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1. Web Recruitment Release 4 - Introduction

The fourth release of the Web Recruitment System focuses on:

Removing the need for vacancy administrators in departments/institutions to use the CHRIS
Recruitment Module and CHRIS/10A form for the majority of appointments and replacing these
with the following actions doing the following within Web Recruitment:

o Recording details about the offer and appointment within a new Offers section;

o Uploading supporting documents for an appointment (and Tier 2 Certificate of
Sponsorship application, if required); and
o Submitting an electronic Appointment Request to the HR New Appointment team.

Pre-filling the Offers section with details about the applicant (from their online application form)
and the position (from CHRIS);

Allowing vacancy administrators to generate an offer letter to the successful candidate using
details that they have entered into the system or upload an offer letter they have created
outside of the system;

Allowing vacancy administrators to download a cover sheet for any supporting documents
being sent to the HR New Appointment Team outside of the system;

Recording details of how and when offer letters were sent to the successful candidate;
Storing and accessing offer letter history;

Allowing the New Appointment Team to receive and view appointment requests online within a
new HR Processing section of the system; and

Allowing the New Appointments team to transfer details of the applicant and appointment into
the CHRIS Recruitment Module.

Departments/institutions should request appointments via Web Recruitment wherever possible and the
New Appointment team will transfer successful applicants to the CHRIS Recruitment Module.

Details of the first three releases of the Web Recruitment System and an overview of how the
University’s recruitment-related systems fit together are found in Appendix A.

Department/institution and HR queries relating to Web Recruitment should be directed to the CHRIS
Helpdesk by emailing chris.helpdesk@admin.cam.ac.uk.
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2. Logging in to Web Recruitment

Use your internet browser to go to https://hrsystems.admin.cam.ac.uk/hr-admin-ui/.

ﬁ] Tip:
ﬁ] Tip:

For future use, you may like to add the above link to your favourites in your browser or create
a shortcut on your desktop.

The system can also be found on the HR Systems landing pages at:
http://www.hrsystems.admin.cam.ac.uk/.

1. The screen below will be displayed. Click on the link Log-in with Raven button to access the
system.

UNIVERSITY Of
CAMBRIDGE

J MR | MR Adeen Wl Appkcaton

Horms

You ate nol cuttently logped m

The HR adme applcaton o peovded and managed by ho Unfled Admnztigive Sanice |

2. Enter your Raven user-id and password.

# ( ‘\':|]|:|:l':‘;l‘ Il‘
Raven
Login \
BT N i o Wk Acbcation
SO |
o

Copyright © 2014 University of Cambridge Last Modified: February 2014 Page 3


https://hrsystems.admin.cam.ac.uk/hr-admin-ui/
http://www.hrsystems.admin.cam.ac.uk/

Web Recruitment System — Processing New Appointment Requests

The system will then use your Raven user-id to identify which facilities will be displayed to you
within Web Recruitment. Most of you work will be conducted in the HR Processing tab.

UNIVERSITY OF

CAMBRIDGE

£ A el Apptiiesn

Vacancies Offery VR Fraceang Pepae™y

Vacancies

Jobs Tithe = Saytin
Choaing Dawe = Applicainmy Actioos Acouss

3. You should ensure that you have CHRIS and the contract monitoring spreadsheet open on your
second screen (with the latter minimised initially) when you are processing Appointment
Requests in Web Recruitment.
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3. Viewing Appointment Requests

1 To access the Appointment Requests to be processed, click on the ‘HR Processing’ tab.

{ HR /| HR Admin Web Application

Vacancies Offers HR Processing Reports Admin Logout

2 The following work list will then be displayed:

1R AcITEn Wt Appacation

I Prosessing ot Admin

Appointment Requests received

LStog Seatw 20w Al of e APpOrament Reqguests e e Sopaanene NS inony, (epantsed Dy Sl group

T} Frease ok on the Apponiment Reguest Sack betion for caxh new =g

7) Check the Agpotniment Request it ANG SUEPOMNG COCUMETSs 2% per the n 2l +H appomtment process

1) TV YO 00 SEININD 1T YOU § AN DOOCERD wRN DRANITIAG IS SR of The SUOCmsaal SRONCANE M oMer LIS MIO It CHELS SHcnmment MOSUR. (0K 0 Tve “Tramied Detany 2

