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1.1

Introduction

Overview

The Recruitment Administration System (RAS) v3.1 replaces the previous version of RAS. It
includes enhancements such as the ability to advertise a vacancy on the Job Opportunities pages so
that applicants can apply on line.

The live instance of RAS is available at: http://ras.admin.cam.ac.uk

The system is also available from the HR Systems Landing page:

http://www.admin.cam.ac.uk/offices/misd/services/staff/cam-only/index.shtml

Please contact your CHRIS key contact to request access to RAS and RAS UAT. Departments
may need to recruit and train more RAS users if they do not want current RAS users to have to
handle the approvals step of the process. CHRIS key contacts will need to request access via
the CHRIS Helpdesk.

Queries relating to RAS should be directed to the CHRIS Helpdesk by emailing
chris.helpdesk@admin.cam.ac.uk.

A new RAS ‘HOW Do 1?7’ document with frequently asked questions is also available on the HR
systems web pages along with the latest release note.

Please note that:

e New RAS should be used for all vacancies which require permission to fill even if you do not
wish to advertise the position.

e The original version of RAS confirmed that the paper-based permission to fill process has been
completed before allowing media to be advertised. However, new RAS includes an electronic
permission to fill process. The permission policies for different job groups, funding sources and
Schools are built into it so that it knows when School and Resource Management level approvals
are required in addition to department-level approval.

¢ Where you wish to request permission to fill for (and subsequently advertise) a vacancy that is

currently in CHRIS, you will not need to enter all of the details into the system. New RAS will enable

you to search for the position and you will just need to confirm some details before requesting
permission to fill. This also applies to hew positions which have been set up by Grading and
Reward after you send them a CHRIS/PD33 for grading. You will no longer need to complete a
CHRIS/1 form.

e For new ungraded jobs (e.g. academics and researchers), RAS will help you to enter all the
necessary data in the right format and automatically transfer the details into CHRIS when
permission to fill is granted. This will eliminate the use of the CHRIS/2 form.

e Itis expected that fixes and enhancements to new RAS will be made approximately every
three months.

e If using Internet Explorer 8 and your browser seems unresponsive, press F5.
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Log-in

Use your Internet Browser to go to http://ras.admin.cam.ac.uk.

The screen below will be displayed.

? 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.

1. Click onthelink log in using Raven to access the system

Cambridge Recruitment

You need to log in using Raven to access the system.

If you need help, please contact the CHRIS Helpdesk (tel. 60999,

chrishelpdesk@admin.cam.ac.uk).

2. Enter your Raven User-id and password

UNIVERSITY OF
CAMBRIDGE Raven Authentication Service

Univarsity of Cambridge > Computing Service > Raven
The web resowrce you requested requires you 1o identify yoursed [heip - why am | seeing this?]. This resource calis itself

‘Recruitment Administration System (RAS) and is provided by [he websile uat .admin.cam.ac.uk. You should
only proceed if you are happy to be identified to this site

—_— User-id
Password
ovemde login ogtions for this session?

[Submit ] | Cancel
[help]

Always qut your wed browser whan you have Snished accessing semces that reques authenbcation Do not disclose your Raven password
to aryane and only enter £ on web pages with URLs that start https: “/raven can ac. uk”. Please report altempts to cbtan your
password by other maans ?;,
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3. Recruiters — Creating Vacancies, Requesting Permission and
Advertising

3.1 Starting Work on a Vacancy

3.1.1 Navigating through the initial screens

1. Select Vacancies from the top left of the screen

Rl T
.mulurul.
e 28wy AETA S

Recruitment Administration System

Welcome to the Recruitment Administration System.

Choose one of the available options above to begin.

As a new user, there will initially be no vacancies displayed on this page.

2. Click on the Add vacancy button

e 7 AT
Lmbiead grartytinenl,
P AL UR

Vacancies

iowing: [EFTT- S - ¥
Nothing found to display. Viewing: [ERITEE

Use the ‘Find vacandes” option to Jook for specific vacancies you have alresdy started
working an within RAS. For all new vacancies (whether for a new job or for an existing job
in CHRIS) select the "Add vacancy’ oplion.

The next page will allow you to find a position or add a position/vacancy.
AT s T

Vacances

Existing positions

To begin the process for requesting permission to Gl for 2 vacancy in RAS, vou either noed to:

» - Uso the 'Find position' button to seloct the relevant position wheee vou are refilling an existing position or filling
an academic-related or asss st position that has bests graded,

» - Use the 'Add position, vacancy’ button where you are filling any ressarch staff position, a new academic position
ar a temporary ungraded academic related or staff position of nine hs or fewor.

m Addl position vaeaney
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The option which it is appropriate for you to select will depend on whether the vacancy you wish
to work on in RAS either:

A. Already exists as a vacant position in CHRIS — This will be the case where you are
refilling a position where the current/previous occupant has been made a leaver, or where
you have had a new Assistant or Academic-related staff position graded and have been
issued with a CHRIS/1 form by the Grading and Reward team.

or

B. Does not already exist as a position in CHRIS — This will be the case where you are
creating a new Academic or Research staff position of any length (and would previously have
used the CHRIS/1 form), a new ungraded Assistant or Academic-related staff position of nine
months or less or recruiting temporary cover.

