = (@ (¥ (2| &

Today: Thu 31/08:2006

ﬁ>0rganisation :University ofCambridge)Units :Personnel Division

& Search ¢ Smart groups Advanced

Ipersonnel 'f‘-}" Results 1 Unit

Select all Save this group
Organisation unit Linked to Status  Unitreference  Start date End date

Unifid Administrative Service | Live  |UD0E6 (01014900 | |

Show favourites  ExpandiCollapse folders E_\

1= Unit details -
@ Mini explorer
@ Elements
@ Rate codes
@ Fatterns
@ Element suspensions
@ Contacts
@ Addresses
757 Unit details
= Salary details
=7 Payscale values
7= Hours and basis
=7 Attach person
#57 Unittransfer
i Inheritance chart
= History
B2 Create unit
B2 Create post
B Create position
=7 Assign reporing manager
=7 Aftach tax office hd

Use the search facility to locate the item you require. (See the introduction manual for more
information about performing searches). Select from the object pane the item you wish to enquire
on and click the ® Miniexplorer |ink  The structure icon of the selected item will appear in the
object pane.

Like the organisation explorer, the mini explorer structure diagram can be expanded by clicking the
plus # icon next to items that contain lower levels.
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The mini explorer can also be used to access details of a post, position or person (contract). The
explorer view will appear within the Object pane. If you need to add, amend or view details within
the mini explorer you can click on the relevant item and the appropriate folder items will be
displayed in the Action Pane as usual.

. User name: Haxel Turton _ ‘ = = ‘
Ay Today: Thu 31/08/2006 EHVIIPIIE b g Al (2
ﬁ) Organisation : University 0fCambridge> Units : Fersonnel Division »Posts : Administrative Officer Grade |

(* Search ¢~ Smart groups Advanced
= F& Personnel Division -
=l &= Academic Related Posts
= &3 Administratars

&5 Admin

&2 Administrative Officer Grade |

&5 Administrative Officer Grade |

&% Administrative Officer Grade |

éAdministrative Officer Grade |

&5 Administrative Officer Grade |

&= Administrative Officer Grade |

éAdministrative Officer Grade |

&5 Administrative Officer Grade |

& Administrative Officer Grade Il

éAdministrative Officer Grade |l

= Administrative Officer Grade Il =

Show favourites  ExpandiCollapse folders E_\

|0 Post details -

@ Mini explorer

@ Elements

@ Rate codes

@ Fatterns

@ Element suspensions

@ Contacts

@ Addresses

=7 Post details

=7 Salary details

= Payscale values

7= Hours and basis

=7 Attach person -
1 >

2.2.1 To maintain existing data

If you need to modify existing structure components select the required item in the object pane and
the related function will become available in the action pane.

Selecting a person in the object pane will make person related options available in the action pane.
Selecting unit, post or position in the object pane will update the action pane to display the
available options for the unit, post or position respectively.

2.2.2 Amending or entering new details

Select the item to be modified in the object pane and then click the required item details in the
action pane. Existing information will be shown on the function details page in the display pane,
where it can be amended as necessary.

. Save . .
When you have completed an entry or amendment, click in the display pane to save the
changes.
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3 Overview of the new appointment process

All new starters within the University, will be entered on to the CHRIS system and attached to a
position by staff within Central Personnel based upon the details provided on the New Appointment
Request Form - CHRIS/10, New Casual Appointment - CHRIS/11, New Research Appointment -
CHRIS/12 (or for Students, New Studentship Form - CHRIS/30). This form rationalises the PD1,
PD2 and PD1a forms and will be used for all staff groups. It will be available from the website for
downloading (and potentially as an E form) for completion by the institutions.

Another new form will also be introduced: a ‘Certificate of Acceptance’ - CHRIS/20. This form will
be authorised by the institution to authenticate the arrival of a new starter and will be used as a
trigger to attach the individual to a payroll. This is required because as Trent is an integrated
HR/Payroll system it is very difficult to remove staff from the payroll if they do not appear for work.

The ‘Certificate of Acceptance’ form will also have a separate tear-off section that will allow the
employee to submit sensitive personal information to Central Personnel for processing and thus
replacing the existing PD16 form.

Exceptions

The Payroll Team will be responsible for setting up Pensioners within a separate Pensioners
Organisation (not visible to an East Room user). TES Temps will initially be set up by the Payroll
Team and later on handed over to TES Team. The Payroll team will remain responsible for setting
up on CHRIS individuals from external organisations. These will include:

e Cambridge Enterprise
e University Farm
e Various Trusts
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4 Process Chaining Principles

A new person can be added by making use of a process chain. Process chaining is a facility in
Trent that allows you to link forms and processes together into a logical sequence. There are
several benefits for using these, however the main ones are:

e Users do not have to remember the form sequence that is used for the required process,
such as New Starters.

e Process chains can be stopped and restarted as required, therefore long processes can be
completed in stages.

4.1 Starting a Process

Each process chain is linked to a type of record and is therefore accessed from the appropriate
module/menu options. Details of each process, including where to find them will be explained
later.

4.2 The Process Chain Bar

Completing forms within a process chain is the same as if you completed them independently,
however when in a process chain you are given information about what you are currently doing
along with the ability to navigate from step to step.

Step 1 of 10

Current Step Name of Active Navigation
Process Chain Buttons
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Once the first step within a process chain has been completed, you can add other details as
required.

Note: It is essential to save the first step of the chain, even if no entries are made

To move onto the next step, click on the Next Step button in the top right corner of the form.

B

To go backwards through the process use the Previous Step button, also found in the top right
corner of the form.

