CHRIS — Introduction Guide

1 Introduction

The software system that holds and maintains employment and payroll information for staff at the
University of Cambridge is called iTrent. The project to bring about changes regarding access to
this information is called Cambridge Human Resources Information System (CHRIS).

This guide provides information to help you learn about navigating your way through the iTrent
Human Resources Management and Payroll system.

1.1 The Login screen

Locate the iTrent icon on your desktop.

When you click on the shortcut, the page shown below will be displayed

| Address I@ hittp: e chiris, cam, ac, ukj cam-only j &

58 UNIVERSITYOF 800 YEA RS Search Q)
¥ CAMBRIDGE 120 9 ~20009 Contactus | A-Z | Email & phone search

University of Cambridge * University Offices * Hurman Resources Division

CHRIS

Login {managers and administrators) Helpdesk

Select the “Login (managers and administrators)” link, and then click on” log in”
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@ If you are a registered CHREIS user, please log in.

The Raven Login screen will be displayed, as shown below. Enter your user name and password
(this is case sensitive) and press Enter or click on the ‘Submit’ Button.

Raven Authentication Service

University of Cambridge = Computing Service = Raven

The web resource you requested requires you to identify yourself [help]. This resource calls itself ‘Trent (hr_live)' and
is provided by the website chris.cam.ac . uk. You should only proceed if you are happy to be identified to this site.

RAVEN Useridt[
Passwiord: |—

" averride lagin options far this session?

Cancel |

(help]

Always guit your web browser when you have finished accessing services that require authentication. Do not disclose your Raven passwaord
to anyone and only enter it on web pages with URLs that start https: ~~raven. can.ac. uk~. Please report attempts to abtain your

password by other means.

U cs The Raven web authentication system is provided and managed by the University Computing Service.
2007 University of Cambridge Cormputing Service

A progress message will be displayed as your data is retrieved:

38% Loaded
-
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1.2 TheiTrent Home page

When you first logon to iTrent the Home Page will be displayed:

Rebecca L Tassell ats E E E .
1/2009 23/01,/2009 I'HE.

n Organisation: University of Cambridge
Find iTrent pages ]

Organisation

Bookmarks

Links

Out of office  (0)
To do list {0)
Processes {0)
Messages

User settings

Hide Home page

Expand/Collapse folders

|5 Drganisation structure
People
I Positions
IPosts
~lUnits

[_|My area

|| Process chaining

You can return to the Home page at any time by clicking on the Home icon :]* at the start of
the navigation trail.

I : !Drganisatiun: University of Cambridge I

Or

Click the Home page icon which is displayed at the top right of iTrent pages. For example:

UDFs g5 Attachments &1 Mates Find iTrent pages B
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The Home page is made up of two areas: the folders list and the detail area

EESKIERE University of

Cambridge
¥ CHRIS
Out of office (0} fraining manuals

¥ Human
Resources
Diivisian

) The Reparter
L Ermail the
CHRIS helpdesk
Trent Links

Ed Individual
Fayslip

To do list {0}
Processes {0}
Messages

User settings

Hidle Home page

The list of folders and the order that they are presented are controlled by the pages; Link Section,
Bookmark folder and Bookmark details which are described later.

iTrent will always have sections for the To do list, Out of Office, Processes, Messages and User
Settings.

You can create your own sections as required which can be configured to hold one of more folders
into which you can place iTrent actions, External web site addresses or Email addresses. For
example you may create Bookmarks of iTrent pages and have these held in folders.
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The Home page folder list will also display how many items are requiring your attention. For
example:

Bookmarks

Links

Out of office (1)

To do list (0}
Processes (1)
Messages

User settings

This example shows that there is 1 person Out of Office today and 1 Process that has been
performed.
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1.2.1 Out of Office

This section will list all the people from your reportees (those who have you set up as their
reporting manager) who have been identified to iTrent as being out of office. The default is set to
Today.

Bookmarks o Im

Links "' Period fram: |26/09/2008 to; |26/09/2008
xﬁGD

; Friday 26 September 2008
To do list (0}

— (u} _

Messages

Out of office {1}

User sektings

Hide Home page

People are identified as being out of office by having an Absence recorded in iTrent. Absences are
displayed in day of the week order and are colour coded to indicate the type of absence. Each
absence lists the name of the person, their position ands the type of absence.