Inciudes wanafers completed within the last 80 days

Reseanh (2 Prot ¢ ne Acad

Tramaber Progress Job Owtalls Submitied Date Screuning Checks Acsons
~ Certificate of Speenonhip
Or Noam Chomsky RequredEssentiy
Transtsr 7 miee KADS269: Resewvch Assockhtn 220an 2015083040 Fugnt to work in the UK & Agpuetmen Hequest Pack -
Start Gate; U2 Fet 20715 Bawe drclosore
Non-wssantial
Mr Forename Surname Esvential
RHOS3TE: Cleans DS5-Feb 2045 163024 Rigne o mork in e LK & Agportment Reguest Pack -
Start Date: 30 Jan 2075 Non-essential
o Mrs Margaret Srown Certificate of Sponsorship
Teansher complele with 1 AMOI03T : Resmarahy Arxsoemin C0-Febs 2045 17-51:46 ReguirsdEssentia  Agportmen Request Pack -
S Tast) Fight 1o work i B UK
Toits
Start Dare. 25-Fob-2015 Non-ussential

The screen is organised into tabs for the various staff groups, along with a separate tab for
Professorships/Directorships. Each tab name also shows the number of Appointment Requests
received and awaiting processing (as highlighted in yellow below).

All (4) Academic (1) Research (2) Professorships/Directorships (0) Academic-related (0) Assistant staff (1)
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3

Click on the tab for the staff group for which you wish to process Appointment Requests.

)

Transfer Progress Job Detalls Submitied Date Soreening Checks Actions

Centificate of Sponsorship
Dr Noam Chomsky RequiredEssential

-

areiler Faked KADS269: Resrarch Aszociale 22 Jan. 206 24 gt to work in the UK & Appoimiment Reguest Pack
Start Dato; (2-Feb.2015 asi dsclosu
Non-essential
@ Mrs Margaret Brown Centificate of Sponsorship
mpke ‘?"‘"‘77" Ressweh Associate 5. Feb 0016 17 5148 RequiredEssantial
- Dot to work m the UK
6y Start Dato: 25.Feb . 2015 Non-essectial

(1of1) 1

Each Appointment Request is on a separate line. These are arranged in the order that they were
submitted, with the oldest requests at the top. By default, only requests that still require action in
the Web Recruitment System by the New Appointment Team are displayed. See section 4 (d) for
details of viewing appointment requests that have already been processed in Web Recruitment.

You will be able to see the Job Details (the name of the successful applicant, requisition
number, position title and start date), the Submitted Date and the Screening Checks required
for the appointment (including whether they are Essential or Non-essential before employment
commences). The Screening Checks column will also specify whether or not a Tier 2 Certificate
of Sponsorship is required for the applicant concerned.

The Transfer Progress column will be blank if an Appointment Request (which includes details
of the successful applicant and the offer made to them) has not yet been transferred to the
CHRIS Recruitment Module. If it is in the processing of being transferred, there will be a
progress wheel in the column.

After the transfer process has finished, the column will state Transfer complete. If any data
failed to transfer, or if the transfer has failed completely, this will also be stated in the Transfer
Progress column. Please see section 4 (d) for further details.
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4. Processing an Appointment Request

Once you have identified the Appointment Request you wish to process, choose from the three options
in the drop-down menu in the Actions column on the right. Click on the downward arrow to view these
and then click on the particular option you wish to select.

Actions

*+ Appointment Request Pack -

# Manage Offer

« Transfer Details

The three possible actions are:

e Appointment Request Pack - clicking on this downloads a PDF pack containing the
Appointment Request Form (the Web Recruitment equivalent of the CHRIS/10(A) New
Appointment Form, which contains details of the applicant and their new appointment) and
supporting documents required for the appointment.

¢ Manage Offer — clicking on this will route you to the Offer Overview for the applicant concerned.
This is where the department/institution user of Web Recruitment entered the details of the offer
and submitted the Appointment Request. You can view the offer details but cannot modify them.

You should not normally need to use this option as all of the information you need should be
within the Appointment Request Pack. However, it may be useful to you in certain circumstances
(for example, in the event of a particular query from a department/institution). The Managing
Offers user guide on the HR Systems Web Pages provides more information on this section of
the system.

o Transfer Details — clicking on this button initiates the process for transferring data about the
applicant and their new appointment into the CHRIS Recruitment Module.

Further details are provided below on viewing the Appointment Request Pack and transferring details to
the CHRIS Recruitment Module.

a. Viewing the Appointment Request Pack

1. Click on the Appointment Request Pack action from the drop-down list in the action column
next to the request you wish to process.