If your vacancy falls into category A above, please follow the steps outlined in Section 3.1.2. If
your vacancy falls into category B, please follow the steps outlines in Section 3.1.3.
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3.1.2 How to proceed where your vacancy already exists as a position in CHRIS

1. Follow the steps outlined in Section 3.1.1.

2. Click on the Find position button

Existing positions

To begin the process for requesting permission to fill for a vacancy in RAS, yvou either need to:
« - Use the 'Find position’ button to select the relevant position where you are refilling an existing position or filling
an academic-related or assistant staff position that has been graded.
« - Use the 'Add position/vacancy' button where you are filling any research staff position, a new academic position
or a temporary ungraded academic-related or assistant staff position of nine months or fewer.
D —
{ Find position Add position /vacancy

3. You will be taken to the Find positions page. Here you need to enter information about the
position you want to work on in RAS (such as Position title, Position reference number and
the details of the current/previous incumbent of the position) and then click on the Search

button.
Find positions
Position title

Senior Scientific Administrator

Position reference number
[70006553

Employee first name

Employee last name

Please Note: If the previous occupant of the position is an academic who has been promoted
through a senior academic promotion to a Senior Lecturer, Reader or Professor, the position
into which you are recruiting must be the underlying University Lecturer position. You can use
the mini explorer in CHRIS to navigate to this position and find the position reference number. If
you require assistance with how to locate this information, please contact the CHRIS Helpdesk.
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4. You will be taken to a list of all new/vacant positions in CHRIS which match the search
criteria you entered. Click on the Use button next to the position you wish to work on in RAS;
this will take you through to Step 1 of the RAS process.

Existing positions

You searched for:
Position reference number: 70006553
itle: Senior Scientific Administrator

POSITION NAME ¢+  GRADE ¢  PREV/CURRENT *  ACTIONS
EMPLOYEE

Senior Scientific Administrator
T000654%: Degartaent of Public Health and Primury Care, The

Primary Care Unit

Please note: If the position you want is not shown in the list, this may be because:

e The current occupant has not been made a leaver — If this has not been done
because the leaving date is to be determined (but that they are leaving has been
confirmed), the latest possible leaving date should be entered. This can always be
changed later by contacting the CHRIS Helpdesk. Please see the manual found at
http://www.admin.cam.ac.uk/offices/misd/services/staff/cam-
only/training/manuals/introduction/recruitment.pdf.

e The current occupant has not been transferred out yet - If a person is transferring out
of a position to another University appointment, the HR New Appointment team will need
to have actioned this before the vacancy can be viewed in RAS. If you believe that this
has not been done, please contact them via hrnewappointmentteam@admin.cam.ac.uk.

e The position will become vacant at a point in excess of 12 months from the
current date — New RAS will only display vacant positions up to one year ahead.
Please contact the CHRIS Helpdesk if you need to view a vacancy beyond one year.

5. Please follow the manual instructions (starting in Section 3.3) for completing Steps 1 to 5 but
be aware that some sections and fields (for example, position details fields, grade, and job
categorisation fields) will be auto-populated from the data held in CHRIS. You will not be able
to amend most of this data, although it will be possible for you to change the funding
information.

Please note: If you realise that you have selected the incorrect position, please contact the
CHRIS Helpdesk.
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3.1.3 How to proceed where your vacancy does not already exist as a position in CHRIS

1. Follow the steps outlined in Section 3.1.1.

2. Click on the Add position/vacancy button; this will take you through to Step 1 of the RAS
process.

Vacancies

Existing positions

To begin the process for requesting permission to fill for a vacancy in RAS, vou either need to:

« - Use the 'Find position’ button to select the relevant position where vou are refilling an existing position or filling
an academic-related or assistant staff position that has been graded.

« - Use the "Add position /vacancy’ button where yvou are filling any research staff position, o new scademic position
or a temporary ungraded academic-related or assistant staff position of nine mogthsocfe

3. Please follow the manual instructions (starting in Section 3.3) for completing Steps 1 to 5.

Please note: New assistant and academic-related posts which have tenure of nine months or
more cannot be set up on new RAS. These need to be graded by the Grading and Reward
team, who will then set up the posts in CHRIS, making it possible to find them in RAS using
the Find position button (as described in Section 3.1.2). If you try and create a post of this
type using the Add position/vacancy button instead in error, you will receive the message
shown below after completing Step 1.