You can modify the display using the controls at the top of the page. The drop down list enables
you to select Today, Tomorrow, This week and Next week. Alternatively you can select to display
a specific date range using the Period form and to date fields. If you change the selection you

should then click the refresh icon @ co to have the data displayed.

Each row displayed is also a hyperlink and when clicked will display the Absence calendar,
containing the people in the same unit as the person selected.
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1.2.2 Default User Preferences

This page displays user preference settings, some are set as defaults and some can be changed

as personal settings.

Bookmarks

Links

Out of office (1)
To do list {0}
Processes ({1}]
Messages

User settings

Hide Haome page

Default user preferences
Defaults
Effective date prompt W

Ferson search field |Surname

Use favourites [

Mumber of favourites to
S

Mumber of levels for out of
i

Automatically select default v
action

Font family |Aria|

Font size: (Drag slider) f

The quick brown fox jumps over the lazy

Effective Date Prompt

When ticked you will be prompted every time an effective date is
required. Itis strongly advised that this setting is ticked.

Person search field

Specifies which item is to be used as the default for people
searches.

Use favourites

The default setting is not to use favourites. Menu options for
departmental access are restricted to only those of relevance at
departmental level. When ticked this option will show the most
recently used navigation items rather than the complete list.

Number of favourites to display

Sets the maximum number of your favourites to display.

Font Family

Sets the font to be used.

Font size

Sets the font size

Mandatory Field colour

Sets the mandatory field colour

Show tooltip in searches

Allows summary data to be displayed when the cursor is moved
over the search results
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1.2.3 Bookmarks

iTrent pages may be bookmarked by clicking the Bookmark icon that is displayed at the top of
each page.

B UDFs

S attachments B Notee [ #h D

Find iTrent pages

This facility is restricted to pages that you can access via the navigation. The Advanced search
page, for example is not available to be bookmarked as it is not a navigation item.

When you click the Bookmark icon the Add link page is displayed which allows you to define the
bookmark.

You can bookmark iTrent actions, external web pages and email addresses.

Currently this option is only available to users with update access.
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1.3 The iTrent Screen

The iTrent screen is divided into several different areas. These are described in detail in the
following pages.

Object Pane

Navigation Trail Control Bar Display Header

EE M, =

Find iTrent pages 1]

QOrganisation

_—] Drganisation structure

I People

| Positions

| Posts
IUnits

| My area

[~ Process chaining

Action Pane Display Pane
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The Control Bar

Effective date

ISR 2. oo 10/ 5000
Item Action Keyboard Shortcut | Information
User Name The username you have logged on with
Today Today’s Date

Effective date Effective Alt + E Many of the processing tasks within iTrent
Date require an effective date to be logged.
This field allows the user to set the
required date before adding or changing a
record. In addition it will allow the user to
view details ‘as at’ the date set in the field.

New View Alt +N + Enter When this is clicked a new view is created.
The tabs to access the views are displayed
at the bottom right of the screen.

i

Full View When this is clicked the Navigation Pane is
toggled between being removed or
displayed and the Display Pane is
expanded to the full screen.

o]

@ Help Alt + H When this is clicked you will be presented
(Enter) with the online help.
Log Off When this is clicked you will log off from

iTrent. (Note this icon does not appear for
users accessing iTrent via Firefox. Firefox
users will need to logout by closing the
browser window / tab, not by clicking the
icon)
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1.3.1 Navigation Trail

I r )Drganisatiun: University of Cambridge l

This bar shows how you navigated to the current location. Each new level creates a new entry in
this list. As you make selections in the various panes, the navigation trail will update to indicate the
selections you have made. The trail is made up of individual items, each item is split into a header
(bold text) and contents (normal text).

E Organisation: University of Cambridge ]
a l’ﬂrganisatiun: Iniversity of Cambridge ! People I

I )Drganisatiun: University of Cambridge ) People: Erown, Amber l

a ) Organisation: University of Cambridge ) People: Erown, Amber )Addresses: Home ]

1.3.2 Object Pane

Qi Search @ Smark groups Advanced [;1 D

|Surname =| & Results 100 People
Select all Save khis group
Marme Linit Jab title=

‘ fbbatt, Pauline Departrnent of Training

,5 Alexander, Leonard Departrent of Training Senior F
.‘5_3) Andrews, Jeremy Department of Training Matie i
('3 Bovyer, Bruce Departrnent of Training anr Chie
.5 Brown, Amber Departrent of Training Junior =

(‘] Brown, Donald Departrment of Training Reseiij
4 »

This area displays the objects upon which your actions will be performed. It is also used to hold
search results. The actual content of the object pane will depend on previous selections you have
made.

