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3 Creating a student position

1.  With the research post selected open the mini explorer and choose the Create
Position option in the Action Pane. Trent opens the Create linked item page in
the display menu.

Create linked item:

Mame |Research Student

Quantity |1

Save
2. Enter name of Research Student and quantity of 1

3. Click the Save button on the create linked item page to save your
changes.
Trent adds the new Position to the Organisation Structure and the explorer
diagram is updated accordingly.

+ &2 Research Student
+ &2 Research Student
+ =3 Research Student

_é

#% Research Student
+ =2 Research Student
+ &2 Research Student
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+ &2 Research Student
+ &2 Research Student
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3.1 Position reference number

A position reference number is automatically generated by Trent when a position is
created. To enable you to easily identify this position when attaching a person it is
advised that you make a note of the position number once you have created it.

1. Select the position created from the mini explorer.
2. Select position details from the action pane

#  Organisation : University of Cambridge » Posts ¢ Research Students > Pasitions- - Research Studert > Position details _

& Search " Smart groups Advanced

(8) Prirtt this form | @b UDFs | (8 Attachrments | (D) MNotes

= &5 Research Students -
&3 Research Student
&3 Research Student
&2 Research Student
&2 Research Student
&3 Research Student
= Research Student
&2 Research Student
= &= Research student

R esearch Student
&= Research Student

It J_C:: 4

Expand/Collapse folders

(=D Position details -
@ Mini explorer
@ Reparting hierarchy
@ Elements
@ Rate codes
@ Patterns
@ Element suspensions
@ Contacts
@ Addresses
@ 1ob share pasitions
@ Probationary periods
@ Authorisation histary

Position details: Research Student

Job title [Research Student
Start date 01/03/2007
End date change? [

End date
Position reference 70000029
Probationary period | =l 1
Lacatian | ,I

Occupant Wacant
Reporting unit Departrent of Pharmacology

Reports to |Researu:h Student =)
Mr Michael Clynes (01/03/2007 - )
Expected position end date | |:|

Expected position end reason | ;I

Structure group 1 |SchDDI of the Biological Sciences j _1

Structure group 2 | LI

Position status

Position status | =
= Salary details
- ¢ e A Third part details, .. o g .
ey e mssman et TP PO g s i g
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3. View and record the position reference number

Position details: Res=arch Student

1ok title IRESEarch Student
Start date 01/03/2007
End date change? [~

osition reference 70000029

Probationary period | | il

Location | I

QOCcupant Wacant
Reporting unit Departrent of Pharmacology

Reports to |Research Student (B
Mr Michael Clynes (01,/03f2007 - )
Expected position end date | ]
Expected position end reason | j
Structure group 1 |5|:h|:u:|I of the Biological Sciences ;l I
Structure group 2 | j
Position status
Position status | [~
— x_T.hir_.‘l:l J\:{aft_!_:r'\r_gl;n.urnurl::atsu‘l;;n.-x_~ PN N VP A

4. Enter the expected position end date.

Expected
position end | ]
date

5. Clickthe ™ button,
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