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1 Introduction

The University of Cambridge has identified the need to replace its software systems in its Human
Resources (SECQUS) and Payroll functions. The project to bring about this change is called
Cambridge Human Resources Information System (CHRIS) and the new software system that will
be introduced as a replacement is called Trent.

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

1.1 The Login screen

Locate the Trent icon on your desktop. When you click on the shortcut, 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.

| help |
I UNIVERSITY OF
' CAMBRIDGE 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 User-id: |—
- FPassword: |—

7 override login options for this session?

Cancel |

[help]

Always qguit 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 Computing Service

A progress message will be
displayed as your data is
retrieved: F =3

38% Loaded
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1.2  Trent Today

When you first logon to Trent or if you click the Home icon Ez the Trent Today page will be
displayed.

#  Drganisation | Pensioners

Orgarisation I
Trent Toda !
52 University of Cambridge _~_ Y \
Peaple out of office ¥ | Message board & | My background )
processes
None. Message of the day None
This is the
UAT2C
Show Favourites  Expand/Collapse folders @ InStaI‘ICE
(=] Organisation structure

gﬁhorgamsat\on explorer

@ Pecple
(4} Management information
(] Process chaining
The Trent Today page will display the following information:

People out of office -Z_;}_ZI Message board i_-z?*_ﬁl My background processes iﬁ:ﬁl
This column will list all of This column will display any This column will display any
the people who report to System Alert or Message of background processes that
you who have been the day that is current have been completed in the
identified to Trent as being last 24 hours.

out of office.

Background processes are
People are identified as run for Reports, Payroll
being out of office by calculations etc.

having an Absence
recorded in Trent or by
being scheduled on a
Training event.

. i . . . .
Each column has a refresh icon ™= which when clicked will attempt to refresh the column with any

new information that may be available.
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1.3 The Trent Screen

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

Navigation Tray Object Pane Control Bar %splay Header

User name: NW123 _
~ Today: Wed 14/03/25\ 14/03,/2007 B B |& 2

f0 + }G. ion explorer

(&) print this form \ (&) Search

Organisat] o ®a ¥ B
e e ik here £ refresh this page
= Eﬁ P-Pensioners
B2 University of Cambridge i &5 Pensioners -
& = pensioners -

& = Pensioners -
& = pensioners -
= ¢ Pensioners -
[ Y EAST, C. M. A,
[ EASTALIGH, M. 5.
[ 4 EASTON, E,
[ EATOR, M.
[ 4 EDGAR, D1, A,

mo A m e

]

Show favourites  Expand]Collapse folders

[ wf EDGAR, L. R, -
e ¥ # EDGLEY, L R,
. People = [ wf EDWARDS, B.
[ i EDWARDS, . C,
[ 4 EDWARDS, D, J.
[ 4 EDWARDS, 15, J.
[ 3 EDWARDS, J. R.
[t EDWARDS, M.
[ wf EDWARDS, P. T.
¥ #f ELBORN, D.
# f ELLIOTT, K. E.
o ELLTS, E.
[ # ELLIS, LE.
[ 4 ELLUM, 1. R.

[ # ELLWQOD, 1. M,

5 ELSDON, 1. .
 my ELSE, A, =

|organisation e [Personal detai. . [Mew - Persondl,..

__]l:lrgamsatlun structure

() Management information

() Process chaining

Action Pane Display Pane
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c@is

1.3.1 The Control Bar

User name: Hazel Turton
Today: Mon 25/09,/2006

25/09/20006

@ (¥ (2] €

Item

Action

Keyboard Shortcut

Information

User Name

The username you have logged on with

Today

Today’s Date

101/08/2006

| Effective

Date

Alt + E

Many of the processing tasks within Trent
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.

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.

To do list

Alt + T + Enter

When this is clicked you can see any
workflow tasks that have been sent to you
to carry out. A new panel opens up to the
left of the navigation area.

!

My settings

Alt + M + Enter

When this is clicked you can personalise
some of the display formats including the
font size that Trent is using.

Help

Alt + H
(Enter)

When this is clicked you will be presented
with the online help.

Log Off

When this is clicked you will log off from
Trent. (Note this icon does not appear for
users accessing Trent via Firefox. Firefox
users will need to logout by closing the
browser window / tab, not by clicking the
icon.)

Copyright © 2007 University of Cambridge
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1.3.2 Navigation Trail

o Soraamisation: Ferseves

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).

#  Organisation : Pensioners |

| ﬂ> Organisation : Pensiuners)liéﬁﬁlé-ﬁ

| # > Organisation : Perisioners ) People : ABBOTT, C |

| ﬁ> Organisation : Pensioners )-Pédﬁlé-:-.ﬁ.BE@T-T-} & > Personal details

1.3.3 Object Pane

#  Organisation : Pensioners > People: Abbatt, Alexandra

& Search " Smart groups Advanced
| | Surname | 'f_"‘-'_’QResuIts 10 People

Celect Al Save this group

Marne Linit Job title Sex  Date of birth Social security no, | Per
’! Abbott, Alexandra ensiohers |WOOLEY, 1. Fernale|19,/02/1938 [ZRTYE75745E ¥
iﬂ Abbott, Kate P-Pensioners SQUIRES, M. 1. Femnale |02/06,/1935 ZLEQ319954E oS
& Abbott, Lovise P-Pensioners JEMKINS, D M, Female 25/05/1922 LWMTE77215T (K23
d Abbott, Michelle  |P-Pensioners OYE, 1. Fermnale 25041943 |ZABMESE466R x12
;2 Abbott, Mathalie  |P-Pensiohers JOMES, T. Z. Fernale 22/04/1945 'WMKCE18848  (X2S
d Abbott, Pauline  |P-Pensioners PETTIT, M. P, Female 09/11/1920 LRIN3420230L b=
3 Abbott, Philis P-Pensioners | GRAY, A&, Fernale |03,/07/1936 £MCC158123Y X33

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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1.3.4 Action Pane

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.