Adding a new vacancy

Senior Secretary

STEF R
Joby Detaily

You are trying to set up a new academic-related or assistant staff post lasting nine months
or more. These types of post must be graded by the Grading and Reward team and set up in
CHRIS before you can proceed.

Please submit a completed CHRIS/PD33 Role Description and Grading Request Form to
the Grading and Reward team to initiate the grading process. You will recesve a CHRIS/1
form back from them to confirm the grade of the post. You must receive this before you can
use RAS to find your post, request permission to fill and advertise vour vacancy. The
grading process normally takes 8-15 working days.
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3.2 Step1-Job Type

The ‘Adding a new vacancy’ screen will be displayed, with your department(s) shown as the
Organisation unit.

:(ﬁ: Tip: As you work through the options you will notice that there are question marks Y
the right hand side of some of the fields, which contain guidance notes on how to
complete the field. Place your mouse pointer over a question mark icon to read the
notes.

1. Select your Organisation unit. If you have access to more than one department you can
select a different department from the dropdown list.

Addmg a new vacancy

Basle detalls

Organizabion anit

| Dopart:

Easost possible start dato v

"""‘”L‘\. jdgul_dn“grw 00’0#“_)-—"’“»"‘!‘/" B

2. Enter the earliest possible start date for the position. It will not be possible for a person to
occupy this position before the date you enter because the position will not exist. This
information is passed directly to the CHRIS system to create the vacancy.

Please note:
e If you are creating a brand new position, you should use today’s date for the
earliest possible start date.
¢ If you are re-filling an existing position, you should use the day after the current
occupant’s employment is due to end (unless you have set up an overlap position
with the New Appointment Team).

It is important that you follow the guidance above to prevent any issues later on in the
appointment process (e.g. if you select a start date in Web Recruitment which is
earlier than the earliest possible start date then this will cause issues with the transfer
of data between HR systems and hold up the appointment).

It does not matter if the earliest possible start date you specify here is much
earlier than you expect someone to start.
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Earliest possible start date @

January 2012

Tu WE TH Fr

Expected end date
1
Please provide either an appointment{ = 3 4 5 6|7 8
penod {b i0 i1 i2 i3 14 i5
16 17 18 19 20 21 22
23 24 25 26 27 | 2B =29
When does this appointment end? 0 a1
=]

Note: You can use the calendar icon to select the date or manually enter the date e.g.
dd/mm/yyyy, dd-mm-yy or dd mmm vyy.

-

(@: Tip: If entering a date more than 12 months in the future, enter the date manually and do
not use the calendar tool.

3. Where applicable, either enter the end date of the appointment or complete the Tenure period
and Units of tenure fields.

Expected end date

Please provide either an appointment end date. or tenure length. v

When does this appointment end? »

Tenure period Units of tenure
2 Years v
Expected end reason v Position cover reference v
Limited Funding ”

4. Where a limit of tenure has been entered select the Expected end reason

If you select Temporary Cover/Sickness Cover/Maternity Cover, the position reference
number of the position being covered must be entered in the Position cover reference
field. The position reference entered will be validated against CHRIS and you will not be
able to proceed unless the reference is both present and valid. The funding on Step 3 will
also be defaulted from the position cover reference.
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Expected end reason w  Position cover reference ) “

Temporary Cover

Honorary Clinical Contract
Limited Funding
Maternity Cover
Permanent but funding limited -
Project - seasonal work
Rotating appointments
Sickness Cover 9o
SOSR - CRI Only -
‘SEciﬁc Proi'oct

PO
Training
Transitional Duties during re organisation

If the position is permanent but has limited funding, select Permanent but funding limited
from the expected end reason drop down list and then use the tenure period and units fields
to indicate the length of the funding.

Tenure period @  Units of tenure
2 Years -
Expected end reason @ Position cover reference @
Permanent but funding limited -

5. Select the Vacancy category from the drop down list. This category will be used on the
University Jobs Opportunities webpage (www.jobs.cam.ac.uk).

Vacancy category @
Research -

Academic

Academic-related

Assistant staff
Professorships/Directorships

Research
Studentships

6. Select the Job group from the drop down list. Job groups are used to automatically
generate the correct post name for certain vacancies (such as Research Assistant)
and to make the correct grade or range of grades available in Step 2 of RAS.
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Vacancy category e
Research -
Job group @
Research Assistant -

If you want to advertise for either a Research Associate or Research Assistant, select
‘Research Associate or Research Assistant’ as the Job group. If you want to
advertise for either a Research Associate or a Senior Research Associate select
‘Research Associate/Senior Research Associate’ as the job group.

