Post and Position

4 Additional Post Detalils

Once the new post has been created you will need to add further details. There are four
Process Chains that are used for this.

New Post (Graded)

New Post (Ungraded)

New Post (graded) with split costing

New Post (ungraded) with split costing

Process chaining:

Pracess chain |

MNewy Post (graded) with split costing
Mesw Post (ungraded )

MNesw Post (graded)

MNew post (ungraded) with split costing

Which is used depends on the post being defined. Look at the funding section of the
CHRIS/1 or CHRIS/2 form to establish if you require the New Post (graded) or New Post
(graded) with split costing screen chain. Appointments that are created using the New
Short-Term (ungraded) Appointment — CHRIS/11 form will require one of the ungraded
screen chains. Look at the pay details and funding sections of the New Research
Appointment CHRIS/12 form to establish which screen chain to use for a Research
appointment. The following pages demonstrate how each of these is used.
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4.1 New Post

The New Post process chain encompasses many of the Trent forms that allow you to add

key data to newly created Posts. The following diagram shows the forms encountered in

the chain.
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4.2 Starting the Process

Navigate: Organisation > Posts > Search for New Post > Process
Chaining > Process Chaining

If you have just created the new Post ensure this is selected. If not:

Select the University of Cambridge organisation

Select the Posts menu item from the Action Pane
Search for the Post to be maintained

Select the Process Chaining menu from the Action pane

E A

(0 Post details

|2} Costing

(&) Terms & Conditions
(&) Profile

[#0) attachments

(& User defined forms

IEl Process chaining

& Process chaining

5. Select the Process Chaining option and type in the required date in the
effective date field.
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4.3 Creating a New Post - Graded

1. The resulting form will allow you to select the required Process Chain from the
picklist available.

Process chaining:

Pracess chain |

MNewy Post (graded) with split costing
Mesw Post (ungraded )

MNesw Post (graded)

MNew post (ungraded) with split costing

2. Select New Post (graded) and click on the Start button to commence the
process. The first step will then be presented (Post Details).

Chain; MNew pos

Step 1 of 8 (graded)

Post details; Clerk

Post |Clerk
Start date 01/02/2007
End date change? [

Erd date
Post reference SO000057
Current status Live

Job share O

Suspend from |

[

Suspend to |

Probationary period | | ﬂ H
Location | H

Structure group 1 |Dther Institutions ;l H

Structure group 2 | j
Third party return details
Teacher [

Save Delete
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3.  Click the button. The following message will appear at the top of
the screen.

@ Changes have been saved.

It is essential to save this first screen before you proceed to the next steps

4.3.1 Payscale Values

1. Click on the Next Step button, this will present you with the form used to enter
the Grade Details

Chain: MNew Post (graded)

]I Payscale values : Clerk

Grade .I__"é::.

Payrent
table I ll

FT Salary |

Protected |
Crverride |
minimuIm
Crvettide I
maximm

Grade
payrment
table

Grade
minimuIrm
Grade
maximmLm

Mext
increment
date

Additional
inCrement
.Jv I i T S B I TP e i =

] Ll 1

4]

]

2. Choose the required grade from the drop down list

3.  The payment table will automatically be filled from the above
Note that the Grade minimum and Grade maximum will display the bottom and
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top service point of the chosen grade.
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Chain: MNew Post (graded)

Grade

=

i [ T
tahle

FT Salary |

Protected |

Crverrice I
MiFirnrm

I KN Rl

Crverricde I
(EE Y
Grade
payrment Mational Spine
tahle

Grade
mirirnLnn
Grade
Maximum

Mext
inCrenment | |:|
date

‘ﬁgdltﬁ["ﬂ‘_ﬁﬂ T AP T BT AT s e s a i, g st

L]

158,157.00

20,436.00

4. Clickthe . ™ putton
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4.3.2 Structure Costing

1. Click on the Next Step button, this will present you with the form to enter the
Structure Costing information.

Chairi; [New Po

Structure costing: Structure, Mo, 1

Organisation
Organisation default cost code ERROR

Rule

Fule nare Eﬁfﬁv Ll ]I
Level details
Mo, 1
Costing lewvel [W =l
Length 24
Percent | 100,000
Start date 04/04/2007
End date | ]
¥
Save Delete

2. Replace “No default code applies” in the Cost Level field, with the relevant
string in the “Cost Code” field, 100 will automatically be entered in the

“Percent” field.
)

3. Clickthe. ™8 putton
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4.3.3 HESA Details

1. Click the Next Step button
This will take you to the HESA details screen. This is a large screen. Use the

full screen button =] to view the information more easily.