Show Favourites  Expand/Collapse Folders ‘3.

|l Personal information
@ Addresses
@ Social security
@ Erergency conkacks
@ Next of kin
@ Frevious emplovments
@ Remuneration
@ Erployment history

57 Address hiskary
=7 Position salary change hiskory
A New - Personal details

(&0 Employment

| Payroll

|0 UK legislation

[Z] user defined forms

[} Process chaining

® ltems that have a blue globe 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 diamond 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.
Ra 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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1.3.5 Display Pane

_ Mame: Professor Alexandra L Abbott Job title: WOOLEY, 1.
f‘igrbe;ti details: Professor Alexandra Social security number: ZRTYE75745E Pay ref: 9428500
Pers ref: ¥9423309

Address type |H|:|r|'|e,r Persanal ;l

Maling address [

HoLse Marme |32'§I, Chesterton Road

Murnber [Strest |

Local &rea |

POSTTOWH |

COUNTRY [Fririton

POSTCODE IFR4 315 ‘5\
Courtry IUnited Kingdom ;l
Start date 06/02/1992
End date
Save . Delete .
P e e IS e e “LA\.. s T T Rt e PR USSR TEE

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.

1.3.6 Display Header

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

&) Print this form Sends the page from the display pane to the selected printer.

(&) Farm histary Displays the form history details page.

(@) attachments Lists details of any attachments to the page selected in the display pane.
B Motes Displays the contents of the notes page associated with the display page.
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@bl UDFs Displays user defined fields associated with the display page.

These buttons appear coloured where information has been entered

1.3.7 Views

If you click the New View icol Trent 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.

1.4 Screen Time out

If there is a period of 20 minutes inactivity whilst using Trent then when you next attempt to access
data the following message will be displayed.

Microsoft Internet Explorer % ﬂ

L] "_n.‘ Due ko an extended period of inackivity, wour session has timed out and been logged aff.
[

@ Please note that any unsaved data will be lost.
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1.5 Resizing Areas

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

& Search ¢ Smart groups Advanced

& Search ¢ Smart groups

Advanced

Sex | Date of birth Sodial

IMale| 10/12/1915

[

v Wi , P-Pensioners [ESHELB'Y, M.
& wikinson, Frank

P-Pensioners ALLSOP, &, W,

Male 23/05/1941 ZAMC
3 Wilkinson, Fred P-Pensioners FORD, D. M, Male 11/07/1937 Z5IU3
{g Wilkinson, Ivan P-Pensioners TURKENTINE, R. Male 07/01/1934 ZAZY.
& Wilkinsan, Malcolm P-Pensianers HUNT, P M. Male 18/12/1931 HAYE
& Wikinsan, Roderick P-Pensioners BALL, 5. Male 12/12{/1926 AAGA
& Wikinsan, Shaun  P-Pensioners BOND, C. E. Male 19/12/1943 YBCH

& wikinson, Toby  P-Pensioners 12RWIS, M. E.  Male 01f08/1542

‘ »
Expand/Collapse folders t =N
IED Personal information

@ 2ddresses

® Contacts

@ Social security

@ Unians

@ Emergency contacts

@ Next of kin
_,..,M,.-.o\.\_qmpl,‘,“_..__ e bl L il i, —

Vertical adjustments will show this cursor:

Horizontal adjustments will show this cursor: "I

A e —
[wilkinson |5urname =] (%)Resuits 2 Peaple [wilkinsan |surname | (X)Results 8 People
Select al Save this group Select Al Save this group
Mame Unit Job title Mame Unit Job title

or, Carl

8 0 P-Persi SHELEY, M.
& wilkinson, Frark

P-Pensioners ALLSOP, A, W,
a Wilkinson, Fred P-Pensioners FORD, D, M,
& Wikinson, Tvan P-Pensioners TURKENTIME, R.
a Wilkinson, Malcolm | P-Pensioners HUNT, P. K.

a Wilkinson, Roderick P-Pensioners BALL, 5. C.

{2 Wikinson, Shaun  P-Pensioners BOMND, C. E.

& wikinson, Toby —|P-Pensioners | JARVIS, M, E,

1

Sex  Date of birth Social

Male 23/02/1941
Male 11/07/1927
Male 07/01/1934
Male 18/12/1931
Male | 12/12/1925
Male 19/12/1943
Male 01/06/1942

Expand/Collapse folders

IE0 Personal information
@ idoresses
® Contacts
@ Social security
@ Unions
@ Emergency contacts
@ Mext of kin

&4,

- n il ol sttt B oWy g
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1.6 To do List

The To do List is displayed when you click on the icon or press Alt + T followed by enter.
Im Close X Currently you will be informed that no tasks are found.
[Hgh =] @ We will be making greater use of this function later in the project.

Mo tasks found.
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c@is

1.7

My Settings

You may set some of the Trent defaults that you prefer to use by selecting this button L& or
pressing Alt + M followed by Enter.

Defaults

Date effeckive field
prampk

Person search Field

v

Surnarme
People identity kags

Photo in identity
Lags

Ilze Favaurites

Mumber of
fawourites ko display

Mo, of levels For ook
af office

Aukomatically select
default action

Font Family

i NS

I Tahoma -]

Font size: (Drag slider)

The quick, brown Fox
jumps over the lazy dog.

Mandatory Field colour

L

e

<

Sl E 1o

1

@

el

S e e — e

Workflow

Search For new
Lasks every
(seconds)

Makify of new tasks
at logon

Makify as new tasks
arrive

Mumber of days
shawing completed
kasks

People manager
reparting levels

Save

e

7|

CUBI

Wl
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My Settings — | If you tick this box then every time an effective date is required, Trent will prompt
Date effective | you for one. If this box is not checked then you can enter a date in the Effective
Field prompt Date field at the top of the screen which will be used until you change it.

It is strongly advised that you tick this box.
My Settings — | This field provides the default search option field. It is still possible to search by

Person search
field

criteria other than the default by clicking the drop down arrow.

ﬁ> Organisation : F'ensiu:uners‘}PEDplE _

{* Search { Smart groups

| SUFnArme I Q;f'
: Farenarne =
Mame Unit Job 1ah Fitle security no,  Per
Crganisation unik
Payroll

Payroll reference
Personal reference
Pos occ reference
Previous surname
Sacial Security nurber
Skaff identifier

SUFNAME

My Settings — | If you tick this box when detail records are displayed they will also include a ‘tag’
People of information that identifies the employee. This may include: Name, Personal
Identity Tags | reference, N.I. number, job title etc. For example:
- Namie: Ms C W ABBOTT Job title: ABEOTT, C, W,

P uidl et bbbl Social security number: VK299361C Pay ref: 20038549 Pers ref: 2003354
My Settings — | Enables favourite pages to be displayed.
Use
Favourites This will show the most recently used navigation items rather than the complete

list. The number of items shown will depend on the next option — number of
favourites to display.