4.2.1 Multiple Entries

To make multiple entries within a step of the screen chain, for example to enter two different

address types, save the first details entered, use the previous step button 2

to move backwards, then use the next step button @ to return to the screen where you wish to
make an additional entry. You will then be able to select from the complete list in any drop down

box and complete as normal.
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4.3 Stopping and Restarting the Process

Trent keeps a track on where you are in the process, therefore it is possible to stop the
process at any point with a view to returning to where you left off and continuing.

To stop the process, simply navigate away from the process chain. To restart the process
from the place you left it follow the steps below.

1. Click on the To Do List button within the Control Bar

7]

2. This will open the To Do List Pane.

|Tu do list _ﬂ Close x

Work permit details -
New
Miss Jenny Smith -

20000012

(06,/02/2007 - Mew person
chain’

Due date 07/02/2007

Mot started

3. Click on the process you would like to continue. Trent will open the Process Chain at
the place indicated at the top of the task details.

Copyright © 2007 University of Cambridge
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4.4 Chain process E-mail reminders

Some process chains are also designed to send an email task which will be sent directly to your

email inbox. In the New Starter process chain, if you start the chain and then stop the process an
email reminder will be sent.

Trent workflow reminder - late task for Mr Bart Simpson.

het? 7/ i@admin.cam.ac.uk
To: Hazel Turkon

The following Trent task was dus for cowmpletion by Z0/03/2007 14:11:44.
It is now late.

Task: Contact details
Form: Contact details
For: Mr EBart Simpson
Completion dus date: 2040372007 149:11:44

Priority: 1

To continue the task Click on the To Do List button within the Control Bar in Trent which will open
the To Do List Pane.

7]
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5 New Starter Process

5.1 Process Overview

The new starter process chain encompasses many of the Trent forms that allow you to add key
data in to the database. The following diagram shows the forms encountered in the chain.

: Start
.

: Personal Details
'

: Address Details
'

: Contact Details
'

: Social Security Details
.

: Passport Details
v

: Work Permit Details
'

: Residency Permit Details
A 4

: Check Details
'

: Key Date Details

, ! \

\ Finish ]
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5.2 Starting the New Person Chain

Navigate: Organisation > People > Process Chaining > Process Chaining

1.  Select the University of Cambridge organisation
2.  Select the People menu item from the Action Pane
3. Check whether the person already exists

Enter the surname of the new person to be created and click on &

If there are already people on Trent with this surname they will be listed by Unit and
Job title. Identify using initials, date of birth, NI number, and if they exist abort adding
and check the details provided agree with the details already recorded.

If the person is not found by surname, perform another search by NI number to

establish they are not already added.

If the person does not already exist on the system, continue to step 4.
4.  Select the Process Chaining menu from the Action pane

= Miscelansous details

= Sensitive information

= address history

= Position salary change history
A Mew - Personal details

£ Profile

[ Employment

[0 Payroll

|20 Absence

|E Attachments

|0 User defined forms
I=0 Process chaining

B Process chaining

5.  Select the Process Chaining option and type in the required date in the effective date
field.

6.  The resulting form will allow you to select the required Process Chain.

Process chaining:

Process chain |

Mew Person
Start

Copyright © 2007 University of Cambridge Last Modified: May 2007 Version 1 Page 15 of 58
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7.  Select the New person chain and click on the Start button to commence the process.

Process chaining:

Process chain [l e
1}
R

8.  The first step will then be presented (Personal Details).

Step 1 of 9 Chain; Mew Per

Personal details: Mew

SUrnanme [S'Fr:lit__h“

Forenarme I.‘Jiamrrf,-

Forename 2 |

Forenarne 3 |
Title |Miss |

Preferred name |

Sex |Fernale =l

Previous surnarme |

Honours |
Persanal ref,
Start date |D1/05/2007 O]

wiorkflow group |E:EFAULT‘ |

e}
Save

s

9. Key in the surname, first name, first name 2, first name 3 if applicable.
10. Click the drop down list arrow and select a title

11. Enter preferred name if applicable, sex, previous name, honours and organisation start
date. Leave workflow group set to Default
)
. S
12. Click the @ putton.
A banner confirming the save will appear at the top of the screen
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‘1) Changes have been saved.

Step 1 of 10 Chain: New Person

The record will be saved and the new person’s details will be displayed in the object
pane.

5.2.1 Personal Reference Numbers

A personal reference number is automatically generated by Trent when a new person record is
created. To enable you to easily identify this person to input person related information it is
advised that you make a note of the personal reference number once you have added them.

The last section of the New Appointment Request Form CHRIS/10 provides a ‘Personnel use only’
place to record this.

1) Changes have been saved.

Chain; Mew Person

Personal details: Miss Jenny Smith Rers ref: BDDDDDDEI

Surname

Forename [oemmy T

Forenarne 2 |

Forenarne 3 |

Tite [Ps ]

Preferred name |

Sex |Fernale =]

Previous surnarme |

Honors |

Personal ref, 30000003
Start date |:|
workfiow group [DEFAULT =]

— } — }
Save Delete
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6 Additional Personal Information

6.1 Address Detalils

Address details can be obtained from the New Appointment Request Form, section C — personal
details.

1.  Click on the Next Step button, this will present you with the form used to enter an
employees address.

Chain: MNew Person

o Mame: Miss Jeny Smith
. Address details: MNew Pers ref: S000000S

address type [Home/ Personal =l
Maiing address

Howse Mame |

Murnber fStrest |23 West Terrace

Local Area |

POSTTOWN |Cambridge

COUNTRY |
POSTCODE |CB1 AGE I &)
Covrtry |Ur'|ited Kingdorn -
Start date [16/04/2007 FH
End date | ]

Save

2. Home/Personal address is displayed as default and this address is supplied on the
New Appointment Request Form CHRIS/10, section C, personal details.
Correspondence and term time address currently appear in the drop down list but

these will disappear post Go Live
Where only one address is entered the mailing address check box will automatically be

checked. However, the UMS address held against position will be used.
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3. Key in address details. The COUNTRY field only needs to be filled for an address that
is not in the United Kingdom. (Note this field is meant to be Country and not County.
The Post Office guidelines for writing addresses are that a post town with a postcode is
all that is necessary as the County is reflected in the postcode). The Country field will
automatically default to United Kingdom.