+ Appointment Request Pack -

2. You will be prompted by your browser to save the pack (or to cancel). Click on Save.

Do you want to save Offer Pack from staging.hrsystems.admin.cam.ac.uk? Save = Cancel

Copyright © 2014 University of Cambridge Last Modified: February 2014 Page 7


http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/web-recruitment-system

Web Recruitment System — Processing New Appointment Requests

3. The options on the pop-up will then change (as shown below); click on Open.

The Offer Pack (2) download has completed.

Open = Open folder View downloads

The Appointment Request Pack will then be displayed in your PDF viewer.

-

UNIVERSITY OF
CAMBRIDGE

Appointment Request

Carvernt fovoenal Antess

1 Main Street,
LT

1 b i,
ne

et Ctatas af Amniia

The Appointment Request Pack comprises:

Appointment
Request Form

This includes the details that you need about the applicant and their new
position in order to process their appointment. It is the Web Recruitment
equivalent of the CHRIS/10(A) New Appointment Form. It also lists which
supporting documents have been uploaded into the system by the
department/institution user and attached as part of the PDF pack, and
which have been posted to you.

Offer letter

The offer letter will either have been generated by the system using data
entered by the department/institution user or created outside of the system
using the HR18 Conditional Offer Letter template and then uploaded.

Supporting
documents

These include the supporting documents which would have been
previously provided with the CHRIS/10(A) New Appointment form and
which the department/institution user has chosen to upload into the
system. For example, a copy of the evidence of right to work or Tier 2
Certificate of Sponsorship (CoS) Application Form, Appointment
Committee Minutes and so on. Some supporting documents may have
been posted to you, either because it is impossible to upload them (e.g.
the Disclosure and Barring Service Application Form) or because the
department/institution user has chosen to do so.

Application pack

This includes the individual’s application form for the job and any
associated supporting documents (such as their CV and research
publication list).

CoS Request
details

Where the Web Recruitment System has been used to collect details from
the applicant for a Tier 2 CoS Application, the details provided by them
(including any attachments, such as a copy of qualifications required for
the job) are included in the Appointment Request Pack.

4. You can navigate around the Appointment Request Pack using bookmarks. Click on the book
mark icon on the left hand pane of the PDF.
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O

This will expand the left-hand pane (please see the example below).

@ This file claims compliance with the

“_ Bookmarks [¢«] [¥]
P E 2
= [ Appointment
f«/ Reqguest Pack for

Applicant Manual
V2]

L’E'L.

You can then click on the expand button (+)

= 2

k@)b Appointment
& Request Pack for
Applicant Manual

The documents within the Appointment Request Pack will then be listed. Click on any of the
bookmarks to navigate to the section that you require.

Applicant Manux
1 Agpointrmnt
Request form

=[P Cos Documents

F W8T Frther

Infeematicn
golymesy
CHRISPO3] or
Selection
oritaria for the
iob

¥ e
Tier 2 CoS5
Appication
fam

T Agoication Pack
# 0 Apphicatian
Apphicant
Manux
L AlRChment
Coverletter
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b. Printing and Reviewing the Appointment Request Pack

1. Click on File in the top left hand corner of the PDF and select Print from the drop-down menu, or
click on the printer icon (located underneath Edit).

i Appointment Request Pack pdf

Fle Edit View Window Help

_GE',JIZI ‘E

La The file you have cpened com

2. You will now need to carry out a full review of the Appointment Request Pack in the same way
as you would for a CHRIS/10(A) form and associated supporting documents. As normal, you
should be looking for any anomalies in the details of the appointment and supporting paperwork.

Things to be aware of when conducting your review of the documents include:

e The successful applicant’s details in the Appointment Request Form will have been populated
from their online job application form in the vast majority of cases. Only a small number of job
applications are made outside of the Web Recruitment System. In these limited cases, a
department/institution user will have entered the applicant’s details into the system and uploaded
a scanned copy of their application.

e The details of the post and position on the Appointment Request Form should normally reflect
those already held in CHRIS. However, if any of the details have been changed by the
department/institution during the offer process, these are shown in red underlined text. In the
example below, the position basis has been changed.

Appointment Request

isitlon and the offer.