Chain

HESA details: Clerk

Campus identifier |Entire Institution =1
Senior management post [ II
atypical ™ 1]
Exclude from HESA return [ 1]

Principal source of basic salary |

Secondary source of basic salary |

Percentage of salary charged against general income | H
MHS contracts | LI H
MHS contract grade | Ll H
Healthcare professional speciality | ﬂ H

Acadernic employment function lNDt teaching and/or research ;l _._[

HEI joint contracts |

Cost centre

W C U e v WO LN PO R R

Agt%{,u T SR eI R ' S W T __\_m.x,\_._,)\.w-.ﬁm__.a;J;L[ J;Eﬂ.t[at Aﬁdﬂlnﬁt@ﬁ@ﬂﬁugﬁf

2. The Campus Identifier will be automatically inherited
3. Leave Senior Management Post blank. It will be maintained by the HESA
correspondent.

4.  The Atypical checkbox will be set by inheritance and any further maintenance
will be done by the HESA correspondent

5. Exclude from HESA return will be set by inheritance if the Employment Basis
is in Chairmanship/Headship, College Officer, Roll of Regent House records,
Excluded Classes, Research Student, Associate and Affiliated Lecturers.

6. Use the drop down lists to input principal source of basic salary. The source
for this information is the costing information section of the appropriate
post/appointment form. It may be necessary to perform a look up in CUFS in
some cases.

If the post is “Wholly general institution financed” the Secondary source of
basic salary will autofill to “None” and the Percentage of salary charged
against general income will autofill to “100%".
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7.  Secondary source of basic salary only needs to be set when the costing is
split. If the Institution is funding a minority percentage of the post (between
the ranges 0 — 49%), set the Secondary source of basic salary to “Partly (not
mainly) financed by the Institution”

8. Percentage of salary charged against general income: set to 0 if wholly
externally funded. Set to a number between 0 and 50 if the funding is split
and one component of the funding is “Partly but principally financed by the
Institution”. Trent will set this to 100% automatically if “Wholly Institution
Funded” is selected for Principle source of basic salary.

9. NHS contract grade is applicable only for Clinical appointments. See HESA
appendix.

10. Healthcare professional speciality is applicable only for Clinical appointments.
See HESA appendix.

11. Academic employment function will be set by inheritance and should not need
to be maintained.

12. HEl is always left blank as the University does not issue joint contracts with
other HEI's.

13. Activity Code 1 will be set for all Academic and Research appointments. This
field must be set for all non Academic and non Research posts at post
creation time. The source for this information is the Post creation form.

14. Activity codes 2 and 3 are not used.

15. Cost Centre can be left at the inherited value. Any overrides will be provided
by the HESA correspondent.

16. Percentage can be left at the inherited value of 100%

17. Click the Save button
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4.3.4 Hours and Basis Details

1. Click on the Next Step button

Step 5 of 8 Chain: MNew Pos

Post hours and basis : Clerk

Post hours | 36,50 ][

FTE haurs | 38,50 [

Budgeted hours | ]I
Allocated FTE 0.00
FTE wariance 0.00
Allocated hours 0.00
Unallocated hours 0.00
Headcount 1]

annual weeks worked | sa.2s| I

Cateqory | ;l
Basis |ﬂ«55i5tant ;l ]I
Tvpe |ﬁl55i5tant S j ]I
Change reason | j

'FTE details
FTE walue 1.00

Save

2. Check the inherited details on this form and amend details for hours,
category, basis and type according to the details provided on the New Post
Request Form as necessary

1}

3. Click the Save button
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4.3.5 Check Details
1. Click on the Next Step button

| Check details: Mew

Essential [~
statdate [
End date | 2R
———
Save

2. The New Check Details screen will be displayed.
If no checks are required, use the next step arrow to advance to step 7.

The Right to Work check is a requirement for every Post. This is an inheritable
item set very high up in the organisation and does not require setting as part of
the screen chain.

Where a Criminal Records, OH Medical or Security check is required for the
Post, click the drop down arrow to the right of the name field and select the
check.