Job group *]
Research Associate/Senior Research Associate N

Where you select either of the above two job groups, the CHRIS Helpdesk will amend
your Job Opportunities advert for you so that it includes the salary ranges for both
grades. However, you must ask external advertising agents to include the salary
ranges for both grades using the ‘Instructions for agency’ box (see Step 5).
Otherwise, only one salary range will be published in the salary field on external
adverts.

Select Professorships/Directorships for both Professorships and Visiting
Professorships. Visiting Professorships will follow permissions policies for the School,
all others will be routed to the Academic Division.

If you select Professorships/Directorships for a non-Professorial vacancy (e.g. an
Academic-related Director or Director of Research), the permission request will be
routed according to the permissions policies for the School.

7. Once you have entered the Job group, Position details fields will be displayed: Post nhame
and Position title. Please complete these fields as required.

Please note: Post name and position title will be pre-filled and read-only if your vacancy
already exists as a position in CHRIS (as explained in Section 3.1.2).

If you need to change these details, you will need to contact the HR New Appointment
team (hrnewappointmentteam@admin.cam.ac.uk).

Where RAS has automatically generated the Post name based on the Job group you
selected, this cannot be amended. However, you can add wording to the position title as
shown below provided that the total field length is less than 50 characters (this is dictated by
the field length in CHRIS).
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Position details

Post name @
Position title @
|Resea_rch Associate in Biological Physics|

8. Click on the Save and Continue button or Save and Return if you would like to save your
work so far and return to the complete the vacancy request at a later time.

Please note: When creating multiple identical new positions, use the ‘Number of
vacancies’ field is used to indicate to the New Appointment Team how many more identical
positions need to be set up in CHRIS.

Number of vacancies e

@

Please note: that once permission to fill is granted, CHRIS will automatically create a
post and position pair for each of the number of vacancies you specified in the ‘Number of
vacancies’ field in RAS. The post name and position title you entered in RAS will be used
in CHRIS.
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3.3 Step 2 - Job Details

You have now completed Step 1 and can continue with Step 2, adding Job Details.

If you wish to return to the previous section to view or amend any details, click on the coloured

Step tabs.

STEr
Job Type

Adding a new vacancy

(JHo0800) Research Assistant/Associate

STiry Stir g
Funding Permission

1. The correct Pay grade or an appropriate range of grades for you to select from will be
displayed based on the information you provided in Step 1.

Payment details

Pay grade

For grade ranges, view the

Grade g

+  University salarv scales.

@ Tip: Click the University salary scales link if you would like to view the salary range
which exists for each grade.

Please note: that direct employees of the University appointed to Grade 1 will not be paid
below spine point 16 with effect from 1 August 2014.

2. Select whether the position is full time. If the position is part time, enter the contract
hours and the FTE will automatically calculate.

Hours

Full time employment Calculated FTE @
©Yes @ No @

Contract hours Annual weeks worked
é_ 5 - 5
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3. If the position is term-time only (that is, the role holder will only work during term-time),
select “Yes’ in the Term-time only section. If the position is not term-time only, as will
commonly be the case, select ‘No’

Term-time only: Bookable Holiday
Yes @ No

4. Based on the Vacancy category and Job group you selected in Step 1, the position category,
basis and type will either be automatically populated for certain vacancies (for example, for
research staff) or drop-down lists of appropriate options will be available for you to select
from (for example, for assistant staff).

Job categorisation

Position category

Researcher -
Position basis

Unestablished -
Position type

Non Clinical Researcher -

If you are unsure which options you should select, please contact the CHRIS Helpdesk.

5. If you would like applicants for your vacancy to be able to make an online job application
using the Web Recruitment System, leave the Yes radio button under the Apply Online
heading selected (the Yes button is selected by default).

Apply Online
@ Yes - No

Leaving the Yes button selected will automatically insert instructions about applying online
and a link to the online application form into your adverts. Clicking the No radio button will
mean that you need to specify an alternative application process in your advert. Please see
Section 3.6 for further details.
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There are different versions of the online application form within the Web Recruitment
System (mirroring the published versions of the CHRIS/5 Application for Employment and
CHRIS/6 Cover Sheet for CV forms).

The type of online form available to applicants for your vacancy will be defaulted based on
the Vacancy category you have selected, in line with existing University policy
(http://www.hr.admin.cam.ac.uk/recruitment/step-2-recruitment-planning/determine-
application-method):

Academic - CHRIS/6
Research - CHRIS/6
Assistant - CHRIS/5
Academic-related — CHRIS/5 or CHRIS/6

For academic-related vacancies, please click on the radio button next to CHRIS/5 or CHRIS/6
to determine which form is available to applicants for your vacancy. It is not possible to
change the default for other vacancies.