Current Residential Address

1 Main Street,

Kissimee,

Florida,

33702,

United States of America

ling Services Technician

ling Services Technician

h Sclences
Probation Length: 9 Month(s)
Ofter Basis: (_ Assistant
Start Date: 23 Feb 2015

Copyright © 2014 University of Cambridge Last Modified: February 2014 Page 10



Web Recruitment System — Processing New Appointment Requests C@I S

¢ Where there is a No in the Validated column within the costing code section of the Appointment
Request Form, this means that the code is not valid in the Cambridge University Finance System
(CUFS). If the code is not set up in CUFS before you transfer the details of the Appointment
Request to the CHRIS Recruitment Module, this will not transfer properly.

e The supporting documents section of the Appointment Request Form lists which documents are
attached within the Appointment Request Pack and which are being posted to you by the
department/institution.

| Supporting Documents

Document Name* NIA Posted Attached
Basic dsclosure application form v

HR21 security and basic disclosure cover sheet | v
Appointments committee minutes .

Acceptance letter

The department/institution should post them to you with a cover sheet generated from the
system, showing which appointment the documents relate to, the documents enclosed and
whether they are for a Tier 2 Certificate of Sponsorship (CoS) application.

BE UNIVERSITY OF
9P CAMBRIDGE

New appointment - cover sheet for supporting documents

4 10 Xy S KD Bhe Ase A Orens! S Wl By Ao Bt o e WA e seeyd X send ity Sent
Paeans see S et Selow avd OBl Pe ocomens that pow At

eain e Rtp e YAt S e SAEDNAc 1 S0 Hew AjgasetTert lnars Contact dutade

lmu Mrrradet debidds
T [TV —————
asnare Chzudary Lrvad © wEB0Z0) achmin cars. ez b
" crvmene Fen
vacaney ANOLERS - Programming OMcer|Nan-
CMpanTeesl  MMnAs Resannes Dadsion

J reasizas

:L’,_‘m |

O merderin of quattomtions v

D Hadic ditcartare sppricatian fam

n Eviderce of rarve change Y

Once you receive the required supporting documents, you will need to add them to the
Appointment Request Pack. Depending on what they are, it may not be possible to process the
appointment until they have been received. For example, you must not process an appointment
for a new employee until a valid copy of the evidence of right to work has been received as this
is essential before employment. However, it would be possible to process the appointment if the
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basic disclosure application form has not been received by post yet where this check is not
essential before employment.

Please seek guidance from the Recruitment Administration Team Leader if you are not clear
which documents you must ensure that you have received before you complete the processing
of a particular appointment.

e Where the offer letter in the pack has been generated by the Web Recruitment System, the
letters ‘WR’ will be at the end of the reference number in the top right-hand corner of the offer
letter:

our Ref: JR04306/9775@

It is important to know when the offer letter has been generated by the system as this means
that the vast majority of the information in the offer letter will be populated by the same data in
the Web Recruitment System that is used to populate the Appointment Request Form. As a
result, you will not need to spend time ensuring that the details are consistent with one another.

The only additional information that the department/institution can add into the offer letter (which
you should check for anything you should be aware of) is:

o Textin the Other conditions paragraph (other than residency requirements for officers,
which is system-generated), found at the end of the terms and conditions section; and

o A new penultimate paragraph of the offer letter (between the standard penultimate
paragraph about the HR for staff web pages and the last paragraph about hoping that the
conditions above will be readily satisfied).

¢ Where the offer letter does not have the letters ‘WR’ at the end of the reference number, this
means that the department/institution has created the offer letter outside of the system and
uploaded it. As a result, you will need to cross-check the details in the offer letter with those in
the Appointment Request Form to ensure that they are consistent with one another. If there are
any discrepancies, you will need to query this with the department/institution.

c. Other actions outside the system before initiating the transfer

1. Asrecommended in section 2, you should already have CHRIS and the contract monitoring
spreadsheet open on your second screen (with the latter minimised initially) when you are
processing Appointment Requests in Web Recruitment.

2. Find the position (for the Appointment Request that you have just printed) in CHRIS and navigate to
the post level using the mini explorer. Please see section 6.3 of the Introduction to CHRIS user
guide if you are unsure how to do this.

3. Check whether there are any additional positions under the same post and ensure that:
a. The department/institution has selected the correct position; and
b. There are not any historic positions which are no longer required and that can be end dated.

Please make any amendments to CHRIS as required. However, if you find any anomalies relating to
additional positions that you are unsure how to resolve, please speak with the Recruitment
Administration Team Leader.
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4. Whilst you are in CHRIS, you should also check whether there are any changes that need to be
made to the costing code and pension scheme at post level and complete these as required.

5. Log the details of the Appointment Request onto the contract monitoring spreadsheet, ensuring that
you detail if further processing is pending any queries with the department/institution being resolved
or missing supporting documents being received.

d. Initiating the transfer of Appointment Request Details to the CHRIS Recruitment Module

1. Once you have completed steps 4 (a) to (c) and you are satisfied that you have everything you need
to continue with processing the appointment, you should transfer the Appointment Request (the
details of the successful applicant and their appointment) into the CHRIS Recruitment Module. In
order to do this, you will first need to click on the Transfer details option from the drop-down list in
the action column.