. Show all options ]
=7 Personal details
| @ addresses
@ Fositions
| Mew - Personal details
@ Fav history

»
L

bt
W

Click on the double arrows underneath the list of favourites to show the

complete list

Copyright © 2007 University of Cambridge
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c@is

My Settings — | Sets the maximum number of your favourite Trent pages to display

Number of

favourites to

display

My Settings — | Sets the number of levels of People out of office that will be displayed on the
Number of initial Trent Today page. A setting of 1 will display just those who report directly to
levels for out | you. A setting of 2 will display those who report to you and those that report to

of office them and so on. We are not initially making use of this feature.

My Settings — | If you tick this box when you navigate to a page that will display in the Object

Automatically
select default
action

pane a list of details, for example Address details, NI details, if there are no
details to be displayed it will automatically open the New Page to allow you to
create a new item. If the Object pane does have items in the list it will by default
open the top item in the list.

If this option is not ticked then Trent will behave unchanged.

My settings — | Sets the font to be used by Trent; choose from Tahoma, Verdana, Arial, Times or

Font Family Comic Sans MS.

My Settings — | Adjusts the size of the font that Trent will use. Click the pointer and whilst holding

Font Size the mouse key down, move the pointer left or right. The selected font size is
displayed in the box below the pointer.

My Settings — | Allows you to change the colour of all mandatory fields. Click on the circle colour

Mandatory icon.

field colour

My Settings — | These features will be made use of later in the project implementation:

Workflow

Search for If you set this value then at the specified interval Trent will check to see if you

new tasks have any new workflow tasks.

every

(seconds)

Notify of New | If you tick this box any new workflow tasks will be presented to you each time that

Tasks at logon

you logon to Trent.

Notify as new
tasks arrive

If you tick this box any new workflow tasks will be presented to you during your
current session of Trent.

Number of
days showing
completed
tasks

You can set the number of days that any completed tasks should remain in the
display before they are removed.

Copyright © 2007 University of Cambridge
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1.8  Help and Documentation

1.8.1 Activating Help

On-line help is provided within Trent. To access help click the help button ”, on the Trent
control bar. Trent 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 Trent screen will be reduced from the right and the
Trent on-line help will be started in a separate window next to the Trent application. If required you
can resize or reposition either the Trent screen or the Help screen as required. When you close
the on-line help, the Trent screen will resize itself back to its original settings.

1.8.2 Controlling Help

The following buttons are available on the help toolbar.

Button Action
WL Displays the Trent Help contents navigation tree in the navigation pane.
E Displays the Trent Help Index and search input field in the navigation pane.
Q, Opens the Trent Help search keyword input field in the navigation pane.
= Opens the Trent Help glossary topic list in a new external window.
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2 Navigation

# Soraarisation: erseves

The navigation trail shows you where you are in the Trent Navigation. Each new level creates a
new entry in this list.

#  Organisation : Pensioners |

| ﬁ> Organisation : Pensinners}liédﬁ[e-ﬁ

| ﬂ> Organisation : Pensiuners)ljédﬁlé-:-P.BEGI-'I'-T-,'- & -'1

| # > Organisation : Persioners s Peoplet ABEOTT, & Personal details |

This trail shows the way in which information has been grouped and allows you to move between
these groupings.

Each entry is also a link, which enables fast access back up the hierarchy.
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c@is

2.1 Navigation Trail

[ # > Organisation : Persioners » People : sbbatt, Alexandra » Personal details -

The items shown on the navigation trail in black and bold are the navigation items that you have
selected (Organisation, People, Personal details). The items in blue show the current selection
within the navigation item (Pensioners, ABBOTT, Alexandra). You can click on any of the items
shown in the list to revert back to that point and then to select another action or object as
necessary. You can also use the left and right arrow keys on your keyboard to locate an item in
the navigation trail. The selected item will appear with a blue background. If you click on People
(or any of the items in bold black) on the navigation bar, the display will revert back to your original
selection or search results (the items to the right of People will be removed) and you can then
select another employee and an action to perform against the employee:

#  Organisation : Pensioners 2 People Abbott, Alexandra

& Search  Smart groups Advanced

I | Surname | 'fg:'ﬂesults 10 Pecple
Select Al Save this group
Marme Linit 1ok title e Date of birth Social security nio. Per

% abbott, Alexandra nsioners

19021938

WOOLEY, 1. [Female ZRTYE75746E

R Abbott, Kate P-Pensioners SQUIRES, M, 1. Female 02/06/1935 ZLECQ319954E

& Abbatt, Lolise P-Pensioners JEMKING, D, M, Fermale 25/05/1922 LWMTEF7F215T (K22
& Abbatt, Michelle  P-Pensioners OYE, 1. Female 250471943 ZABMSS2466R (K12
& &bbott, Mathalie  P-Pensioners JOMES, T. 2. Female 22/04/1945 'WMXCo15848%  X25
R Abbott, Pauline  |P-Pensioners PETTIT, M. P, |Female |09/11/1930 LRIN3459530L X2
R Abbott, Philis P-Pensioners |GRAY, A, Female 03,/07f1936 ZMCC152123Y x95

Alternatively you can right click, on any of the blue items in the list. This will show you the list of
the current selection made within the navigation item. For example if you right click on the
pensioner's name, ABBOTT, Alexandra, you will be shown a list of all the other people from your
initial search. You can then select another employee from the list and continue processing. In this
example you could click on ABBOTT, Kate the next person in the list and view his/her details.

ﬁ> Organisation ; Pensinners)PeupIE v Abbokk, Alexandra _

i* Search { Smart groups abbott, Alexandra
Abbott, Kate
Iabh':'t Abbott, Lovise
Select all Save this ¢ Abbatt, Michelle
Iab Lkl Abbote, Mathalie
Abbatk, Pauline
Abbatt, Philis
P-Pensioners SQUIRE abbott, Samantha

Mame ¥ Lmik

\WiOICILE

? Abbott, Alexandra [P-Pensionets

& Abbott, Kate
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THR]E

If you right click on any of the black and bold items in the navigation trail for example, Personal
Details, you will see a list of other functions you could perform against the selected employee.
The actual functions available to you are determined by your user profile.

ﬁ> Organisation : Pensin:nners> People : abbatt, ﬂ.lexandra)Persnnal details —

{* Search { Smart groups

)
L?@,‘F{esults 10 Peof

Save this group
Job title Se

WOOLEY, 1.