Form Tvpe
CHRISs5 © CHRIS6

Please note: The Web Recruitment System will not allow applicants to add attachments to
the CHRIS/5 version of the application form. CHRIS/5 applications do not require a CV and
cover letter because the CHRIS/5 is a complete, structured application form. All details that
you would expect to be in a CV are found in the personal details, education and career history
sections and the sort of details you would expect to be in a covering letter are written in the
Suitability for the role section.

The number of referees for the vacancy will default to two. If you require the applicant to
provide three referees then click on three:

Number of Referees

>

An extra space for the third referee will be displayed within the on line application form.

6. Select the security setting which is appropriate to the vacancy. The vast majority of jobs will
require you to select the option of ‘Full contact details’ from the drop-down list. However, if
the post is of a sensitive nature, has specific security concerns and you would not like the
department/institution’s name to be included in any advertisements, please select the option
of ‘No contact details (e.g. animal house)’. This option is most commonly used for animal
house vacancies.
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Security
Security setting @
Full contact details -

7. Enter the correct Probation period and select the appropriate Probation units in
accordance with the University’s Probationary Arrangements. A link to the relevant web page
is available below these fields.

Reporting and review
Probation period @ Probation units
9 -

For probation length guidance, view the
University length of probationarv periods page.

8. Use the Find manager button to select the correct Reporting Manager for the vacancy.

Reporting Manager | s s o,

You will need to enter the name of the reporting manager and then click on the Find
employee’s button.
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Find reporting manager

Current emplovee: (none)

Forename
Elizabeth

Surname

[Timperley-Preece]

Position title

= e B

This will return a list of matching names from CHRIS from which you can choose the
appropriate person. Click on the radio button next to the correct name and then click on
Select employee.

Find reporting manager

Your search returned 1 result

Select an emplovee:

@ Timperley-Preece, Elizabeth (Head of Recruitment)

Seleet employee

The selected manager will be passed to CHRIS during the synchronisation process.

9. Screening checks have been arranged into two sections: those that can apply to various
types of vacancy and those that apply to clinical roles.

Select the Screening check(s) you require by clicking in the box to the left in ‘Check Name’
column or by selecting the type of check from the drop down list.

If the check is ‘essential before employment’ (meaning that the role holder must not start
work before the check has been completed), please also click in the box on the right.

Details of which checks should be treated as ‘essential before employment’ are found in the
‘Identify required screening checks’ section of the Recruitment Guidance.

Please note: you cannot select ‘essential before employment’ for the Occupational Health
(OH) check, or Research Passport checks. This is because these checks being incomplete
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should never prevent an individual starting work with the University (although it may restrict
the duties that they can undertake until the check is completed).

Please also note: Screening check requirements do not need to be entered
separately into CHRIS. This data will automatically be fed into CHRIS from RAS and
displayed on the CHRIS10/A form.

Screening Checks

ESSENTIAL BEFORE

EMPLOYMENT

DBS Check (select from drop-down list if required)

Basic disclosure
OH Medical Ciearance
Security

Clinical Checks

Research passport (select from drop-down list if required)

Honorary Clinical Contract
NMC Registration

Please note: it is vitally important that you determine and record the screening checks

for your vacancy accurately, both when you are creating a new post/position or refilling an
existing role (check requirements can vary with legislative and University policy changes).
This is because the checks that you select determine the wording that is automatically
inserted into your adverts by RAS and the content of the online application form.

Take every care to ensure that the required checks for the vacancy have been determined
and recorded correctly before you proceed.

Please also note: if you have selected any of the Disclosure and Barring Service check
options, the Basic disclosure option or the Security check option and you have chosen to
receive online applications through the Web Recruitment System (see Section 3.3),
questions relating to DBS, Basic disclosure or Security checks will appear in the application
form. It is critical for ensuring legal compliance that applicants are not asked these questions
if we are not entitled to the information. It is also vital that applicants are asked these
questions when required and that HR has accurate information about required checks.

Please see http://www.hr.admin.cam.ac.uk/recruitment/vacancy-definition/identify-pre-
employment-checks and http://www.hr.admin.cam.ac.uk/recruitment/stage-4b-screening for
further guidance.

Seek advice from the Compliance Team in advance if you are unsure if a particular
check is needed or not.
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10. Check the Location information. This address can be changed where the position is to be
based at another location to the department address

Location

Address

Faculty of Economics
Austin Robinson Building
Sidgwick Avenue

City/town

CAMEBRIDGE

County/state

Post code

CB39DD

Country

United Kingdom
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3.4 Step 3 - Funding

1. Select Add funding source

AT
'([Wmmnrul.
. S sy w24
CANCH

Adding a new vacancy

{(NA0OB16) Research Assistant

STz Srory
/ dob Details Funding

No funding sources for current vacancy.