Certificate of Sponsorship
RequiredEssential

Secunty

Dr Sacirse Rogerson RIght 1o work o the UK

LBO4I6S: Crive! Budding Servces RFEbINE 222521 o ! 955D rt {both OH and DES) & Appontment Request Pac
Tachnician : S ) OH Medic sl Cleasand e

Start Date: 23.Feb-2015 NMC Regsiration

y Clycal Cantract
Neon-essential
OBS - enhancad only

2. A message box will appear confirming the details of the Appointment Request to be transferred.

Transfer Offer to CHRIS
Ths offer vas been accepied by the appiicant and signed off by the recruter Ths
screan will enabie you 10 send the offer 1o CHRIS and compiate this oy

Ofter Signed of on; 2015-02-09122:23.:21.000

Vacancy: LBOMIGS Chied Bulding Senvices Techncian

Applicant: Dr Saoirse Rogerson

CHRIS Appiicant Reference NumberAPPOLO0S241

Piease note: Once fransfened, ihe offer will De removed from the MR processing view
TO %22 1l agan you can s&ect ihe View Compieled Offers’ opbon

Would you like to transfer this applicant and offer into CHRIS?

Yes, transfer offer to CHRIS No, don't transfer

3. Check that it is the correct one to be processed then click on Yes, transfer offer to CHRIS.
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Transfer Offer to CHRIS

n o 35 been accepted by the applicant and signed off Dy the recruger. This
1 13 1t 1 the oft HRIS and complete 1t 2/
Offer Signed of on:2015.02.09722 23
Vacancy: LBO43846° Chief Butiding Senices Technician
Applicant: Dr Saoirs2 Rogerson

CHRIS Applicant Reference Number ARPON005241

Please note: Once transiemed, the offer wit be removed from thae HR processing vwew

0 56% Il 3gan you can select the View Complated Ofiers

Would you Nke to transfer this applicant and offer into CHRIS?

Yes, transfer offer to CHRIS No, don't transfer

4. Once you click on the confirmation button, the transfer process will commence and you will be
routed back to the HR Processing page where the Appointment Requests are listed. There will now
be a pause in your processing of the appointment that you have just been working on in order to
allow time for the transfer to complete. Whilst you are waiting for this to take place, you should
repeat the process described in sections 4 (a) to (c) for any other received Appointment Requests
awaiting transfer in your area of responsibility. Once you have finished doing so, you should move
on to processing appointment requests received outside of the Web Recruitment System (i.e.
CHRIS/10 and CHRIS/10A forms).

e. Reviewing the progress of the transfer process and identifying next steps

If you have been transferring details of Appointment Requests in the morning, you will need to return
to the Web Recruitment System in the afternoon to check the progress of the transfers. If you
initiated transfers in the afternoon, you should return to the system the following morning to do this.

The transfer is a ten step process that imports:
e Applicant data to an applicant record in the CHRIS Recruitment Module;

e Various post and position information to the CHRIS Recruitment Module, including:
o Position basis;
o Any limit of tenure or limited funding details;
o Probation length;
o Salary details;
o Working hours and pattern;
o Screening checks;
o Principal work location; and
o Cost code.

The transfer progress column in the table of Appointment Requests indicates the current status
of the transfer process, as summarised in the table below.
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Information in the Transfer
Progress column

What this means

[Column is blank]

The transfer process has not yet been initiated
(i.e. the Transfer Details button in the Actions
column has not been clicked and the transfer
confirmed, as described above).

E

L L]

Processing
[More information]

The transfer has been initiated and is in
progress. This will take around 45 minutes to
complete, although this may vary.

Transfer complete with 1
error(s)

[More information]

The system has finished transferring data to
the CHRIS Recruitment Module but an error
has occurred. In the example shown on the
left, one item of data has not transferred
properly to the CHRIS Recruitment Module.

Please see below for further details.

v

Transfer Complete
[More information]

The transfer completed without errors. Where
this has occurred, the Appointment Request
will no longer be visible in the table by default.

Please see below for further details.

v

Transfer complete with 1
error(s)

[More information]

The transfer completed initially with errors (1
in the example on the left) and the errors have
been checked and dismissed.

Please see below for further details.