You can sort the displayed information of any table by clicking on the required heading.
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1.3.3 Action Pane

/5 personal information
_ Addresses
_ I Contacts
_JEmergency contacts
_ | Passparts
_ | Probationary periods
I Residency permits
I Misas
_ I Work per mits
{= Address history
Key date details
Personal details

010 .0

| Profile

| Employment

[ Absence

[ | User defined forms

| Process chaining

This area shows you the navigation options that are available to you. These will vary depending
upon the current object that is selected and the configuration of your user profile.

N Items that have a Sub Folder icon next to them indicate that you will be given further
navigation options relating to this level when you click the item.

= Items that have a page icon next to them indicate that you will go straight to the relevant
page when you click the item.

> Items that have a page with a yellow pencil icon next to them indicate that you will go to the
relevant page and be able to enter new information when you click the item.

= Items that have a folder next to them indicate that a group of items and or pages have been
grouped together into a folder. The folder is opened when you click on the item, additional
items are then displayed.
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1.3.4 Display Pane

Personal details; Mr Eric B Dewhurst J

Surname |Dewhurst

Forename |Er1c

Farename 2 |E-rian

Forenarme 3 |

Title [par |

Preferred name |Eri|: |

Sex IMa le j

Prewious surnarme | |

Honours | |

Personal ref. 20000013
Start date [19/06/1989 | &

Warkflow group IDEF.&ULT j

_ _

This area shows you the details for the selected task. This area will usually display a page where
you can display amend or delete data. (Depending on your user profile)

Departmental profiles are currently read only. You cannot update this information.
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1.3.5 Display Header

The contents of the display header will vary depending on the current contents of the display pane.
The possible buttons are:

E Sends the page from the Display Pane and the Objects Pane to the selected printer.

iﬂ Atkachrents

Lists details of any attachments to the page selected in the display pane.

Displays the contents of the notes page associated with the display page.

Displays user defined fields associated with the display page.

These buttons appear coloured when information has been entered

1.3.6 Views

If you click the New View icon, iTrent will create a view for the task you have performed. A
view is made up of the navigation trail, object pane and display pane as they were at the time you
clicked the new view icon in the control pane.

The tabs to access the views are shown at the bottom right of the Display Pane.
You can create up to 6 views.

This feature will help you perform repetitive tasks that use several action pages or to hold parallel
information that you may need to refer to.

Click to the right of the tab to close the view.
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1.4 Screen Time out

If there is a period of 1 hour inactivity whilst using iTrent then when you next attempt to access

data the following message will be displayed.

Microsoft Internet Explorer k 5'

L] E Due to an extended period of inackivity, wour session has timed out and been logged off,
L

@ Please note that any unsaved data will be lost.

1.5 Resizing Areas

You can resize the areas of iTrent by moving the cursor to a dividing edge and letting the cursor
change into a double arrow. Hold the cursor down and adjust accordingly.

O Search ®Smart groups Advanced &= D

Fesults

dewhurst | Surnarme j |2

People
Select all Save this group

MHame

/=l personal information

Fan ‘““"'] %MQSEE--\ F LS. e Boommeen gt Bt

Vertical adjustments will show this cursor:

Horizontal adjustments will show this cursor: E_'

il et

O Search ®Smart groups  Advanced = D

Fesults

dewhurst | Surname =] =2

People
Select all Save this group

Job title

MHame

Expand/Collapse
/=l personal information
Tl ﬁ«ddreas_n_as_

v Ny R,
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Help and Documentation

1.5.1 Activating Help

On-line help is provided within iTrent. To access help click the help button on the iTrent
control bar. iTrent Help cannot be accessed by pressing the F1 key as this will initiate the on-line
help for the Internet Explorer Browser.

When you click the Help button the width of the iTrent screen will be reduced from the right and the
iTrent on-line help will be started in a separate window next to the iTrent application. If required
you can resize or reposition either the iTrent screen or the Help screen as required. When you
close the on-line help, the iTrent screen will resize itself back to its original settings.

1.5.2 Controlling Help

The following buttons are available on the help toolbar.

Button Action
WL Displays the iTrent Help contents navigation tree in the navigation pane.
ER Displays the iTrent Help Index and search input field in the navigation pane.
Q, Opens the iTrent Help search keyword input field in the navigation pane.

Opens the iTrent Help glossary topic list in a new external window.
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