4. Clickthe  ~™®  putton
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6.2 Contact Details
Contact details can be obtained from the New Appointment Request Form CHRIS/10 page 2,
section C — Personal Details. Question 18 requests home phone number.

1.  Click on the Next Step button
2. Click the drop down arrow and select the appropriate contact type

Chain: Mew Person

Mame: Mizs Jenny Smith

: Contact details: Hew Pers ref: 30000008

Means of cn:untat% |Home telephone x|
Contact at [D1223 567245
— 1}
Save

3.  Key in the details of telephone number
)

4. Clickthe ™ button
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6.3 Social Security Details

The social security details menu is used to record a persons’ National Insurance number. This can
be obtained from the New Appointment Request Form CHRIS/10, section C — personal details,
guestion 16 or question 5 of the Certificate of Acceptance CHRIS/20

Where an employee has applied for a National Insurance number this step can be left uncompleted
and the details will need to be completed when they are issued with their number.

1.  Click on the Next Step button
2. Click the drop down list arrow and select UK legislation.

Chair: INew Person

MName: Miss Jenny Smith
Pers ref: 30000002

Legislation |LK Legislation |
Social security no. [WE-‘-IEEIE-’J-E#

by

Social security details: MNew

Save

3. Input the National Insurance Number
1}

4. Clickthe ™8 pbutton
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6.4 Passport Details

1.  Click on the Next Step button

Chain: MNew Person

' i Name: Miss Jenry Smith
. Passport details: Mew Pers ref: 30000002

Passport, number |4345E~5E~E~?

Passport issue date |_12;r 0e,2003 E|

2. Key in Passport number, issue date, expiry date and issuing country.

(If no work permit details are required click on the Next Step button E to move to
Step 6).

— }

3. Clickthe ™ button,
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6.5 Work Permit Details

Where an employee has a work permit, details can be entered using this option

1.  Click on the Next Step button

2. If no work permit details are required click on the Next Step button E to move to
Step 7.

Step 6 of 9 Chain: MNew Person

' : = Name: Miss Jernny Smith|
. Work permit details: Mew Pers ref: 30000008

Wiork permit number |45E|28?65

work permit issue date |IIIl,fIIIE,|£2EIEIE| ]
work permit expiry date [01/02/2010] Bl
= =
Save Delete

3. Whether the new person requires a work permit is recorded in the personal details
section of the New Appointment Request Form CHRIS/10 or CHRIS/11 or CHRIS/12.
Enter the work permit number, issue date and expiry date.

1}

4, Click the Save button.
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6.6 Residency Permit Details

Where an employee has a residency permit, details can be entered using this form

1.  Click on the Next Step button

2. If no residency permit details are required click on the Next Step button E to move
to Step 8.

Chain: Mew Person

Mame: Miss Jenny Smith

. Residency permit details; Mew Pers ref: 30000005
Residency petmit nurnber ﬁcﬁa?ag
Residency permit issue date |IIIl,fIIIE_I2EIEIE| ]
Residency permit expiry date M@Iﬁ h
— —
Save Delete

3. Where residency permit details are provided enter the residency permit number, issue
date and expiry date
1}

4. Clickthe ™8 button.
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6.7 Check Details

The University has a legal obligation to ensure that all employees have a valid entitlement to work
and reside in the UK, regardless of nationality. All appointments require a right to work check and
the details of this check should be recorded in employee checks.

Where an appointment also requires the occupant to have health, criminal records or security
checks these details can also be recorded.

1.  Click on the Next Step button
2. Select Right to Work from the check types displayed and then click on Check Details
form in the Action Pane

ﬁ) Organisation | University of Cambridge) People : Miss Jenny Smith}Dhecks +Right-to-work-in-the UK} Check details -
(&) Print this form | () Attachments | (3 Notes

MName Date checked Checked by Renew datel

P Sy Chain: [New
@ Criminal Records Bureau
@ OH Medical Clearance
@ Security — ! Name: Miss Jenny Smith
Check details: Right to work in the UK Pers ref: 30000005
Mame Right to work in the UK
4 3
Expand/Collapse folders i Date checked | &
[l checks Checked by | @
k&' heck details . =
~ erew date
(20 Attachments
[#D Process chaining —

3. Enter details of date checked and who checked by. The checked by name should be
the name of the person who signs the paperwork as a true copy.

4. Clickthe . ™ button.
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5. If you arerequired to also add details of additional checks, click the H button
to return to the previous step.

6. Click the E button to move back to checks option.

7.  Select the check type (for example Criminal Records Bureau) from the Options Pane.

8. Click on the Check Details form in the Action Pane
I=l Checks

rwr Check details
Attachments
Process chaining

Chain: New

Step 8 of 9

I MName: Miss Jenmy Smith
Check details: Criminal Records Bureau Pers ref: 30000005

Marne Criminal Records Bureau

Date checked |] D
Checked by [ @
Renew date

—— —— )
Save

9. Enter the Date checked and Checked by details. For OH Medical Clearance, CRB and
Security checks the ‘checked by’ name should be the person who signs the CHRIS/10.