Chair: New Post (graded)

Check details: Mew

name [

Essential

Start date

End date

| Save
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3. Tick the essential box and complete the start date.
— }

4. Clickthe . >™  button

Chain; New Post (graded)

Check details; OH Medical Clearance

WEWER O Medical Clearance
Essential ¥
Start date O4/04/2007
End date |

Save | Delete

5. If additional checks are required — Criminal Records or Security, select New
Check Details

=) Checks

b _heck details

T New - Cheﬁ details
= Inheritanc art
= Histary

Process chaining

6.  Click the drop down arrow to the right of Name and select the required check
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Step & of 8 Chain: MNew Post (graded)

Check details: Mew

Nare

Essential

Start date |

End date .. b

7. Check the Essential box and enter the date

Chairi: INew Post (graded)

Check Q.tails: e

Harme

Eszential ¥

Start date |04

End date |

| Save

Sawve
8. Click the' - ! button
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4.3.6 Address Details
1. Click on the Next Step button

Sel Il
Address type | Address

The Cld Schools
Trinity Lane
Carnbridge

CB2 17T

Start date  |End date
04042007

1T s

Expand/Callapse folders )

=) addresses

R Mew - Address details

Process chaining

2. The current UMS address for the Post will be displayed
3.  Select this address in the object pane

Select Al
Address type  Address

Start date End date

ExpandfCallapse folders )
(=) Addresses

W Mew - Address details
= Inheritance chart
= History

Process chaining

Address details: UMS

Address type |UI'-'15 ;l

House Mame [The Old Schools

Mumber/Streat |Trir'|it3f Lane

Local area |

POSTTOWN |Cambridge

COUNTRY |

POSTCODE (M=

Country |United Kingdormn
Start date 04/04/2007

End date |

4.  This will then display step 7 of the chain. There should be no need to amend

this data.
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4.3.7 Terms and Conditions Details

1. Click on the Next Step button.

Select al

Terms & Conditions item | Choice
1 o3P - Sickness Occupational Sickriess Scheme
j[ Faculty Mernbershin Mo Faculty

1 competent Autharity Counci

Terms 8 conditions : New

1 orp Occupational Maternity Sche
11 Final Salary Scheme  |CPS Tac term (I ~
Choice | ;l
4 5 Motes
Expand,Collapse folders =Y Start date | ]
(=0 Terms & Fundltluns End date I ]
Eog Mewy - TR details
Save
) attachments
{E0 Process chaining

2. Theinherited Terms and Conditions for the Post will be displayed.
Check these details (e.g. Final Salary Scheme is CPS or USS as appropriate),
again there should be no need to amend these details

Click on the new Post in the navigation trail to leave the screen chain and view the mini
explorer

Organisation : University of Posts : Clerical Posts ' Terms & Conditions : O5P - . New - T&C details
Cambridae Assistants Clerk ¢ Sickness " {structure)
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4.4 New Post (Ungraded)
The process for adding details to a New Post (Graded) is similar to that used for the
New Post (Ungraded) process, with the following differences.

4.4.1 Starting the Process

The process can be found in the same place, but you need to select the New Post
(ungraded) process.

Process chaining:

Process chain |New Post (ungraded) ;l

Start
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4.4.2 Salary Details

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

Il salary details : Clerk

E LEane Curie Fellow ll
FT Salary | [
Crverride el .
ME | W ekl
iR Fartnightly
Crvertide I_ Lunar
i Monthly
—— Quarterly
il e Half *Year|
Grade Howirly
maximuInm Periodic —
Protected pECLol =
rate of | E[
pay
FTE value 1.00
Pro-rated
tate of 0.00
pay
Change -
reason l _I
—-l —"
Save Delete

If the Post is that of a Marie Curie Fellow, Student, KTP Associate, Slade Professor of
Fine Art, Proctor, Pro-Proctor or Additional Pro-Proctor select the “grade” from the top
drop down box for labelling purposes. Select the frequency of salary, and save the
details.
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4.5 New Post with Split Costing

The Costing section of the new post request form can be used to determine whether a
post is to be funded from more than one account code. If this is the case then select the
appropriate screen chain — New Post (graded) with split costing, or New post (ungraded)
with split costing. These screen chains contain the same forms as previous with the
addition of an extra form to allow split costing.