1. If you return to the HR Processing tab and find that any of the Appointment Requests that you were
working on previously are no longer listed in the table, this will be because they have a status of
Transfer Complete, meaning that the transfer to the CHRIS Recruitment Module was successful. If
you wish, you can double-check this by checking the tick box to show transfers recently completed.

ol

Include transfers completed within the last 30 days
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The Appointment Requests that have transferred successfully will then be visible in the table. You
need take no further action in the Web Recruitment System for an appointment that has transferred
successfully and will be able to continue processing it in the CHRIS Recruitment Module.

2. If an Appointment Request that you were working on now has one or more errors listed in the
Transfer Progress column, click on the [More information] link.

&

Transfer complete with 1

More information]

3. A pop-up window (called Transfer Offer to CHRIS Status) will then be displayed. This shows which
data items did not transfer successfully to the CHRIS Recruitment Module. Which data items have
not transferred will determine the action you need to take next.

Transfer Offer to CHRIS Status

Apphcant Compiete

rabatan Penod Complets
Satary Detatls - Spine Complete
Conlraciual Hours Complets
Primary work locatir Complete
Pre-Employment Check Complete
Weens Worked Complete

DsinNg Code Error

Dismiss error(s) and mark offer complets Ciose Dwlog

a) Inthe example shown above, the costing code has not transferred successfully to the CHRIS
Recruitment Module. This will be because the department/institution user has not entered a
code that is valid, for example, because a grant is not yet live in the Cambridge University
Finance System (CUFS).

It is possible to identify in advance from the Appointment Request Form that this transfer
error will occur because the costing code will have No in the Validated column within the
Costing section (this will update to Yes if the code is set up in CUFS subsequently).

Costing

Costing Type Costing Code Percontage validated

Srant asdl/123.45 RG23243.dfgo 100%
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An error in the transfer of a costing code means that you will need to input this code into
CHRIS when completing the processing of the appointment.

b) When anything other than costing code is listed as having an error in the pop-up window,
you must speak with the Recruitment Administration Team Leader. The Team Leader has
access to additional screens within Web Recruitment to be able to identify the nature of the
error in the transfer of data to the CHRIS Recruitment Module. You will then be instructed
what action you need to take to resolve the error (which will normally be to ensure that you
manually input the particular data item into CHRIS when completing the processing of the
appointment).

4. Once you have identified the nature of the error(s) in the transfer process and any action that this
requires you to take when processing the appointment in CHRIS, you then need to dismiss the
errors within the pop-up window (please see below).

Transfer Offer to CHRIS Status

B sec oty ek v Dewn senl 0 CHRIS |1 Dene are sy erors (hen [y can be

1TRssed hete vl he offer maarkead 88 complete

Apoteant Complote

Comgilete

s - Spoe Comgiete
tractual Hours Complote
Yemary work oCbon Comgplete
Eangddny trased] Chice Complwte
WS Ve Complets

Error

Zosiing Code
@h] and mark cffer compiete Close Diveg

5. Once you have done this, the Appointment Request concerned will no longer be listed in the table
within the HR Processing tab. It can be viewed again by checking the tick box to include completed
transfers.

Vacanchn Offers oy Dol Adnin

Appointment Requests received

Transsr Progress Job Detalle Subrwittod Date Scroenisg Checks Actioss

Mi Samuel Wesmao

Camificans of Spansonhe
AJDA0F; Aczutant .

(
. Requredf

nilal
Apcortrent Re

i }
Start Dote: 237002015

tofty 1

You will see that the status of the Appointment Request in the Transfer Progress column has
changed to Transfer complete with [X] error(s).
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6. No further action is needed for the appointment within the Web Recruitment System and you should
continue processing it in the CHRIS Recruitment Module and the ‘main’ section of CHRIS.

7. When completing the processing of the appointment, you will need to ensure that you:

a. Input any required allowances detailed on the Appointment Request Form. These do not
transfer from Web Recruitment.

b. Enter details about the applicant, post, position or costing code that did not transfer properly
from Web Recruitment (please see section 3 (a) and 3 (b) for further information).

c. Check (and amend as required) the increment date for existing employees transferring at the
same grade within the University as this may have been changed to a new increment date
that is incorrect (e.g. the anniversary of the new appointment).

d. Change the pay scale change reason from New Appointment to the most appropriate
option from the following for any existing University employees being appointed to a new
position:

- Secondment
- Transfer
- Transfer/promotion

e. Check any other terms and conditions that need to be preserved for an existing employee’s
new appointment (such as elements, pension scheme and sick pay scheme) and make any
changes in CHRIS as required.