LInit X Ca
B abbott, Alexandra|P-Pensioners
a abbokt, Kate P-Pensioners | SQUIRES, M. 1. Female |02,
R abbokt, Louise P-Pensioners JEMKING, D, M, Female 25,
& Abbatt, Michelle  P-Pensioners DYE, J. Female 25,

=7 Key date details

@ Probationary periods

@ HESA Personal details
@ Passports

@ Checks

@ UDF Categories (People)
@ Social security

=7 Personal details

@ Next of kin

w
W

If you click on Next of Kin for example, Trent will then display the Next of Kin folder enabling you to

view existing details.
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3 Action Pane

The action pane is used to select an action to be carried out on an object previously selected in the
object pane. The available navigation items will vary, dependent on your previous selections.

If you have enabled Favourites (selected in My Settings) then the top items in the list will also
reflect your previous choices. Previously selected items will appear at the top of the list. To

access items which you have not recently used you may have to click ¥ at the bottom of the list
to reveal all of the available items.

The type of action is illustrated by the icon to the left of the item label as shown below.

Button Action

ez The Folder icon indicates that additional actions can be displayed when you click the
folder. These will be similar actions grouped together under a single folder.

® The Blue globe indicates that there are further items of detail required before a page
can be displayed.

For example, if you click on the Addresses item:

[=l Personal information
@ Addresses
@ Social security
@ Ermergency contacts
@ Next of kin
@ Previous employments
@ Remuneration
@ Ermployment histary
1= Personal details
=1 Kew date details
=1 Address hiskory:
=7 Position salary change hiskory
i Mew - Personal details

Trent will then display the forms available in that category of data, in the Object pane
enabling you to select an existing address or to view address history.

=F The Page icon indicates that the item is a page that is available to you which will be
displayed in the display pane.
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3.1 Searching the navigation items

To help you locate the required menu option or form within the Action Pane there is a search
facility. This is enabled by clicking the search icon in the Action Pane Header

ExpandiCollapse Folders *51

|Zl Organisation structure
Organisation explorer
@ Feople

| Management information

|} Process chaining

Enter the action you require (in this example work permits) and click the search icon or press enter

Find navigation option:

Wexk of Kin ':‘9-;'? Results 5 Recards

Mavigation options

@ COroanisation structure - People - = Next of kin
A Organisation structure - People - = Mext of kin -= New - Next of kin details

¥=7  Organisakion structure -= People - > Mext of kin -= Next of kin details

Click on the navigation route you wish to follow

Find navigation option:

! ':_’s Results 3 Records

Mavigation options

@ COrganisation struckure - People - = Nest of kin

W Crganisation structure -= People - = Mext of kin -= New - Next of kin details

= Qroanisakion skruckure -3 People - = Mext of kin -= Next of kin details
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Trent will then automatically lead you through the steps to locate this item by highlighting each
selection you need to make with a red ring

Expand)iCollapse folders

|=D Organisation structure
= ation explarer

@ FPeople

iement information

[#) Process chaining

Click on the red ringed menu option and Trent will guide you to the next step

v c- = crpart groups
oy
Surname =)

Mame Unit Job title) Sex| Date of birth Social security no, Personal ref, Les

Complete the next step (in this example entering a surname)
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Trent will navigate to the next step, again red ringing the item in order for you to locate and select it

' Expand/Collapse folders

|=l Personal information
@ oddresses
@ cocial security

g ntacts

(5 rext of kin 2
mRloyments

@ Rermuneration
@ Erployment histary
i Personal details
iF Kew date details
i Address history
7 Position salary change hiskorsy
A Mew - Personal details
| () Employment
[
(2] Payroll
{|&D) UK legislation
iiﬂ User defined forms

(&) Process chaining

Navigating through the menus can also be made a simplified process by making use of ‘Screen
Chaining’. This is a process that allows a user to progress through a pre-defined sequence of
menus and pages to input data — for example personal details, address details, social security
details for a new starter. Process chains are a new facility and make use of workflow functionality
which will be utilised at a later phase of the CHRIS project.
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4 Display Pane

The Display pane is where you will see most of the displayed results and perform changes to the
data.

4.1 Basic Page details

The Personal Details page, shown below, shows some of the features available.

- Mame: Professor Alexandra L abbott Job title: wWOOLEY, 1
Efgﬁfamf; fﬁf}f}'j';;ctp“:'fe'-*'-*”r Social security number: ZRTYS75746E Pay ref: ¥0420800
Pers ref: ¥9423209

Surname jabbott

Forename Iﬁllexandra

Forename 2 |Linda

Farename 3 |

Title |Professor =l

Preferred name |

Sex |Fernale =l

Prewious sLrnarme |

Honours |
Personal ref, 94228809
Start date |08/02/1008 ]

Workflow group | DEFALLT i

Save ! Delete !

Iy S AR Ep—— ]
=

" -

‘-_m“\_\. pamiml el s
- o,

The display pane is used to display the results of your selections. Depending on your selections
and your security profile you may also be able to update the displayed information.
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4.1.1 Standard Field Types

There are a number of different types of field used to display data throughout Trent:

Display Method

Usage

I check box (checked)

I check box (not checked)

A check box is used to denote a condition which can
only be true or false. When the box is checked the
condition is true.

When the box is not checked the condition is false

| Text box (non mandatory)

Text box (mandatory)

A text box is used to display alphanumerical
information. If the information is editable you may
overtype any existing text to make changes.

A mandatory text box is used to display alphabetical
information which must be entered before a record
can be saved. These are identified by a coloured
background.

| [

Drop down list

—

Drop down list (mandatory)

A drop down list allows you to select from a
predefined list of options. To view the available
options click = Drop down lists are used to allow
you to select the most appropriate entry from a
predefined list of acceptable values.

A mandatory drop down list allows you to select from
a predefined list of options, and one option must be
selected before the record can be saved. To view the
options click H

&) search

Initiates a search, used to select the data for the field
to the left of the icon.

Ade {years) 61
Age (months) 2
Date 0870752012

Display only fields

The data contained in these fields are edited
elsewhere in Trent, or are generated for you using
other data. For example these dates for expected
retirement are calculated based on the employees
date of birth and cannot be directly edited.
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Display Method

Usage

Expiny date |

Date Field

Date fields accept a number of formats.

21° August 2006 could be entered as 210806 or
21082006, 21/08/06 or 21/08/2006. The result when
saved will be displayed 21/08/2006

Entering the day and month only defaults to the current
year. Entering the current day only defaults to the current
month and year. Entering a two-figure year will default to
the current century, therefore any year before the year
2000 must be typed in full.

