CHRIS - Introduction Guide (Pension Team)
THR]S

Human Reource

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 fdvanced
[ | surname - ':‘.?;f'

@ame Unik| Jab kitle | Sex| Dake of birkh Social security no. | Personal ref, Leaver Positi

4 3
Expand/Collapse folders g,.

| =) 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)

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.
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= Search " Smart groups acvarced N
|abb | Surname ~| (QResuits 10 People =
Select al Save this group

Marne Init Job title Sex Date of birth Social security no. Personal

! Ahbaott, Alexandra [P-Pensioners | WOOLEY, 1. Fernale|19/02/1932 |ZRTYE75743E x¥9428380
& sbbott, Kate P-Pensioners SQUIRES, M. 1. Fernale 02/06/1935 ZLEQ319964E ¥953635
a Abbott, Louise P-Pensioners JEMKINSG, D, M, Female 25/05/1922 LWMTE77215T  XZ2264a60
& Abbott, Michele  P-Pensioners DYE, 1. Female 25041943 7ABMBSE466R, X126142
a Ahbott, Mathalie  |P-Pensioners JOMES, T, Z. Fernale 22/04/1945 WMNCG12848H  X259193
& Abbott, Pauline  P-Pensioners PETTIT, M, P,  Female 02/11/1920 LRIM342983U ¥B819676

a Abbott, Philis P-Pensioners GRAY, A, Female 03071936 ZMCC1S8123Y 552415
& Abbott, Samantha P-Pensioners MILLER, 1. Fermale 27/09,/1944 | ZYEME23563L 368353
& Abbott, Tily P-Pensioners HOBES, B. Female 0Sf08/1927 HHIZ3265150  X103783 .
. N SIS S PO RSP S R i

Search item = abb

Returns 10 people whose surname starts with ‘abb’

& Search  Smart groups Advanced 1
| surnarme x| 'fi‘?;f'Flesults 47 People *
Select al Save this group

Marme Lt Job title Sex Date of birth Social security
! Chaprnan, Edward  |P-Pensioners [WOODWARD, 1, M, &, [Male Bf12/1938

& Chapman, Eric P-Pensioners SMITH, C. H. Male 20121938 7TS5587

& Chaprnan, Gerald P-Pensioners PAYME, B, D. Male 02/02/1936 ZMRD445653E

& Chaprman, Melvin P-Pensioners SPOMG, E, R, Male 15f11/1935 ZMYLIG27208E

& Chaprnan, Cliver P-Pensioners BLOOR, A, Male  27f06/1924 RMEH495756L

& Chapman, Roderick  P-Pensioners CULLUM, R, H, Male 27/05/1922 CKNG4895324

& Chaprnan, Taoby P-Pensioners LOMNGOBARDI, &, Male 150271940 YBSMAE73I432Y

& Lawman, Margaret  P-Pensioners SCRIPPS, W, Fernale 24/12/1941 ZYwhw412520R

& Lawrnan, Samantha P-Pensioners TOOGOO0D, 1, M, Female 047111935 FMaD9993990
A s e T S— et s Bt ) o .\___‘_,_.&,_'__.-~“"‘"‘-»,_..-~““‘""--‘*--~.,,__,_-.le‘"

Search item = *man

Returns 47 people whose surname contains the text ‘man’
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_ Search item =
| ¥ Search { Smark groups Advanced | abbot*
!m ISurname _;I (QiResults 0 People

| s Returns no

|Mame Unit Job title Sex Date of birth Sorial security no. Personal ref, Leaver Position referer items as an * 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

 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 _ﬂ Iis in lask _v_l |3 ImDnths;I A+
| Sex =1 |Female =] Y

Match|al = | of the search criteria

oukput options

Generate batch [~

Save as smart group [

{* For Trent ( For export

Search

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

Trent will perform the search and when complete it will display the results in the Object
pane.
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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:

~Criteria

[§ Euild special criteria [

|Starting date ;I Iis in lask _v_l |3 ImDnths;I - Al 4
| 5e =1 |Female =] A

Match|al = | of the search criteria

oukput options
Generate batch [~

Save as smart 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.
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A.d:%nced Search:

Criteria

Build special criteria v
|Starting date ;I |is in last ;I |3 |I'ﬂl:|nths ;I | . B
| sex | |Female - A

Match|all = | of the ssarch criteria

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

- Cukput opkions
Generate batch [

Save as smart group [

% For Trent € For expart

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:

b

izriteria
Build special criteria v
|Starting date = Iis in last =] |3 Imu:unths;l A +.I
|SE>< =] IFemale =] = +4
Match|all = | of the search criteria
E =
|Organisatiun unik ;I ||:Dntains ;l |t = + '

ITD add criteria block choose operator |+ |

roukput options
Generate batch [

Save as smart group [

% For Trent © For export

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:

Critetia
Euild special criteria [

|Starting date ;I |is in last _v_l |3 |mu:unths;| e’ +4
|Se>< -] IFemale =] ~ Al A
Match|all = | of the search criteria

[or =
|Organisatinn unik ;I Icuntains ;I |I: = + '

['\\S ITD add criteria block choose operator = I

Cukput opkions
Generate batch [

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: 11 June 2007 Version 1 Page 8 of 14



CHRIS — Introduction Guide (Pension Team) C@I S

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 [~

Starting date - i in lask - 3 months 6 A +I
| starting = = [t < |

- oukpuk opkions
Genetate batch [~

Save as smarkt group [

{% For Trent € For 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.

Copyright © 2007 University of Cambridge Last Modified: 11 June 2007 Version 1 Page 9 of 14



CHRIS - Introduction Guide (Pension Team)

Clp)lS

Human Reource

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 [~

%Starting dake ;I |is in lask ;I |3 |mu:unths;| o’ + I

~Oukpuk opkions
Generate batch [~

Save as smarkt group v Marme |F‘ensiu:uners added in last 3 months]

{% For Trent € For expart

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.

Select the

if‘ Search % Smart groups fdvanced 1 required group
[ - | New group | and each record
| , i
iSmart group name Cutput | Type Access Created by | Date created | th.at f!tS the
s : : ; ; | criteria for the
|8 Pensioniers added in last 3months  Trent  Dynamic Public  Ww123 15032007 Smart group will
|[€3 T Pensioners Trent  |Dwnamic Public | RM474 23f0zjz007 be displayed
To edit a smart group, select the group and then choose edit this group.

{+ Search { Smart groups Advanced

|| |5urname ;I (O Results 16 People

Select all __Edit this group

Mame Unit Jaob kitle Sex  Date of birth Social security no.

0 BOWEN, T P-Pensioners BOWEN, T. 4. Mde 27j08f1%42 - -
P-Pensioners|DOLIDZE, L. [Femalefotjosises | -+ ¢+ |

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

a FREE, M P-Pensioners FREE, M, J, Male |1Z/03/1945
ol GURMEY, W  P-Pensioners GURMEY, W. G, Male  29/12/1943
i'ﬁ HAKE, F P-Pensioners HAKE, F. M, L, Female 31121946

3
.lj HOUGHTON, C P-Pensioners HOUGHTON, C, A, Female 04/12/1946
a JEMMINGS, B P-Pensioners JEMMINGS, B. K, Male 1901171928
d MILMNE, ] P-Pensioners MILME, 1. A, Female 221211946
;'3 MUMES, ] P-Pensionets MUNES, 1, &, Male |19/03/1949
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Smart group details: Pensioners added in last 3 months

Smarkt group name IPensiDners added in last 3 maonths|
Date generated 1570372007
Type (% Dynamic  Fixed

Access % public © Private

~iCriteria

Build special criteria [

|Starting date = |is in last = |3 | months = |

~ Qukpuk 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.

routput options

Zenerate batch [

Save as smark group [

{” For Trent {* For expork Format lMS Excel (data) =|  Specify fields @
MM
Organisation unik -~ Surname
Jab title 3 Forename

Personal reference S

Leaver 4 Date of birth

Position reference number Social security number
Position occupancy reference ;I 44

14| 2
Primary sort descending [

Secondary sort 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.

4d Add all will move all the fields from the Available list to the selected list

4 Add selected will move just the highlighted item from the available list to the

selected list
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1 Remove selected will move just the highlighted item from the selected list to the
available list

44

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 ¢
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