f. Enter the Expected Occupancy End Date and Expected Occupancy End Reason.
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5. Exceptions to the Standard Web Recruitment Offer and
Appointment Process

a. Appointments still requiring a CHRIS 10 or CHRIS/10A New Appointment Form

In some cases, it will not be possible for departments/institutions to use the Web Recruitment System to
generate an offer and an Appointment Request. This will normally be because:

1) The department/institution has used new RAS to request permission to fill but has not advertised
the vacancy (for example, because an agency is being used as the sole means for sourcing
candidates) or has advertised but has chosen not to invite online applications through the Web
Recruitment System. As a result, there are no vacancy or applicant details within Web
Recruitment for them to use in the offer and appointment process

AND/OR

2) The position being appointed to is one which has particular complexities that cannot currently be
handled by the Web Recruitment System. These are as follows:

e Munby Fellows;

e Marie Curie Fellows;

e Herschel Smith Fellows;

e Library Invigilators;

e Wellcome Trust Fellows;

e UBSS technicians;

e Cambridge Archaeological Unit;

e Appointments where advertising is by a different department or institution; and

e Ceremonial Offices.

Where scenario (1) described above applies, the details of the vacancy will be listed in the first section
of the RAS1 report (which has been updated for Release 4 of Web Recruitment to show vacancies not
using the Web Recruitment System for receiving applications at the beginning). A CHRIS/10A will still
need to be generated and issued to the relevant department/institution for each of the vacancies listed.
An applicant record will need to be created manually in the CHRIS Recruitment Module by the
department/institution as described in the Leavers and Recruitment Process user guide.

Where only scenario (2) applies (i.e. Web Recruitment has been used for receiving online applications
but the vacancy is one of those listed above) then the department/institution will need to use the
CHRIS/10 form, which is still available on the HR Forms pages.

Please note that vacancy administrators can no longer transfer applicant details to the
CHRIS Recruitment module from Web Recruitment.
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b. Changes to an offer once an Appointment Request has been generated

The Web Recruitment system is designed to allow the vacancy administrator to record the data for an
offer, generate an offer letter, record the status then enter the details available at the time in order to
make an Appointment Request.

It is possible that certain offer details (such as start date) may change over time. The vacancy
administrator can change offer details and regenerate an offer letter while discussions are ongoing with
the successful applicant. However, once a New Appointment Request has been generated, changes
within Web Recruitment can no longer be made.

Any changes that occur after this point must be notified to the New Appointment team. Details of the
appointment will then need to be amended within CHRIS after the appointment details have been
transferred from Web Recruitment into the CHRIS Recruitment Module.
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Appendix A — Recruitment Process Systems Overview

The recruitment process begins with the identification and definition of a vacancy. This includes
developing or updating the PD33 or role description and, for new academic-related and assistant staff
vacancies, the grading of the post. Posts which are graded are set up in CHRIS (the HR and Payroll
System) by the Grading team in the HR Division.

The new Recruitment Administration System (RAS) is then used to:
¢ Find the details of a vacancy which exists in CHRIS (posts which have been graded or are
being refilled); or
e Enter the vacancy details for a new academic or research post (these are not individually
graded so have not already been set up in CHRIS at this point).

Permission to fill a vacancy is then requested and granted in RAS.

In most cases, the vacancy should be advertised. Once all required permissions for a vacancy have
been obtained, RAS can be used to place an advert on the University’s Job Opportunities pages and
to send to external media for publication.

In RAS, a department/institution records whether or not they will be inviting online job applications via
the Web Recruitment System. Where the Web Recruitment System is to be used, RAS will:
¢ Insert an ‘Apply online’ button on the advert for the vacancy on the Job Opportunities pages;
¢ Insert a URL in external adverts for the vacancy, which routes to the relevant advert on Job
Opportunities.

The Web Recruitment System can then be used to receive and process applications received.

The first release of the Web Recruitment System focused on:

Allowing applicants to apply online via the University Job Opportunities pages;
Automatically acknowledging applications;

Allowing recruiters to view, email and print applications;

Allowing recruiters/administrators to manage and record the results of the selection process;
and

e Transferring the successful applicant(s) into the CHRIS Recruitment Module.

The second release of the Web Recruitment System focused on:
¢ Allowing applicants to copy personal details, qualifications and employment history from a
previous application;
e Allowing recruiters to generate rejection emails and letters to applicants;
Allowing recruiters to generate reference request emails and letters;
o Allowing referees to upload their reference into the system after a reference request email has
been sent to them.