Entering t and pressing the tab key will enter today’s date.
An alternative method of entering a date is to use the

calendar option, which can be found at the end of every
date field.

i Calendar

Opens a calendar from which the required date can be
selected. Used to select a date for the field to the left of
the icon.
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5 Search

A search page can be displayed in either the Action pane or, if the search was initiated from a
page, it will slide in from the right. You can perform a Simple Search or an Advanced Search. If
you use an advanced search you can save the criteria that you used and then re-use the search
again at a later time by selecting a Smart Group. A Smart Group is simply a saved search.

5.1 Simple Search

{* Search { Smart groups Advanced
I | Surname - ':‘.*'-'_'f-;f'

yame it Job title | Sex Date of birth | Social security no, | Personal ref, | Leaver Posiki

4 4

4{:.. |

Expand)iCollapse folders

[=ly Personal information

In most searches you will have one text box to enter your search criteria and next to it there will be
a condition. In the example shown you are searching for a name and the name is to be found in
the Surname field. The drop-down list next to Surname will show you the alternative fields that are
available for this search (E.g. Forename, Job Title, NI Number, Org Unit etc)
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Enter a value into the Search box and press the Enter key or click the Search icon &) to perform
a ‘'simple’ search.

Note that the default search uses the text that you enter in a ‘starts with’ search not as a ‘contains’
search.

If you want to perform a ‘contains’ search place an asterisk (*) at the beginning of the string.

Trent will perform the search and display the results in the Action pane.

& Search ¢ Smart groups advanced N
Jabb |Surname | -ﬁ@f‘ﬂegultz 10 People -
Select Al Save this group

Marne * Linit Job title Sex  Date of birth Social security no. | Personal

¥ abhott, Alexandra [P-Pensioners [WOOLEY, 1. [Female|19/02/1938 |ZRTYS7S7488  (X942880
d Ahbott, Kate P-Pensioners SQUIRES, M. 1. Fermale 02/06/1935 |FLEQ319964E x¥953635
d Asbbott, Lovise P-Pensioners JEMKIMNS, O, M, Female 25/05f1922 LWMTE77215T  X226460
d Abbott, Michele |P-Pensioners DYE, 1. Fermale 25,/04/1943 |ZABMESE466R X126142
;'ﬁ Abbott, Mathalie |P-Pensioners JOMES, T, Z. Fernale 22/04/1945 'WMXCE12248K  X250193
d Abbott, Pauline  |P-Pensioners PETTIT, M. P, Female 09/11,/1920 LRIN2420331) x219a760

d ahbott, Philis P-Pensioners GRAY, A, Fernale 03,/07f1936 ZMCC152123Y 552415
d Abbott, Samantha P-Pensioners MILLER, 1. Fermale 27,/09/1944 |FYEME93663L X368353
d Abbott, Tilly P-Pensioners HOBBS, B, Fernale 08,/08/1927 HHIZ3265150 103783 «
LA U Y ¥ L T PO S SR o ™)

Search item = abb

Returns 10 people whose surname starts with ‘abb’
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& Search  Smart groups

| 'fEf'ResultS 47 Peaple

Save this group
it Job title Sex Date of birth| Social security r
'! Chaprnan, Edward  |P-Pensioners WOODWARD, 1. M, A, |Male  [18/12f1938 |ZXxA4 .
& Chaprnan, Eric P-Pensioners SMITH, C. H. Male 2071219358 |FTS5871972
& Chaprnan, Gerald P-Pensioners PAYMNE, B. D, Male 02021936 ZMRD445653E
& Chaprnan, Mebin P-Pensioners SPOMNG, E, R, Male 151171935 |ZMWUGZ7200B
& Chapran, Cliver P-Pensioners BLOOR, &, Male | 27/06/1924 RMEH495756L
& Chaprnan, Roderick  P-Pensioners CULLLM, R, H. Male  27/05/1922 |CKNG48993248
& Chapman, Taoby P-Pensioners LOMGOBARDI, A. Male 15/08/1940 YBSMG73432V
& Lawrnan, Margaret  P-Pensioners SCRIPPS, W, Fernale 241271941 |ZYwWiy412520R
& Lawman, Samantha  P-Pensioners TOOGOOD, 1, M. Fernale 04,/11/1935 ZMADS9SZ09L

| SLIFMArE

,.ﬂ__ N M _5_\_\1_“?_. - : A e "'"“.'.'.-- NS "-'-'..\'\.-- ___,4..;...__‘__\_\_\1“__‘?!1-.".__
Search item = *man

Returns 47 people whose surname contains the text ‘man’

.F Search  Smart groups advanced | Search item = abbot*

l_m |Surn i -] I_I:@\f'Results 0 People

Mame Unit Job title Sex Date of birth Social security no. Personal ref. Leaver Position referer  REIUINS NO item? as <'=_m *
at the end of an item is

invalid.

When using this method of searching, the effective date is not a factor in the search; therefore
should you search by surname, you may also find Pensioners who have been made a leaver (i.e.
upon death). Using an Advanced search is a more accurate way of finding current Pensioners.
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5.2 Advanced Search

A more detailed search can be performed by clicking the Advanced button

i* Search ~ Smart groups

The Display pane will then display the Advanced search display where you can enter more
complex conditions for your search.

Advanced Search:

[ Criteria

Euild special criteria [
|Starting date ;I |is in lask _v_l |3 |mu:nnths;| - + I
|Se>< ~ IFemaIe ~l |

Match | all = | of the search criteria

ioukput options

Generate batch [~

Save as smark group [

% For Trent { Faor export

Ssearch

The drop down lists provide you with all the available fields and conditions which you can use.

Additional rows of conditions can be entered by clicking the plus icon * . You can then specify
whether you require All of the conditions to be matched (an ‘and’ condition) or Any of the
conditions matched (an ‘or’ condition).

Rows can be removed from the condition by clicking the minus icon

. . Search !
When your search conditions are complete you can click the Search button
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Trent will perform the search and when complete it will display the results in the Object pane.

5.2.1 Special Criteria Searches

Complex advanced searches can be achieved using fields available on the Advanced Search
page. These would be used where a combination of ‘and’ and ‘or’ conditions are needed.

Advanced Search:

~Crikeria

[§ Build special criteria [~

|Starting date = |is in last I |3 |mu:unths;| - Al 4
|Se>< -] IFemaIe =] A+

Match | all = | of the search criteria

~Qukput opkions
Generate batch [

Save as smark group [

¥ For Trent  For export

Search

Start your advanced search as before building the list of search criteria as shown above (this
example is taken from the Position search). When you wish to add another block of criteria that is
to be used as either an ‘and’ or an ‘or’ condition, click the Build special criteria check box.