]

2. The Start date of the funding is automatically populated with the date you provided in Step 1
as the ‘Earliest possible start date’ for the job.

Enter the funding End date if there is one. It should be left blank if the funding is on-going.

—
Adding funding source

Start date
'Wednesday, 2 January 2013 3|
End date

&
Account code v
Percent

Account code org. unit

Type

Future funding w

Copyright © 2014 University of Cambridge Last Modified: July 2014 Page 21



New Recruitment Administration System (RAS) C@' S

3. Enter the full CUFS Account code if you have it. For further details on how you should do
this, click the ' button.

Account code @

Formats: CGrant

Where the full cost code is not available at the point of recruiting, a dummy cost code can
be used. Based on the source of funds, click on the Dept., Central or Grant button as
appropriate and replace the question marks (?7?) with the CUFS two letter department code.

Dummy code examples for each funding source are provided below.

Department funding

Account code @
2. ZLTLFT77 77777777

Formas: Corant|

To

Account code @
ZAB 2777 777 P77 277

Formas: (Gramt

Grant funding
Account code
??27/999.99.RG99999.ZZ77Z

Formas: (Grant]

To

|:¢_-

Account code @
ABZZ/999.99.RG99999.ZZ7Z7Z

Formats: (Grant]

Chest/UEF funding

Account code @
L. AL LA AT L LA FLEE

Formats: [ | Grant|

To

Account code )
LABFLZL ATLL LELL FLEE

Formats: Corant
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4. Enter the Percent for the account code. For example, if there is only one funding source, you
will enter 100.

Account code @
ZABZZ77 7777 7777 L7777

Formats: m

Percent

100

5. You can inform approvers of any anticipated future funding changes using the Future funding
text box. This is for information purposes only and does not transfer into CHRIS. Any
changes in costing must be communicated to the HR Amendment team using a CHRIS/50
form.

6. Click on the Add funding button

Start date

|M0nday, 28 January 2013 =

End date

Account code @

ZABZZZZ 7777 77777777

Percent

50

Account code org. unit

Type

Future funding @
4 Add funding )
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7. Where afunding source of less than 100% has been entered, click on the Add funding
source button again to add the subsequent funding source(s).

Vacancy funding

STARTS

CosT CODE

28 Jan 2013 Z.ABZZZ7. 7772 22T TITT, 500  Departmental [ s2dit | Ransove |

8. When funding entries totalling 100% have been entered, click on the Continue button.

Vacancy funding

STARTS
28 Jan 2013

28 Jan 2013

CosT Cong

ZAH 7777 7777 7777 7777 50.0
ZABZZZIZZZILZTZT TLTL 50.0

Departmental
Departmental

3.5

=]

Step 4 - Permission

If you are not familiar with how the University’s permission to fill/create process operates, please
see Section 8 of this manual before completing Step 4 of new RAS.

1. Information to support your request for permission to fill/create can be provided to approvers
by using the document upload facility at the bottom of the page.

This vacancy is fully funded and ready to request permission to fill. Provide details of
the permission request and click below to proceed.

Related Files

File name

Select your chosen file from your file directory by double-clicking on it.

Copyright © 2014 University of Cambridge

Last Modified: July 2014 Page 24



New Recruitment Administration System (RAS)

c@@'s

& Chocse File o Uplosd

Organize = Noew felder = - i ®
4 Docuenents . Namne Date enedilied
o' Muic
Appleations
e/ Pictures
Chny
n Videos

4% Computer

EMBS BMS Project

Greenwech Heuse Traning Resources

Lot Marages
& Do Mot Use! (C) .

£ J Share [\\intema

Cracle (N 121519 File foider

PeopleSoft Knowiledge Center Courses

* Personnel Diving
0D s Petsonnel 402/012 17 Filn !

fe* ASO Documents

~ % J Recrutment Admin System

% 305 (\Untermal\

4 Training LN M2 164 Filef
¥ R Share (\\intmm. ¥
UAS Development M M2 18:4L File foicker
* Spreadzheets (\\
My Web Sites el
S Network e " 3 '

File namec v | A Bles () -

Click on Upload.

Related Files

File name 3;.\'1:\My Documents\Li Browse...

v
Your uploaded file will display as shown below.
Related Files
FILENAME ACTION
Business case for creating role. docx

File name

soe. .

You can upload multiple documents by repeating the steps above.

Please note: For security purposes the system will only allow you to upload files of the type
.pdf or .doc(x).