10. Clickthe = ™  putton,
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6.8 Key Date Details

1.  Click on the Next Step button

Step 9 of 9 Chain: MNew Person

Mame: Miss Jenny Smith

Key dates: Miss Jenny Smith Pers ref: 30000008
'Personal
Date of birth |15/06/1958] O
Age

Date werified
Ezpected retirement date
Basis |LJK Legislation ;l

Age (years)
&oe (months)
Date

. Organisation
. N

Start date [D1/0S/2007 % |

Length of service

Leaving date

Reckonable service date | |:|

Length of reckonable service
Last working day
Re-ermployvable

Save

2. Enter Date of Birth

3. Enter expected retirement date. Select “Date” from the Basis drop down list and input
30 September of the academic year in which the individual turns 65
(Unestablished/Assistants) or 67 (Established)

4.  To save calculating this date first enter expected retirement date basis of Age and type
in 65 if an unestablished or assistant position or 67 if established.
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Personal

Date of birth [21/06/1989
Age 37 wear(s) 8 ronthis)
Date verified |

Ezpected retirement date
Basis |ﬂage ;l
Lge (years) IEE

Age (months) |III
Date 20/06/2034

5. Click on the Save button

Expected retivement date
Basis |Date =]
Age (years) 69
&ge (months) O
Date |20/06/2024 ]

6.  This will automatically calculate the correct year, for those people with a birthday on or
before 30" September which can then be manually changed to the 30" of September
for that academic year. For those birthdays after 30" September, the year will need to
be changed to the following year.

Expected retirement date
Basis |Date =l
Age (years) 69
&ge (months) 32
Date |30/09/2034 i

Enter this date and click on the Save button.

7. Enter Reckonable service date. This will be the same as the organisation start date
except where an employee is joining under TUPE conditions or some other
arrangement where previous service is to be recognised. This field must be completed
for reporting purposes and Trent will not pick up the organisation start date if it is left
blank.

. S
8.  Click the ™ button
Check that the age calculated is “sensible” as a way of verifying your entry. There is
no validation of the age within Trent. It is possible to enter any date of birth.
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7 Additional Personal Information Data

Once the key data for a person has been entered into Trent via the process chain, you can add
and view/amend their details using the other options available in the Personal Information part of
the People module. Making changes to people data is covered in a separate course module.
There are at this stage still some additional personal details recorded on the Certificate of
Acceptance Form CHRIS/20 that need to be input.

7.1 HESA Personal Details

These details will only need to be completed for employees of the University who are deemed to
be HESA returnable. The source of this data is Part 3 of the Certificate of Acceptance.

1. Use the search facility to locate the person whose address details you wish to maintain
or if already working with the correct record use the navigation trail to return to the
people menu.

2. Select HESA personal details

- Mame: Mizs Jeny Smith
HESA Personal details: Mew Pers ref: 20000009

Staff I
identifier

Maticnality | ;l

Previous I LI
ernployrnent

Previous HEL | =l

Destination -
an leaving —I

Highest
gualification | j
hield

-+ Regulatory -
biody I J

Academic -
discipline 1 I —I

Acadernic -
discipline 2 I —I

Active in : =
2001 RAE INDt employed by this HEI _|

RAE Unit of |
assessment

Save

Copyright © 2007 University of Cambridge Last Modified: May 2007 Version 1 Page 29 of 58



I UNIVERSITY OF
The CHRIS Project

People

3. The Staff Identifier is assigned automatically in Trent when a new form is saved. If a
person has previously been employed by the University and employment was prior to
1% April 2006 then SECQUS will need to be consulted in order to ascertain the persons
HESA ID.

4, Nationality is obtained from Part 3, Section E of the Certificate of Acceptance form
CHRIS/20

5.  The previous employment field is used to record the nature of employment of the
member of staff before entering employment with the University, this can be obtained
form Part 3, Section E of the Certificate of Acceptance form CHRIS/20

6.  Where a persons previous employment was with another UK HEI then question 32 of
the Certificate of Acceptance form CHRIS/20 will be completed and this field should be
used to record the institution identifier. If a person has never worked for a UK HEI then
this field does not need to be completed.

7. Leave destination on leaving blank, this will be completed when the person leaves the
University’'s employment.

8. Highest Qualification Held is obtained from Question 32 of the Certificate of
Acceptance form CHRIS/20

9. Regulatory Body is only necessary for staff classified as Academics in the Clinical
School. Regulatory Body is captured on the Certificate of Acceptance form CHRIS/20,
section E question 39.

10. Academic Discipline 1 and Academic Discipline 2 is obtained from question 36 of the
Certificate of Acceptance form CHRIS/20. Where this is one subject, academic
discipline 2 need not be completed.

11. Active in 2001 RAE and RAE Unit of Assessment are populated by data import initiated
by the Academic Division. Contract teams and the HESA Staff Correspondent have no
involvement with the population of these fields.

12. Clickthe = ™  putton,
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7.2 Sensitive Information

The information required to complete this form can be obtained from the Certificate of Acceptance
(tear-off page)

1. Use the search facility to locate the person whose address details you wish to maintain,
or if already working with the correct record, use the navigation trail to return to the
people menu.

2. Select Sensitive Information

Mame: Miss Jenny Smith

Sensitive information: Miss Jenny Smmith Pers ref: 0000005
Marital status
Marital statius Iﬁ[
Religion
Religion | j
Ethnic origin
Ethnic arigin | ;I

Cither classification [
Mationality

Mationality | ;I
Sexual orientation
Sexual orientation | =]

Disahility
Self-certified disabled | =l

Description

Date of check | |:|

Disciplinary Mo
Expiry date

Save

3. Record Nationality, Ethnic Origin and Disability information if applicable.

We are not making use of the following fields:
Marital Status

Religion

Sexual orientation

4. Clickthe ™8 button
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7.3 User defined Fields

Although Trent is very comprehensive there are some items of data specific to the University that
the standard software cannot hold. User defined fields are used to save information which is not
already included within Trent. User defined fields must be attached to User defined categories.

5. Use the search facility to locate the person whose details you wish to maintain
or if already working with the correct record use the navigation trail to return to the
people menu.