Copyright © 2007 University of Cambridge Last Modified: June 2007 version 1.0 Page 31 of 54



CHRIS - Introduction Guide (Pension Team)

Ad:\%nced Search:
[ Criteria
Build special criteria W
|Starting date = |is in last I~ |3 |mu:unths;| A +.I
|Se>< -] |Female =] A+

Match | all = | of the search criteria

ITD add crieria block chonse operator - |

rioukput options
Generate batch [~

Save as smart group [

% For Trent { Far export

Search

A new drop down list will appear where you can select to add the next criteria block as either an
‘and’ or an ‘or’.
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You can then add the additional criteria as before:

Advanced Search:

%

Criteria
Ewild special criteria W
|Starting dake ;I |is in lask ;I |3 |mu:unths;| - .+.I
| Sex =1 |Female =] AL
Match |all = of the search criteria
Jor =
|Organisatiu:un unit ;I |cu:untains ;I It .— I +.I

|T|:| add criteria block choose operatar ;I

oukpuk opkions
izenerate batch [

Save as smark group [

{% For Trent { For expork

Search
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Further blocks of criteria can be added as required by clicking the ‘To add criteria block choose
operator’ drop down list.

Advanced Search:

- Criteria
Euild special criteria [
|Starting date - |is in lask B3 |3 |mu:unths;| e +
|58 =1 |Female =] |
Match|all = of the search criteria
[or =
|Organisatiun unik ;I ||:|:|ntains ;I |t - +I

|T|:u add criteria block choose operakor |+ |

R

roubpuk options
Generate babch [

Save as smart group [

{% For Trent { For export

Search

If you wish to remove a block click the Delete criteria below option which will appear in the drop
down list after you have added a new block:

and

Delete criteria below

Copyright © 2007 University of Cambridge Last Modified: June 2007 version 1.0 Page 34 of 54



CHRIS — Introduction Guide (Pension Team) C@IS

5.2.2 Date Searches

You can perform an advanced search against a date field and specify if it ‘is in next’ or ‘is in last’ as
criteria for searching. For example:

Advanced Search:

[ Criteria

Euild special criteria [

Skarting date b i in lask - 3 months A +I
| starting B | = o1

Qukpuk options
Generate batch [~

Save as smark group [

% For Trent { Faor expart

Search

The ‘is in next’ and ‘is in last’ criteria allow you to specify a number followed by a drop down list
that contains days, weeks, months and years to qualify the selection.

All advanced searches that act against a Unit, Post , Position, People or Costing will force the
Effective date field, at the top of the Trent page to be enabled and active. Therefore all such
searches will take this date into account when they are performed. You, therefore, need set this
date before you start entering the Advanced search criteria.
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5.3 Smart Groups

Within Search you can define and use Smart Groups. A Smart Group is the term used in Trent to
refer to a list of records that can be retrieved time and time again without having to reconstruct the
search criteria, i.e. a saved query. This feature allows you to organise your records into specific
groups, which can be used again when performing tasks for that group of records. For example all
new pensioners whose starting date is in the last 3 months. These can be sub-divided into Public
and Private groups depending on whether the group is specific to you or may be used on a wider
basis.

Advanced Search:

~Criteria

Euild special criteria [T

%Starting date ;I |is in lask ;I |3 |mnnths;| A+

 Cukpuk options
Generate batch [

Save as smark group [+ Mame |Pensioners added in last 3 months|

% For Trent { For export

Search

To create a new Smart Group, enter your search criteria, check the Save as smart group box and
enter a name for this saved search.
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Once created, the group can be accessed at any time through the search options, by clicking the
Smart groups radio button.

{~ Search ¥ Smart groups advanced 1 Select the required
fall =] Mew group | group and each record

; | that fits the criteria for
| Smart group name Cukput | Type Access | Created by | Date created | the Smart group will be

|[€3 Pensioniers added in last 3 months  Trent  Dynamic Public  Mw123 15/03(2007 | displayed
(€ T Pensioners Trent | Dynamic Public RM474  23[02/2007

To edit a smart group, select the group and then choose edit this group.

* Search " Smart groups Advanced
|| |Surname ;I "f-_".-.-f'FlesuIts 16 People

Select &l Edit this group

Marne Uit Jab ke Sex  Date of birth Social security no,

o BOWEN, T P-Pensioners BOWEN, T. A, Male 27061942 i L3
P-Pensioners|DOLIDZE, L. [Femalefotjosyises |+ + |

d FCREES, % P-Pensioners FOREES, V. R. Female 29/04/1944

a FREE, M P-Pensioners FREE, M, 1, Male |12/03/1948
i.ﬁ GURMEY, W P-Pensioners GURMEY, W, G, Male  29/12/1943
o HiKE, F P-Pensioners HAKE, F. M. L. Female 31/12/1546
d HOUGHTON, © P-Pensioners HOUGHTCN, C, &, Female 041211946

a JEMMIMGS, B P-Pensioners JENMINGS, B. k. Male 19/11/1928
d MILME, ] P-Pensioners MILME, 1. &4, Female 22/12/1946
a MUMES, ] P-Pensioners MUNES, 1, &, Male |19/03/1949
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Smart group details: Pensioners added in last 3 months

Smatt group name |F‘ensi|:|ners added in last 3 months|
Date generated 15/03/2007
Type % Dynamic { Fixed

Access @ Public {7 Private

—Critetia

Euild special criteria [

|Starting date ;I |is in lask ;I |3 |mnnths;| A+

oukput options
Generate batch [~

% For Trent § For export

Save Delete

You can choose whether to make your smart group dynamic or fixed.

A dynamic Smart group is maintained by Trent and contains the records that meet the search
criteria each time the smart group is accessed. When people no longer satisfy any of the included

criteria, the dynamic smart group will be automatically updated to reflect the changes.

A fixed smart group is maintained manually and contains those records that met the search criteria
at the time the smart group was first generated. Records can be removed at any time but you

cannot add items to an existing fixed smart group
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5.4  Exported output

An advanced search can be further enhanced by sending the output to a file using the Export radio
button. The results can be sent to:

e HTML as Data

e HTML as a Report

e MS Word as Data

e MS Word as a Report
e MS Excel as Data

e CSV

When you specify an Advanced Search with the output going to a specific file type you also have
the option to specify the fields to be used, thereby creating your own simple report.