Process chaining:

Process chain |

ey Post (graded) with split costing
Meswy Post (ungraded)
Mesw Post (graded)

i
Mew post (ungraded) with split costing

1. Complete the screen chain as previous instructions.
2. At step 3 enter the first cost code as instructions above

Chain: MNew Post (graded)
with split costing

Structure costing: Structure, Mo, 1

Organisation
Organisation default cost code ERROR

Rule
Rule name [UC1 =l ¥ %
Level details
Mo, 1
Costing level Istmtt!.rre =
Length 24
Caost code |U',_5'E;SEDD.EF.KP§1AB{&E,DE&GH;
Percent | 100

A _\__._... i ‘.,,_MI*-M""‘"--'--\\,m.r..n---*x-tﬁ._«-"'.q‘f‘-"ﬂ_\___ et _h_‘,-"""*“--\.__ '\Hx-\d"'r-'\."#.‘“-"‘m_ﬂﬂ S
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3. Step 4 of the process chain will open the “split” costing form

Structure costing: Mew

Organisation
Organisation default cost code ERROR
Rule

Fule name [@@:ﬁ : LI

Level details

)=
Cost code |

Percent | i
12{04/2007]
End date |

.Eplit records
Cost code Percent Celete?
Mao.l |U.SF.SFOD.EFKM.AB2| 100.000 O

4. Enter the details for the second code and the percentage and adjust the
percent for the first code in the box called “split records”. The total % must

be 100 at all times.
e}

5. Clickthe ™  button
6. Step 5 will continue with the HESA details as previously
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4.6 Creating a Position

Once a post has been created it is then necessary to create a position. If a person is to
occupy a post it is always by means of an intermediate position. Positions are a location
in the Organisation structure in which a person can be placed.

A blue position icon - indicates it is occupied by a person

A green position icon # indicates a vacant position

A position always belongs to a Post.

Navigate: Organisation > Posts > Create Position

1. If you are completing this step straight after completing the new post screen
chain use the navigation trail to navigate back to the mini explorer and
ensure that the post under which you wish to create the new position is
selected.

2. Click the Create Position option in the Action Pane
Trent opens the Create linked item page in the display pane

Create linked item:

Marme |

Quantity |

Save

3. Enter a name for the new position.
The Post name is the ‘formal’ title and the position name is the ‘in-house’
title.

4. Enter a quantity of 1

5. 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, showing a vacant (green) chair for the
position.
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4.6.1 Position Reference number & position status

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
3. View and record the position reference number

Position details: Administrative Officer Grade I

Job title |x-‘-.dmir|istratiﬁ.fe Officer Grade I
Start date 01/02/2007
End date change?

End date
Position reference 70000015

Probationary period | j 1

Location | 1

Dccupant Yacant

Reporting unit Training

Reports to |ﬁ.dmir‘|i5trab:|r G
Yacant (01/02/2007 -

Expected position end
date I O

Expected position end -
FESS0N I J

Structure group 1 |D1j’|er Institutions j 1

Structure group 2 | j

Position status

Eocitimin otah o I vI

4. Where required enter the Position Status

Position status

Position status

Pending Authority
Mo permission status

Held in abeyance

Held vacant to create savings
Per migsion o Fill granted

Third party return details

Teacher
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5. For a new position the position status will automatically be set to permission to
fill granted. When the position status is changed to permission to fill on the
strength of a letter from the Resource Management Committee section, the
letter reference number ("ACD reference") is to be put in the Change Reason
box.

Note: Pending authority position status is used for migration purposes only.
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4.7 Creating a Position on a temporary basis

To create a temporary position it is necessary to also make use of Expected position end
date and expected position end reason fields within position details.

N =

6.

Create a position following the instructions in 4.6

Select the position created from the mini explorer

Select position details from the action pane

Enter the date when the position is expected to end. This information is the
equivalent in SECQUS of entering a post expiry date.

The date is for information purposes and will not end the position at that
date.

The information source is the New Post Request form CHRIS/1 or CHRIS/2
or New Casual Appointment CHRIS/11 or New Research Appointment
CHRIS/12 form

Expected position end
date

Expected position end -
FESS0N I J

o1/02/2008 |

Enter the reason for the position ending by selecting from the drop down box

Zhain

End of Chain

End of funding
Fixed term confract
Maternity Cover
Mature of Office

Cher

Secondment

Sickness Cover b

Specific Project ;l
. Save

Click the button
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4.8 User Defined Fields

Some of the data required for Cambridge University will be held on fields in forms that are
not standard with the Trent application, these are referred to as User Defined Fields
(UDFs).