6. Select the User Defined Form folder from the main menu.

|=0 User defined farms

7. Select UDF categories (People) @ UDF Categaries (People)

8.  The list of UDF categories will be displayed

LIDF Category MNo. of rows
> Clinical Seniarity

@ College Membership

@ CF Amalgamation

@ GMC Registration no

@ Fay & Grading autoincrerment protection
@ Fayroll URN

@ Fersonal Faculty Membership

@ Fersonal Roll Details

@ Red circle status

@ Removal Expenses Eligibility

oo oo ooooo

Show favourites  Expand/Collapse folders =]

|=) UDF Categories
® UDF Details (Paople)

\£l Process chaining

L. .M.-ll——ull._L o on

S ot e L e e ke A ol e oA L.

e e g o S e e —— Fa

Ao EE.

9.  Select the UDF category required

10. Select UDF Details (People) menu and then &% Mew - UDF Details (Peaple)

11. The relevant form will be displayed in the display pane
12. Complete form

13. Click on the Save button.
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8 Reviewing Position Details

8.1 Process Overview

The Review Position process chain encompasses many of the Trent forms that allow you to add
key data in to the database. The following diagram shows the forms encountered in the chain.

\ Start )
Position Details
Payscale Values
Costing details

'd " N\
Hours and Basis

Patterns
'd " N\
Address details
\ 4
4 N\
Terms and Conditions

Details

N\ J
Checks

( A ™)
Finish

Attaching a person to a position will change the Position into an occupied position and its icon will
change from green - to blue -
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8.2  Starting the Process

Navigate: Organisation > Positions > Process Chaining > Process Chaining

1.  Select the University of Cambridge organisation

2.  Select the Positions menu item from the Action Pane. Use the search options to locate
the position to be reviewed. The position will be displayed as a green (vacant) chair.

3.  Select the Process Chaining menu from the Action pane

|Zl Position details

I#) Costing

(&) Terms & Conditions
(&) Recruitment

(&) Profile

(&) Attachments

(2 User defined forms

I=) Process chaining

e Process chaining

4.  Select the Process Chaining option and type in the required date in the effective date
field.

5. The resulting form will allow you to select the required Process Chain from the picklist
available.

Process chaining:

Process chain |

[Pasitian review igraded)
Position reviesw (ungraded)

6.  Select Position review (graded) or position review (ungraded) as appropriate.

The following screen prints show the Position Review (graded), the screens are the
same for both chains with the exception of step 2.
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7.  Once the required process is selected, click on the Start button to commence the

10.

11.

process. The first step will then be presented (Position Details).

Chain:

Position details: Research Associate

Job title |Research Associate.
Start date 02/04/2007
End date change? [

Etd date
Position reference 70000005
Probationary period | ;l H
Location | H

Cccupant Wacant

Departrment of Applied Mathematics and Theoretical

Feporting unit Physics

Reports to |ﬂ«55i5tar‘|t Director of Research '@'
Yacant (020472007 -
Expected position end date | E

Expected position end reason I _;]
e — S e T R - -._‘_‘,'rr\.‘

N B e o e M,

Enter the Probation period for the position.
Check that the Reporting Manager information is correct.

Check that the Position Status is set to Permission to Fill Granted, this will authorise
automatically for new positions.

Position status

Pasition status |F'ermi55i|:|r‘| to Fill gramted ;l

Effective from |02/04/2007 M
1}
. Save . .. . .
Click the button. The record will be saved and the new position details will

be displayed in the object pane.
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8.3 Payscale Values

1.  Click on the Next Step button, this will present you with the form used to check/enter
the salary information.

Grade 7 |
@)

Pt e sane =B

FT Salary |

I[ Pa',rscah#alues ! Research Associate (Permnission to Fill granted)

Grade

Pratected |

K KN KN

Cverride I
minimLIrm

Crvertide |
maxinmIm

Grade
payrment Mational Spine
table

Grade
rrininLIr
Grade
maxirmunm

et
increment | m
date

Additi nal !
i oy ST S e TR S S S P P ot

L]

24,402.00

31,840.00

o

2. Ensure the Grade and payment table are correct, this information will be inherited from
the Post. Select the appropriate point for the new position from the FT Salary drop down
box, and enter the next increment date. (You will now need to do this for Assistant staff
too!)
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@ Where the salary is within the normal range for the grade the override maximum
should be set to the grade maximum and the FT Salary point will be less than or equal to the
grade maximum.

Where the salary is on a contribution point the FT Salary point should be equal to the
override maximum.

Where a personal bar is set the override maximum and the FT Salary point should be less
than the grade maximum.

3. Click the Save button
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8.4  Costing Details

1.  Click on the Next Step button, this will present you with the form used to check/enter
the costing information.

Chain: Position review

Lg raded _J

Structure costing: Structure, Mo, 1

Organisation
Organisation default cost code ERROR

Rule narne m ]I

Rule

Level details

Mo, 1
Costing level |Structure Ed|
Length 24
Cost code [U.SF.SFOD.EFKM. ABAE.0000
Percent | 100,000
Start date 02f04/2007
End date | D
\.W*SEF L e nn A gt b A g b n B

2. Again, this information will be inherited from the Post and should not require changing
unless the New Appointment Request Form is accompanied by an Amendment of Post
or Appointment form.

(N.B. Vacant posts are not being migrated with any costing information)
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8.5 Hours and Basis Details

1. Click on the Next Step button, this will present you with the form used to view/enter the

Hours and Basis information.