When you click the specify fields option you will be shown all of the available fields and given the
tools to build your own customised list.

oukput options

Zenerate batch [

Save as smark group [

{” For Trent % For expork Forrnak lMS Excel (data) = Specify fields @
M
Organisation unik &~ Surname
Jaob kitle 3 Forenarne
Fersonal reference ) SE
Leaver 4 Date of birth
Position reference number Social security number

Position occupancy reference ;I 44

14 2
Prirary sort descending [

Secondary sork descending [

Select the fields that you require from the left panel and use the buttons to copy them to the
Selected list on the right.
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M Add all will move all the fields from the Available list to the selected list
» Add selected will move just the highlighted item from the available list to the selected list
4 Remove selected will move just the highlighted item from the selected list to the available list

< Remove all will move all the fields from the selected list to the available list

You have the option of sorting the output based on two fields. Highlight the main sort field and
then click the ! button which is displayed. The button and primary field will change to red. If

required highlight the second sort field and then click the 2 button. The button and secondary

grouping chosen will change to blue.
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6 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.

6.1 Using the Organisation Explorer

This feature allows you to view and maintain a dynamic diagram of the structure of schools,
faculties and departments in the Trent display pane. Each item within the structure is enabled to
act as a navigational link to the functions and/or content of the selected component.

@ 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 elements search
for the unit, post or position and click the Mini explorer link in the action pane.

6.1.1 To search using the Organisation explorer

1. Select the University of Cambridge in the object pane and click the Organisation
explorer link in the action pane.

Organisakion

= Pensionets

% University of Cambridge

|"ﬁl

Expand/Collapse folders

Crganisakion explarer |

People

| m— |

_+_'i Management information

[+ Process chaining

Ry Ghae i LT Bk .. ki, A

1
}

R T S N T P ey

2. Enter the effective date. The top level node of the Organisation structure diagram
appears in the display pane.
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(&) Print this Form | (%) Search ‘

% g5 Pensi ; '
ﬁ' ensibnets Click here to refresh this page

o __,'il'lx_q_\_#, ..... amnfo el B e PP T R T o STyt

nt, e

3.  Click the Search & button in the display header toolbar. Trent opens the sliding
search pane to the right of the display area.

4. Enter the required search item in the text field provided and click Q-‘ Trent displays all
the matching items in the search pane.

5. Select the required item from the search result. Trent expands the Organisation
explorer to reveal the location of the selected item.
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6.2  Organisation Structure
Trent’s organisation structure is made up of Units, Posts, Positions and Contracts.

Organisation Structure

2 The organisation structure is the set of interconnected parts that represent the University of
Cambridge as a whole.
We have 2 separate organisations: University of Cambridge and Pensioners.
Most departmental users will only see the University of Cambridge organisation.

(B Print this farm | (&) Search -
= El F'e.nsic-ners Click here ko refresh this page —
=l P-Pensioners

+ é Pensioners - &

+ ﬁ Pensioners - B

[+ é Pensioners -

[ ﬁ Pensioners - D

+ é Pensioners - E

+ ﬁ Pensioners - F b

= é Pensioners - G
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Unit

ke A unit is an organisation structure component that is made up of subordinate components
including other units and posts. For example P-Pensioners and T-Pensioners are a classed
as units and contain the relevant people.
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When viewing the structure in the organisation explorer, the appearance of a plus icon * =S next
to any element indicates hidden items below the level displayed.

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

Clicking the minus = icon condenses the node again.
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Post

= Within Cambridge we have allocated different pensioner groups to posts.

A Post is an

intermediate component in the organisation structure. A post always belongs to a superior

organisation unit, e.g. P-Pensioner or T-Pensioner.
always by means of an intermediate ‘position’.

If a person is to occupy a post it is

Within the Pensioners organisation we have split the pensioners into post groups according

to the initial letter of their surname.
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Position

~ A position is a location in the Organisation in which a person can be placed. In the
Pensioners organisation, a position will be created for each pensioner using their name as
the position title.

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

- If the chair icon is red it indicates that the position is vacant and has a recruitment
requisition attached to it. This is not relevant for the Pensioners organisation.
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People

4 Each person that we hold details for in Trent 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 the piece of data which binds
an employee to a payroll.
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7 Viewing Pension details of current employees

7.1 Identifying which Pension scheme an employee is in

Eligibility of a person to be included within one of the University’s final salary scheme is dictated by
their position. Within CHRIS this is indicated by a Term and condition called ‘Final Salary Scheme’
that that is attached to their position.

Navigate: University Organisation> People (find person) >Payroll> Pensions
Select 4l
Pension schere name Scherme type Level Start date Erd date

01,/05f2007 30,/08/2007

@ Opted out of pension Final Salary Scherme Lniversity Lecturer 31/08/2007

Expand/Collapse folders
[ED Pensions
@ :2dditional pension schemes
@ Fension rate values
@ Lost pension contributions
@ Make up lost pension contributions
= Pension details
A Mew - Pension details

[ Process chaining

Ny SN i SR

B S S E e Ny
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7.2 AVCs

If someone has AVCs attached then this will be shown as an ‘Additional Pension scheme’ on
Trent. Find the person and highlight their pension as shown above. Then select ‘Additional Pension
schemes’.

Navigate: University Organisation> People (find person) >Payroll> Pensions>
Additional Pension schemes
Eelect all
Pension scheme name Lewvel Start date End date
@ LSS D AV (%) Professor of Classical English 01/0&f2007
- _\-‘\“_ _ e P - T T — - \r‘.‘ﬂl—-ﬂ‘r‘i—\ﬁ_‘\_‘_ - -

7.3 Pensionable posts

An alternative method to view someone’s pension details is to look at their terms and conditions.
This is a particularly good way of checking whether a particular position is pensionable or not .

Navigate: University Organisation> People (find person) > Employment> Positions
» Terms & conditions> Terms & Conditions

Select all

Termns & Conditions iterm | Chioice Package Start date  |End date
1 O5SP - Sickness Occupational Sickness Scheme (Officers) 01032007

1 Faculty Mermbership Faculty of Education 01032007

1 Cormpetent Authority  General Board 01/03f2007

1 omp Occupational Maternity Scheme 01/03/2007

1 Final salary scheme

01/03/2007 q

The green ‘pipe’ indicates that the final salary scheme has been inherited down to their position
from their post. If you want to see where it has inherited from then you can review this by looking
ensuring that you have the ‘Final Salary Scheme’ highlighted and selecting ‘Inheritance chart’
option.
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Select al

Terms & Conditions itern Choice

11 osP - sickness Occupational Sickness
,1 Faculty Membership  Faculty of Modern andj
1 other Sabbatical Leave
1l competent Authority | General Board Lewel Final Salary Scheme
Occupational Maternity

Inheritance chart: University Senior Lecturer [Terms and Conditions] (No permission status)

E, University of Cambridge

@ Coundil & General Board

[ »
Expand/Collapse folders ‘;—\ de General Board
[=0 Terms & Conditions Schoal of Arts and Humnanities
@ Authaorisation history
= TRC details A8 Faculty of Modern and Medieval Languages
A New - T&C details
f [nheritance chart| Departrnent of French
=57 History )
@ Attachments £ Academic Posts )ﬁ 1SS
[ED Process chaining ﬁ Senicr Lecturers I
é University Senior Lecturer )a ™3 Uss
# University Senior Lecturer I uss
Save
S i A o M S AT P e e e AN ittt e A

7.3.1 Opt Outs

If an individual decides to opt out of one of the salary schemes, then Payroll will action this upon
receiving instructions from the Pension Team.