The documents will then be available to approvers as an attachment to your permission
request within RAS.
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Related Files
FILENAME ACTION
\pproval Procs 12-11.d m
Ferin ns Polic MG Updated Jan 1.4 m

File name Browse l-" Tolon I

2. Explain in the Justification for filling field why you (or the person responsible for the
vacancy) would like the position to be created/filled. The information you provide in this
box (and/or in uploaded attachments) should provide a clear business case for the
vacancy such as why it is essential to the department/institution/University and why
other options (such as refiling on a part-time basis or reallocating work amongst
existing staff) are not appropriate. This information will be reviewed by the
approver/approvers for your vacancy when they receive your permission request.

Justification for filling

The Department of Training is planning to develop and run a new suite of leadership
development courses in 2012/13. This is a key part of the Department's agreed strategic
plan. It will be impossible to deliver without replacing our leadership development
specialist who has resigned and will be leaving shortly.

3. The Cost in year 1 is required for positions that require RMC approval. This is the
approximate total cost of the position (salary plus on-costs as stated on the University salary
scales pages). Approvers at department and School level are also likely to require this
information but this may vary according to local arrangements.

Costin year 1 ]

£45,612

4. The Fill date required will automatically be populated with the date that you entered as the
‘Earliest possible start date’ in Step 1.

Fill date required
Monday, 28 January 2013 =]

5. Click on the Save and Continue button to submit your permission request.

Please note: You will not be able to make any changes to Steps 1-4 once you do this.

An email will be sent to the approver for your department/institution, prompting them to log
into RAS and review your permission request. When they approve your request, an email will
be sent to your School-level approver (if School-level approval is required by the permission
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to fill policy), prompting them to review your request. When they approve your request, an
email will be sent to the approver for the University’s Resource Management Committee (if
RMC-level approval is required by the permission to fill). Whilst your vacancy is awaiting

approval at any level, it will have a status of ‘Permission requested’ on the Vacancies page of
RAS.

Please note: If RMC level approval is required, then response times will still be in line with
RMC published targets.

POSITION NAME *  START DATE ’ RECRUITER * STATUS * ACTIONS
INTRGEMED - Permission req: -

Research Assistant 28 Jan 2013 Timperley-Preece, Permission

AHoo870; Liz requested m

3.6 Step 5- Advertisements and adding Further Information

On completion of Permission details, the final step of Advertisements will be displayed. You can

begin this step whilst you are still awaiting permission to fill being granted. However, adverts
cannot be published until permission is granted.

1. If you would like a HR7 Further Information document (formerly known as Further
Particulars) to be displayed at the bottom of your University’s Job Opportunities pages
advert, click on the Add further information file button before you add an advertisement.

Viewing a vacancy

(KA00G56) University Senior Lecturer ( Honorary Consultant)

Stsra SRy ST
Jobi Details Funding Parmission

No advertisements for current vacancy,

=3

No further information files for current vacancy.

Add further information file

2. Click on the Browse button next to the File name field.
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Adding a new vacancy

e oira vy STiry
Job Type Job Details Funding Permisgion

Further information file details

File name -
File reference /label v
|

Description o

I =]

3. Select the file you wish to upload and double-click on it.

s - — - —— ==
e . = e - »

e R L e e T e

The file path of the selected document will be shown in the File name window in Step 5 of
RAS.

Note: that if you have used tracked changes to develop the further information file please
ensure that you have accepted (or rejected all tracked changes) and saved the completed
version of the document as a new file before you upload it.

4. Enter a File reference/label and any Description you wish to add and click Save.
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Further information file details

File name R:\Personnel\HR Infc  Browse. , i

File reference/label v

Further Information Documnent|

Description v

= @

The screen will now display your Further Information document on screen, as shown below.

Further information file details

File name Browse... o
Existing file: HR7 Further Information Template - Research Assistant or

Associate.doc

Please note: You can change the file by clicking out of Step 5 Advertisements and then back
into it. The screen will now appear like this:

STUR NTTE MRS WP 4
Joh Type Job Details Funding Permission

No advertisements for current vacancy

Cad)

Further Information files

REFERENCE

FILENAME

HR7 Further Information Template « Research Assistant Further Information Document

or Associnte.doe
' Add further information file |

You can click on Remove to delete the file you uploaded and then repeat the steps for
uploading a document. Only one file can be attached and that selecting a second file will
cause the first one to be overwritten.

Once you have written and published an advert in Job Opportunities, a link to your file will
appear at the bottom of the advert web page, using the name you gave your file, as shown
below.
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Further information
* Further Information Document
5. When you are ready to start writing an advert, click on the Add advertisement button.