The third release of the Web Recruitment System focused on:
o Allowing recruiters to generate an email to the successful applicant where they need to provide
information for a Tier 2 Certificate of Sponsorship;
¢ Allowing applicants to log back into their Web Recruitment account to enter the additional Tier
2 CoS information and upload supporting documents;
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¢ Allowing recruiters to download the applicant details required for a Tier 2 CoS so that it can be
attached to the rest of the CoS application for submission to HR;

e Automated marking of an application as eligible for purging 12 months after the vacancy closes

(including extended deletion dates for those vacancies where CoS retention policies apply);

Allowing super-users to mark a vacancy as a purging exception;

Automated deletion of unsubmitted applications two months after the vacancy closing date;

Retaining anonymised data for future trend analysis and management reporting;

Allowing applicants to enter basic disclosure information when a vacancy has a basic

disclosure check selected within new RAS;

e Generating reports of applicant information from within Web Recruitment and export results to
Excel; and

e Adding bookmarks to the application pack PDF, allowing recruiters to navigate around more
easily between applicants and documents.

The fourth release of the system is described in the introduction to this user guide (please see section
1).

Diagram 1 below shows how the different HR systems link together in the recruitment process. Further
information about the University recruitment process is found in the Recruitment Guidance.

Department/institution and HR queries relating to Web Recruitment should be directed to the CHRIS
Helpdesk by emailing chris.helpdesk@admin.cam.ac.uk.
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Diagram 1: HR systems linkages in the recruitment process

Job advert information

Job Opportunities
pages

New RAS

New academic/research post
or amended existing post information

Existing post information

CHRIS

Recruits click link

New appointee information

Web Recruitment
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Appendix B - Web Recruitment Documentation

This user guide forms part of the set of documentation for Web Recruitment comprising of:

‘ Document Type Description

Title

Guide for Selectors User guide A guide targeted specifically at selectors that describes the process of
logging on to Web Recruitment, viewing and downloading application
packs.

Managing Vacancies User guide This is the main user guide, which explains how to find vacancies in the

system, grant other access, download application forms, record outcomes
at each stage of selection and complete recruitment so that the appropriate
retention policy is applied to the details of the vacancy.

Tier 2 Certificate of
Sponsorship —
Requesting Applicant
Details

Quick reference

This is a two page pictorial overview of the end-to-end process for
requesting information from a successful applicant for a Tier 2 Certificate of
Sponsorship (CoS) application. It is intended for users who do not require
the level of detail provided by the step-by-step instructions in the user guide
below.

Tier 2 Certificate of User guide This guide provides detailed step-by-step instructions on how to request

Sponsorship — that a successful applicant logs back into their Web Recruitment account to

Requesting Applicant provide information and supporting documents needed for a Tier 2 CoS

Details application.

Generating User guide This guide explains how to generate rejection emails/letters and reference

Correspondence request emails/letters within the system. It also details how to view
references uploaded directly into the system by referees and how to upload
references received by post/email.

Generating Reports User guide The Web Recruitment system provides standard vacancy reports for

applicant and referee details (for example, for use in mail merges or for
email lists). This document describes the standard reports and how to
generate them. It also describes how to use the custom reporting tool built
into the application.

Managing Offers

Quick reference

This is a two page pictorial overview of the end-to-end offer and
appointment process. It is intended for users who do not require the level of
detail provided by the step-by-step instructions in the user guide below.

Managing Offers User guide This guide describes the process of making an offer, generating an offer
letter, recording offer outcomes and entering additional information so that
an electronic appointment request can be made to the HR New
Appointment  team. This process replaces the need for
departments/institutions to use the CHRIS Recruitment Module and CHRIS
10(A) form for most appointments.

Overview of the User guide A guide for internal users of the Web Recruitment System that describes

Applicant Process the process of making an online application from the applicant's
perspective.

Applicant Frequently FAQs This document details common queries from applicants that have been

Asked Questions (FAQS) reported through the CHRIS Helpdesk, in the applicant survey and to
vacancy contacts within departments/institutions.

Administrator Frequently | FAQs This document details common queries from recruiters, selectors and

Asked Questions (FAQS) vacancy administrators reported through the CHRIS Helpdesk, in the
department/institution benefits survey and system demonstrations.

Processing Appointment | User guide This guide is for the HR New Appointment team and describes how to find,

Requests

check and process Appointment Requests from departments/institutions.

The above documents and additional information, including links to the videos and release notifications,
can be found on the HR Systems Web Pages.
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