Step 4 of 8

Hours and basis | Research Associate (Permnission to Fill granted)

Contractual Hours | 37.00 1]
FTE haurs | az.oo0 JT
Post budgeted hours H
annual weeks worked | 5225 I
Category IRezearcher

Basis |Unestabli5hed =1
Type |N|:|r‘| Clinical Researcher ;I ]_[

Change reason | ;l

'FTE details '
Crvertide FTE calculation INI:I override |

FTE walue 1.00

Save

M1

2. These details should be inherited from the Post, but ensure the all the relevant data is

entered (Contractual Hours, FTE Hours, Category, etc)
1

3. Click the button
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8.6  Working Pattern Details

1. Click on the Next Step button, this will present you with the form used to view/enter
working pattern information.

Start day mﬁw x|

Start date 02/04/2007

End date | ]
f———— 3 e =}
Save Delete

2. The information viewed will be that inherited from the Post. If the working pattern is

different at position level, details can be amended here.
1

3. Click the Save button
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8.7 Address details

1. Click on the Next Step button, this will present you with the address details

Chain: Position review

LCiFddudJ

Address details: LMS

address type [LMS

House Marme |Cr'-'15

Murnber fStreet |Wi|herﬁ:|r|:e Road

Lacal Area |

POSTTOWN |Cambridge

COUNTRY |

POSTCODE Im

Courtry |Ur‘|ited Kingdorn
Start date 02/04/2007

End date |

Save

)
Delete

2. This address will be the main institutional address and can be changed where the
employee will work at a location different to this. The source of information is the Place
of Work section of the New Appointment Request Form.

3. Click the button
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8.8 Terms and Conditions Details

1.

Click on the Next Step button, this will present you with the inherited Terms and

Conditions items.

Terms & Conditions item | Choice Pack

H OSP - Sickress Oiccupational Sickness Scheme
H Faculty Mermbership  |Mo Faculty
H Carmpetent Authority | Coundil

H CMP Oiccupational Maternity Scherme
H Firal Salary Scherme LSS

‘ |
Expand,/Collapse folders
(=D Terms & Conditions

o) |-

A Mewy - TRC details

Attachments
Process chaining

2. You will need to click on a Terms and Condition entry, (which will be inherited from the
relevant Post), to view the details of step 7 of the screen chain

Choice [Uﬂ
MHotes

Start date 02/04/2007

End date |

1

fF——-13
Save Delete

3. Click the Save button
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8.9 Check details
1. The final step of the position review screen chain displays check details.

Chair: Positi

ed)

' Check details: Mew

vame [ - |

Essential [~
statdate [
|
End date |

Save

2.  If the position requires a check (in addition to the Right to Work check that will be a
requirement for all) to be carried out click the drop down arrow to display the list.

Chain; Pc

Check details: Mew
| Mame |
Essential

Start date

End date

Save

3.  Select the required check. Check the essential box and add the start date
1}

4, Click the Save button

Use the navigation trail to exit from the screen chain once compete.
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8.10 Position Review (Ungraded)

The process for reviewing details of an ungraded position is similar to that used for the
graded position review, with the following differences.

8.10.1 Starting the Process

The process can be found in the same place, but you need to select the Position Review
(ungraded) process.

Process chaining:

Process chain |

Position review (oraded
Position revi

8.10.2 Salary Details

The form used to enter salary details (step 2) is Salary Details and not the Payscale Values form.

FT Salary [20,850.94| Annually =l

Crverride I
rininurm

Crverride I
maximum
Grade
rininLIrm

Grade
moaximum

Protected

rate of | =l

pay
FTE value 1.00

Pro-rated
collheosn, IR DB BD0BE e B ittt e T B i |

Enter the salary for the position and the frequency from the drop down box

— 1

Click the Save button.
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9 Attaching a Person to a Position

When the permission to fill status of a position is set to Permission to fill granted, attaching a
person to a position will change the Position into an occupied position and its icon will change from

green ?-%’to blue -

1.  With the University of Cambridge selected, click on the Positions menu in the Action
Pane.

2. In the search window, select to search by Position ref no, enter the required Position
reference number in the search field and click on the magnifying glass icon (or press
return)

3. Open the Mini Explorer

4.  With the position selected that is to receive the new attachment, click on Attach person
in the action pane and enter the effective date when they should be attached from.
Trent opens the Attach person page in the display pane

Attach person: Hew

Person

Marne =Y

Save

Note:
If the permission to fill status has not been set to permission to fill granted the following

message will be displayed:

Q You cannat attach a person to this position until the
correct position status has been defined.

Attach person: Mew

Person

Mame

If this is the case change the permission to fill status in the position details form.
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5.  Click the search icon to search for the person by name or search by personal reference
number. Once the person has been selected further details on the attach person page
are displayed.

Attach person:

Person

Marme |Mrs Claire Brown @

Select contract

Create a contract |E el gl =k

Save

6. Don't enter anything in the Create a contract field, this will create a contract with the
persons first initial and surname.

. Save
7.  Click the button
8.  You will see the person attached to this position in the mini explorer diagram.
9.  Trent will automatically change the permission to fill status to no permission status.
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9.1 Attaching a person to a position on atemporary basis

If a person is appointed to a position temporarily you also need to enter an occupancy end date.

1. Follow the procedure for attaching a person to a position

2. With the person and position visible in the navigation trail, select position details and
then occupancy details

3. Enter the expected occupancy end date. The expected occupancy end date should be
no later than the position end date

4, Enter the reason for the end of occupancy, this could be a different reason to the
position end reason.

. Mame: Mr Charlie Field Job title: Administratar
Occupancy details: Pay ref: 30000004 Pers ref: 30000004

Current status Live
Qecocupant Mr Charlie Field
Qcocupancy start 0100472006
Qecocupancy end

Qccupancy frpe |Standard j

Fosition oce. reference |4EIEIEIEIEIEIJ1

Expected occupancy end date |III1I1 212006 |:|

Expected occupancy end reason |End of funding j

End occupancy? [T

Save ! Delete

5. Click on the Save button
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10 Attaching a person to Payroll

Once the relevant employee details have been added and attached to the organisation, via the
position, you will need to attach the employee to payroll. This is achieved through the Attach to
Payroll option found under the Payroll folder within the People area of Trent.