Eelect all
Terms & Conditions itern | Choice Package Start date  End date

¥ osP - sickness Dccupational Sickness Scheme (Officers) JO5;
,I Faculty Mermbership Faculty of Education 01052007

,I Cornpetent authority  General Board 01052007
1 _onp Occupatinnal Maternity Seberoe 01052007
3{ Final Salary Scheme Cpted out of pension 01/05/2007
P

This way you can see that the original position was pensionable but that the current job holder has
decided to opt out.
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7.4 Key Dates

The system records all on the ‘Key Dates’ page the following information for an individual:
e Date of birth
e Expected retirement date
e Reckonable service date

Navigate: University Organisation > People (find person) > Key Dates

Mame: Cr Kevin Henry Job title: Professor of Classical English

Egﬁrdat“’ DRk Social security number: AB265307C Pay ref: 30000061
v Pers ref: 30000061
Personal

Date of hirth [10/08/1985 i

Age 42 year(s) O monthis)
Date verified |

Expected retirement date

Basis |Date =l
Age (years) 69
Age (months) 32

Date |20/09/2030 i

Organisation

Start date |01/03/2007 i

Length of service O year(s) 3 month(s)
Leaving date

Reckonable service date | ]

Lenigth of reckonable service
Last working day
Re-employable Mo

Save

- P P __H_\A,L.Ax,...-l‘-._\__t_,.__ i I e Y
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7.5 Identifying those that have retired

For an individual

The Leavers Information page will indicate that someone has retired and the date that this took
effect.

Navigate: University Organisation > People (find person) >Employment>
Leaver Information

Leaving date Reason for leaving Re-emplovable| Exit interview complete? Last working day Last

Start date

. 01f03/2007 |20/06/2007 |Retirement

St e e RS e e At _".A..\._ ot o A i TS N T ’...d-ll\,_ PR LR

== o =

For a group

There is a standard Trent report entitled ‘Leavers’ that can be run for either the whole University or
just a department, for whichever time period that you choose.

Navigate: University Organisation> Management Information> People Reports

-

Report narme Status Last run date  Last run time
@ 40e Analysis By Organisation Unit Complete 02f06/2007  16:05
@ Ace Analysis By Sex Leavers:

@ Disahility Analysis By Organisation Unit: Complete 02f06/2007  16:28
@ Employee Information Check

@ Ethnic Origin Analysis Start date |E|1fDEvIZDE|7
@ H & S Event Renewals Pending

Organisation start paint |Departrnent of Training Y]

End date [20/08/2007

te |11/06/2007

@ Length OF Service By Organisation Unit Organisation view |Sh0w all data by unit LI
Length Of S By S - ;
@ Leng ervice By Sex - Show detals B
Expand/Collapse folders =N
2 - Full path displ
| =0 People reports ull path display [~
[ Run renort Cutput type |POF File =l
7= Dovenload output
| Process chaining Feport run comments
Run
T P T S ppaeee S PEETSRPRP ISP S D purie SR o SRS PP N o it o}
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The report gives the name of the individual and their reason for leaving but doesn’t indicate which if

any pension scheme they were in.

7.6 Pension Reports & Interfaces

Trent University of Cambridge
Organisation Leavers

Start Date: 01/06/2007 Organisation Start Point:  Department of Training Organisation View: Full

End Date: 30/06/2007 Path Display: Partial
Organisation Unit Job Title Leaving Last Reason for Exit Length of New Employer

Date Working Leaving l-view Service
Date Done

Department of Training

Henry Kevin Professor of Classical English  30/06/2007 Retirement Mo 0 yrs 3mths

Li James Professor of Classical Music  30/06/2007 Redundancy Mo 0 yrs 3mths

Lin Huai-Xug Junior Research Lah 03/06/2007 Mot known Mo 12 yrs Bmths

Farry Claire Junior Research Lab 01/06/2007 Resignation Mo 0 yrs 1mths
Overall Totals 4

g M\—«- b i i, I I gt A S et e A el gtk s g ol s

A number of bespoke reports and interfaces for the Pension Team are currently being worked on.
Initially during parallel running phase of the project the Pension Team will continue to receive
exactly the same reports as they do so currently. Gradually new reports will be phased in over this
period. The intention is to give the Pension team copies of both the new and the existing reports to

allow comparison’s to be made.
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8 Keyboard Shortcuts

The following keyboard shortcuts are available:

Shortcut Action
Alt + A Advanced Search (Enter to activate) only when Search is displayed
Alt+B Same as a left mouse click on the navigation item
Alt+E Selects the Effective date
Alt+H Selects Help button (Enter to activate) (When available)
Alt + M Selects My Settings (Enter to activate)
Alt+ N Creates a new View
Shift + Alt + n Selects the nth action in the action pane, wherenis 1to 5
E.g. Shift + Alt + 4 selects the 4™ item
Alt+ O Highlights Organisation in navigation

Alt + Page Down

Cycles down the list in the object pane

Alt + Page Up Cycles up the list in the object pane

Alt+Q Quick search on the current navigation item

Alt + R Closes current View

Alt+S Saves the current page

Alt+T Selects To do list (Enter to activate)

Alt + X Opens an Object drop down list on the currently selected navigation
item

Alt+2Z Opens the Action drop down list on the currently selected navigation

item

Ctrl + Page Down

Scrolls down through the available views

Ctrl + Page up

Scrolls back through the available views

Page down Scrolls down through available view pages

Page up Scrolls up through available view pages

Esc Cancels the data you have just input

Left arrow Selects previous item on the navigation path (if not in an input field)
Right arrow Selects next item on the navigation path (if not in an Input field)
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