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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.
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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

|2l Position details

I Costing

(30 Terms & Conditions
(£ Recruitment

(&) Profile

() Attachments

(2D User defined forms
|Z) 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 |

Position review (graded)
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

10.

11.

Expected position end reason I _v‘]
R A e W e b B T e,

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

Chair: 'I:' 03

ition review

by

Position details: Research Associate

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

End date
Position reference 70000003
Probationary period | | ;I H
Location | ]I

Cccupant Wacant

Department of Applied Mathematics and Theoretical

Reporting wunit Physics

Reports to |f-‘«55i5tant Director of Research '@'
Wacant (02042007 - )
Expected position end date | iz

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

Position status |F‘ermi55i|:|r‘| to Fill granted j

Effective from |02/04/2007 M

. 5 . "
Click the ae 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.

I[ Pa',rscalli%alues ! Research Associate (Permnission to Fill granted)

Grade 7 |
@)

Grade

Pormert NaRGra A =

FT Salary |

Pratected |

Crverride I
ML

Crvertide |
maximm

Grade
payrment Mational Spine
table

Grade
MM
Grade
maximum

Mext
increment
date
Additional !
il e S T o *\-....,.}" MJ"-\__.‘ ammmntan b . s abonk. P_-"-...._'

] 1 L

KN

24,402.00

31,840.00

[

P

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. Clickthe. ~™  putton
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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.

Chair: F'u:::u tiom review

(graded)

Structure costing: Structure, Mo, 1

Organisation
Organisation default cost code ERROR

Fule name m ]I

Rule

Level details
Mo, 1

Costing level Eﬁﬂwg Ed|
Length 24
Cost code |U.SF.SFDD.EFKM.ABAE.COO0
Percent | 100,000
Start date 02/04/2007
End date | ]

. aS._F!I\I 3 "*"‘.-\_ S r..ll-\-u_.;;n..ﬁ-’h--'\-"‘" -\_m’*""‘u -"-'\__'-M e, - R ’f"---\-\ IV SN S

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 (Permission to Fill granted)
Contractual Hours | 37.00 1]
FTE haurs | a7.00 [
Post budgeted hours H
annual weeks worked | s225| I
Category IRESEarcher ;I ]I
Basis |Un85tahli5hed = I
Type |N|:|n Clinical Researcher j ]I
Change reason | ;l
'FTE details '
Crwvertide FTE calculation INI:I overtide |
FTE walue 1.00
Save I

2. These details should be inherited from the Post, but ensure the all the relevant
data is entered (Contractual Hours, FTE Hours, Category, etc)
— }

3. Clickthe. ™ putton
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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 m@w

Start date 02/04/2007

End date | ]
F——— & - =+ }
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

Address details: LMS

Address type [ﬂﬁg

House Marne |Cr'-'15

Murnber fStrest |Wilherﬁ:|r|:e Foad

Lacal Area |

POSTTOWN |Cambridge

COUNTRY |

POSTCODE |MsHE]

Courtry |United Kingdorm
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 itern  Choice Pack

H O5SP - Sickrness Occupational Sickness Scheme
]I Faculty Membershin Mo Faculty
H Cornpetent Autharity | Coundil

]I P Occupational Maternity Scherme
H Final Salary Scheme LSS

a |
Expand,/Collapse folders
(=) Terms & Conditions

,_
) |~

A Mew - TEC 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

Chaim; Position review

(graded)

Chaoice |USS |
Motes

Start date 02/04,/2007

End date | iz

e 3
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: Position review

ed)

' Check details: Mew

vame [ - |

Essential T
Statcate [
|
End date |
2

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.

E-tE‘[:l Sof&

Check details: Mew

Marme |
Essential
Start date
End date
Save

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

4. Clickthe. ™ button

Use the navigation trail to exit from the screen chain once compete.
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8.10Position 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 |

8.10.2 Salary Details

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

Chain; Position review

FT Salary [20,850.94 annually =l

Crvertide I
rninimLIrm

Crvertide I
maximLIm

Grade
rrininmLIr
Grade
maxirnunm

Protected

rate of | | =l

pay
FTE walue 1.00

Pro-rated
i TR ORROB00.8 B per et e P Y it L Y

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

Click the. ~™®  putton.
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