Navigate: Organisation > People > Payroll > Attach to Payroll

1.  With the University of Cambridge selected, click on the People menu in the Action

Pane.

2. Search for the person using surname or person number if known and click on the
magnifying glass icon (or press return)

3. Select the Payroll menu and then attach to payroll option
4.  Choose attach contract to Payroll

ﬁ> Organisation ; University of > Positions : Head of > People : Professor Sir Lucian 5,

Camnbridge

Departrment

Allhouse

Attach to payroll : L > Attach contract to

Allhouse

payroll

() Print this form

o,

Contract name Payrol  Start date End date Leaver

T . ...,

payroll: Mew

Attach to payroll

Name: Professor Sir Lucian Alhouse
Job title: Head of Departrnent
Social security number: 145421628
Pers ref: 30000003

Payroll |

-]

Start date |D1/10/2006

% Contract name |L Allhouse

ExpandfCollapse folders

(=D attach to payroll
fa Attach contract to payroll
A MWew - Create contract attached to payroll

[ Process chaining

Leqgislation

Detach from payroll

End date |

Reason |

Save

5.  Click the drop down arrow to the right of Payroll and select the appropriate payroll
There are 7 payrolls in use: Assistants, Research and Stipends, Students and Weekly
are used internally and there are 3 used for external units — External monthly (Asst),
External Monthly (Officers) and External weekly.

Attach to payroll

Payrall __

Start date |Assistants

External Maonthly (Asst)
Contract name [External Monthly (Officers)
External Weekly
Legislation [Research & Stipends

Students
Detach from payroll wroelkly

LI

O
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6. Enter the date when this contract is to be attached to payroll

7. Click on the Save button

8.  Once you have saved the record, the payroll number is automatically generated by
Trent. This will be the same number as the personal reference number.
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11 Adding Permanent Elements

11.1 What are elements?

Elements are part of someone’s pay and can include additional allowances or deductions. The
term permanent just means that it is received/ deducted on a regular basis.

11.1.1 Frequency

Allowances can vary in frequency, i.e. an allowance may be paid every month, every quarter or
even annually. However, the user will not need to worry about this as each individual element’s
frequency will be specified when the system is configured and hence the correct payment will be
made automatically.

Trent provides the option to enter ‘end dates’ for allowances to ensure that payment is
automatically stopped at a particular point in time. As all allowances are date effective there is also
the added benefit that any back pay will automatically be calculated and paid during the payrun
following the entry of the allowance.

11.1.2 Attributing an element to an employee

The element Basic Pay will be attached to the post and details will then be inherited down to the
post holder.

Sometimes a specific position will attract certain additional payments, (contractual elements).. E.g.
Early Morning Supplement, Head of Department; and will be attached by the East Room

Elements specific to the individual will be attached on an individual basis by the Payroll Team after
the employee has been attached to the payroll.

Permanent elements set up for a new starter by the East Room will be reviewed as part of the
Payroll process chain.
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11.2 Attaching elements

All elements to be attributed to an employee are attached using the same form ‘New-Elements
details’.

Navigate: Organisation Structure > People (find employee) > Payroll > Elements >
New — Element Details

1. In order to change an employee’s permanent payment elements, you need to click the
Elements option in the Payroll menu and choose either:

e New — Element Details to add new elements
[Zl Elements

@ Cost code

= El
2= Mewr - Elernent detail
= Elernent account details
= Inheritance chart
= Histary

|2 Process chaining

e Element Details to view and/or amend existing elements
|=D Elements

= Elerment detail

= Elerment account details
= Inheritance chart
= Histary

|l Process chaining

2. Select the position from the Level drop down box (not the contract). As a general rule,
if the element is an allowance it will be attached at position level, whereas if it is a
deduction it will be attached at contract level.

Level

Start date |

Erd date
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Element details : Training Co-Crdinator (NP

Mame: Misz Jenny M Bosten Job title: Clerk
Social security humber: We2S5264 Pay ref: 10100525 Pers ref: 10100525

Level |Clerk |
Start date |01/03/2007 M
Erd date | i
Element |TG |Trainir‘u;| Co-Ordinator (NP | @)

Elerment type Payrment
Cash [450

Payment table [ rate code | ﬂl

Mernbership reference |

Save

3. For new elements, enter a start date. If the element is to be paid for a set period of
time enter an end date.

4.  Select the element from the drop down box on the Element field. (NP stands for non-
pensionable). For existing elements enter the end date or change required.

5.  For a cash based element enter the annual cash amount of the allowance in pounds
and pence.

6. Click the Save button.
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The content of the element details form changes depending on the type of element selected. There
are different types of input methods for elements:

No details specified An example of this is the basic pay element (which is an
inheritable element) where the full calculation is dealt with by
the system so you simply need to attach the element and do

nothing else
Rate and payment tables
Cash based The majority of elements expect a cash amount to be inputted
Units based However, some such as additional hours, overtime etc expect

units of entry (a unit can be an hour, mile, day etc). Where the
element is set to expect units the form will change accordingly.
These are normally treated as temporary elements.

A full list of elements and their input method are included in the payroll course.
Some of the common elements include:

Basic Pay Training Co-ordinator Student loans
First Aid Trade Union subscriptions Clinical Payments
Loans-personnel Pension contributions Studentships
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11.3 Element Costing
The element will be costed to the employees ‘home’ cost centre(s) as default.