4.8.1 Role Code Number

Posts that go through Pay and Grading are given a Role Code Number and this
information is being migrated into Trent. Where a position has been assigned a Role
Code Number this can be viewed in the User defined fields.

1. Select the position
2. Select the User defined forms menu and choose UDF Categories (Position)

¥ &= Unestablished Adm ~
* &2 Unestablished Advi
+ ﬁUnestahlished Cap:
=% Unestablished Cap:
+ ﬁUnestahlished Cap:
+ éUneztahliShed Cap:
+ ﬁCDmputing Officers
&= Others
&= Research Posts
= éSuppDrt Posts
= &= Clerical Assistants
= &= Chief Clerk
Sl --X it
1 3
Expand/Collapse folders a

TSI ST ary

= Position inheritance surmmary
| Costing
|Zl Terms & Conditions
| Recruitment
|£ Profile
[# attachments
IUDF Cateqories (Positio

|l Process chaining -

3. Select Role Code Number from the list of UDF Categories and click on UDF
Details (Position).
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LDF Category Mo, of rows
® Invigilator Rate 1]
@ Location 1]
@ MHS Trust Information 1]
@ FResearch Group 0

. Role Code Nurmber
@ University Office 1]

7 p.

Expand,Collapse folders
IEI [l ategoriac

(0 Process chaining

4. The Role Code reference will be displayed

Reference

i p.

Expand/Collapse folders

(=) UDF Details
= JDF Details (Position)
A Mew - LIOF Details (Position)

(D Process chaining
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4.8.2 Adding Role Code Number

The Grading and New Post Request Form CHRIS/1 will be used to record the Role Code

Number where applicable. This number should then be recorded in Trent in the UDF

Details for the position.

5. Select the newly created position
6. Select User defined forms and then UDF Categories (Position)

* &= Arcounts Clerk
¥ =2 Chief Accourts Clerk
* &= Junior Clerical Assistant
= ﬁSecretary

+ #‘ Secretary (Mo permission status)
= & senior Library and Information Assistant

¢§§' Senior Library and Information Assistan

+ ﬁSeniDr Library and Information Assistant

4 4

Expand/Collapse folders
=7 Position inheritance summary

IE) Costing

[£) Terms & Conditions
[#) Recruitment

I Profile

[#) Attachments

=T5er defined forms
@ UDF Categories (Pasition

I[E] Process chaming

7. Select Role Code Number from the list of User Defined Fields and click on

UDF Categories (Position)

LUDF Category Mo, of rows

@ Invigiator Rate

@ Location

@ NHS Trust Information
® Research Group

@ University Office

0
]
0
a
. Role Code Murnber _
]

Expand,Callapse folders =N

[ZD UDF Categories
@ LDF Details (Positi

[ Process chaining
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8. Select New — UDF Details (Position)

Il UDF Details

Eog Mews - LDF Details (Position)

IE) Process chaining

9. Key in the Role Code Number

UDF Details: Role Code Mumber - & 1 Hunter

Reference ||

Save ! Delete !

10. Clickthe . ~™  button
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4.8.3 University Office

Where an established office position has been created from a CHRIS/1 or CHRIS/2 form
the UDF should be used to record the University Office. This information is used in the
establishment Report.

1. Select the newly created position
2. Select User defined forms and then UDF Categories (Position)

3. Select University Office from the list of User Defined Fields and click on UDF
Categories (Position)

UDF Cateqory Mo, of rows
@ Invigilator Rate 0
@ rHS Trust Information ]
® Raol Code Mumber ]

L3 University Office

Expand/Collapse folders =N

[El UDF Categories
@ UDF Details {Position)

(&) Process chaining

4. Select New — UDF Details (Position)

University Office

Expand/Collapse folders =N
I} UDF Details

A Mewy - LIDF Details (Position)
I&l Process chaining
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5. Select the appropriate University Office from the drop down box.

UDF Details: University Office - Readet

LIniversity I
L8 I ———_—_—_—_—_—_—_——

Arcadernic Secretary
adrministrative Officer
Adrninistrative Officer Grade [
Adrninistrative Officer Grade II
Adrninistrative Officer Grade III
Administrative Secretary
Ldvisory Officer

Advisory Officer Grade I
Advisory Officer Grade 11
Advocate

Click the Save button
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