If the element is to be to a different cost code than basic pay this needs to be actioned through
People > Payroll > Elements

1. With the University of Cambridge selected, click on Organisation explorer.
2. Enter the correct effective date

3. Select People and search for the required person

4. Select the Payroll menu

5. Select Elements

1=l Payroll
@ Pay histary
Bank accounts

q
@ Temporary elements

@ Element opering balances
@ :ittach to payral

@ Payment methads

".-EMI_D['E'EFS"‘"-* .

6. The existing elements for the person will be displayed. Select the element that requires
the costing to be changed.

11 Basic Pay 08/03/2007

% Training Co-Ordinator (Ne)j4s0.00] | [oy/ozge007

4

Expand/Collapse folders i

[=0 Elements
@ Cost code
= Elernent detail
A Mew - Elernent detail
= Elernent account details
= Inheritance chart
=7 Histary Q

|2 Process chaining
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7.  Select Cost Code, and New — Cost code details (ele for contract)

|l Cost code

& New - Costirode details (ele for contract)
(2l Process chafch-:)ng

8. Select the Rule (there’s only one, UC1) from the drop down box
Cost code details: Mewr
Credit/Debit |Debit =]
Fule |UC1 ;I
Length 24

Cost code |

Percent |

Walue |

Appartion costs | @

Overtide [

Save

9. Fill in the Cost code for the element
10. Percent should be set to 100

11. Value is left blank in most cases.
This can be used if you wish to cost a set amount of a payment elsewhere (i.e.
employee gets £500 allowance and £200 of it is funded by another dept regardless of
whether the £500 changes)

12. Apportion costs is not used, leave this field blank

13. Override should be ticked as this then ensures that any additional values entered
against this element are costed to the same place (i.e. backpay)

14. Click the Save button.
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12 Inheritance

Throughout Trent you will see references to ‘inherited values’. Inheritance is used to allow
information to be applied to many levels of the organisation without having to enter it at every
individual level and can save a lot of time as repetitive actions can be eliminated.

For example by setting annual weeks worked at 52.25 at the highest level all units, posts and
positions within it will inherit this number of weeks.

The basic rule is that values attached to the organisation structure are used in payments and
calculations for a person unless they are overridden at position level.

There are a number of items that can be inherited through Trent, including:

e Addresses, Contacts and Location
e Terms and Conditions

e Grades

e Patterns (e.g. working patterns)

e Hours

e Payroll elements

e Payment details

12.1 How does inheritance work?

At any point in the structure, Organisation, Unit, Post or Position, the user can attach attributes to
be inherited. These may for example be grades, elements, locations, addresses or terms and
conditions.

These attributes are then inherited down to each unit, post or position below the point at which they
are attached.

12.1.1 Inherited items

Inheritance items are accessed through the relevant details form (Unit Post or Position). The fact

that an item is inherited can be seen by the presence of an inheritance icon I next to the item.
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12.1.2 Overrides

If the inheritance is not valid or appropriate, the attribute can be removed or replaced by another

value. If itis replaced, then on that page there will be a not-inherited icon ! next to the item.
Where inherited items are overridden, it is very important to be aware of the impact this has on the
rest of the organisation structure and more importantly the information that is attached to it. When
inheritance is overridden at a point in the structure, any items below that point in the structure will
then inherit the new value.

12.1.3 Viewing Inheritance Charts

To see what is inherited and/or to change the inheritance back to the original value, open the
inheritance chart form. Inheritance chart option is found on the menus for Position, Post,
Organisation and Unit. The image below shows the menu for Position with the inheritance item
working weeks selected.

Inheritance chart: Administrative Officer Grade [l [varking Weeks]

=y Persannel Division

Group |Yorking YWeeks ~| Inherited = (Repotting unity
from Administrative Officer
ltem IM:“ level o ﬁerade Il {Position in
structure)
Level Working Weeks
0 @ ' 0
sl &8 Council & General Board b¥4 52.250000

Council

Unified Administrative Service

48 Personnel Divisian

| é Acadermnic Related Posts |

| ﬁ Administrators |

| ﬁ Administrative Officer Grade || | ¥ 52250000
-

Administrative Officer Grade |l A2.2450000

The Level column shows the route of Inheritance down through the organisation structure.

The rows of information relate to the level within the organisation under the respective column.
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The other column, in this example working weeks show the inheritance details for the selected
group.

At the top level, the unit Council and General Board have 52.25 working weeks and this is inherited
down through the structure so that all units, positions, posts and people who work under Council
and General Board will share the same value for working weeks (unless other wise changed)

Each inheritable item is shown with a symbol to show whether the value has been inherited or has
been overridden. The inheritance icons that can be displayed on the chart are as follows:

Icon Description

jq This icon appears at the top of the inheritance list. It inherits no details from above but does
- pass its own inheritance items downwards onto the next level.

'[ Inherit.
- The icon shows that the details will be inherited from the level above.

'){ Override.
: This icon indicates that the level has had an inheritance override applied to it.

There is a tick box in the penultimate level under Working weeks details. This enables you to
break inheritance at this point and in so doing stop an item being inherited further down.

If it is ticked the final level will inherit the details from this level. Ifitis not ticked then the
inheritance is broken at this point.

Inheritance chart: CHRIS Project Administrator [Contracted Hours)

Inestablished
- ﬁ Administrative Officer

Group |Cnntracted Hours =] ;?:r'::itﬂﬂ Grade Il (Pasition in
term |~:AII:~ j h— structure) .
o B F'ersnnr_wel Dlw_|5||:|n
(Reporing unify
Lewvel Contracted Hours
ﬁ, LIniversity of Cambridge )Q
Council & General Board -[
SB  Council -[
S8 Unified Administrative Service -[
<8 Personnel Division ‘[ |
# CHRIS Project Administrator )ﬂ 28.8

In this example contracted hours are overridden as this administrator works a 4 day week.
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