Viewing a vacancy

(MAooB12) University Lecturer

\\ Stere \‘ Stery . \ Svrry
/  Jub Detatls / TFunding i Advertinements

No advertisements for current vacancy.

==

No further information files for current vacancy.

Add further information file

6. Enter atitle for the advert. This is for internal use only and to help you differentiate
between different adverts.

Viewing a vacancy

(MAooBi12) Umversity Lecturer

\v STery \ S-nr ', Syrr s
/.  Funding /  Pormission Advertinsments

Advert details

Advert internal-only titie -

University Loctirs

7. Enter the Application closing date. This will be incorporated automatically into your
advert header when it is sent to media. It can be seen in the advert preview (see point
19 below).
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Viewing a vacancy

(MAoo812) Umiversity Lecturer

\ sma o\ mwy \ swea sty
Job Details / Funding Permissior Advertisemments

Advert details

Advert internal-only title

LUniverstly Locture

Application closing date
Tuesdav, 12 February 2013

8. Select the correct Security setting. This will default to 'Full contact details’, but ‘No
contact details (e.g. Animal House)’ can be selected where the department/institution
should not be displayed on adverts (e.g. for Animal House vacancies).

Viewing a vacancy

(MAooB12) University Lecturer

Srxre Sriry \ Srery
Job Details Funding / Pérmissson

Advert details

Advert internal-only title

[Usiiversity Lacluced]

Application dosing date
Tuesday, 12 February 2012 b

Securty setting
Full contact details

9. A General Location (such as Central Cambridge or West Cambridge) can be entered where No

contact details is selected for the Security setting. This general location will be displayed
instead of the department/institution name.

If you select Full contact details for your security setting, you may still enter a general
location to be displayed in addition to your department/institution name. This helps you to
meet the requirements of the Resident Labour Market Test for immigration purposes, and/or
enables you to provide applicants with helpful information about where the job will be based.

The general location entered will appear in the right hand pane of the Job Opportunities
page (where, for example, salary and closing date details are found).
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Security setting @

No contact details (e.g. Animal House) H
General Location @
|West Cambridge|

10. You do not need to enter anything into the Advert character length field. This will
automatically display the number of characters in your advert (excluding title and
closing date information) once you have entered it (as set out in point 12 below) and
pressed Save.

Advert characterlength ©

11. Amend the Position Title field as required — this will be used as the title for your
advert.

Position Title

€

|Resea_rch Associate|in Biological Physics

12. Add the wording for the main body of your advert in the Advert content field (under
Position Title).

Guidance on what to include in adverts found at
http://www.hr.admin.cam.ac.uk/recruitment/step-2-recruitment-planning/advertise-
vacancy/what-advertise. It is particularly important that you remember to provide
contact details for someone potential applicants can speak to if they have questions
about the vacancy or recruitment process, and that you are aware of UK Visas and
Immigration’s Resident Labour Market Test requirements.

Standard wording relating to any required pre-employment checks, limit of tenure or
limited funding will be automatically be inserted for you.

Please note: When copying and pasting text from Microsoft Word or other software
packages, please check the formatting after you have clicked Save. Certain symbols
do not copy across properly, such as apostrophes. However, they will display properly
if you delete the symbol you copied across and re-type it directly into the text box. It is
possible for the CHRIS Helpdesk to add text in italics for you; please contact them if
you wish to do this.

Please also note: If you have an @ symbol in a URL and want to show the URL in
the advert text on Job Opportunities then you will need to replace the @ symbol with
%40. If you are unsure how to do this then please contact the CHRIS Helpdesk.
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Advert content - (Jobcentre Plus adverts: please read the help text) v

|Applications are invited for a research associate vacancy to develop and apply novel
theoretical methods that address biological systems,

|As well as regulatory processes in stem and developmental cell biology, the research
group has interests in mechanisms of tumour initiation and progression, and is always
iseeking new directions of research in cell biology, A hallmark of the group is the
development of close and reactive collaborations with experimental cell biclogists, both
within and outside Cambridge

Successful candidates will hold (or be about to complete) a PhD/DPhil in Physics,
Biological Physics, Mathematics, or a closely related field

The group is particularly interested in the recruitment of post-doctoral ressarchers with
|a strong track-record of research in the field of condensed matter theory or applied
mathematics, including those who have an interest in, but no experience of, the study
of biological systems, For these candidates, a secure knowledge of methods of non-
equilibrium statistical mechanics or population dynamics is essential, and an aptitude
for computer programming is useful,

The tenure of both PDRA positions will be two years with the potential for an extension  _

13. Add Instructions for applicants on the application process for the vacancy and how they
should apply for the vacancy or who they can contact for further details. This will be shown in
your advert, underneath the main advert content.

Instructions for applicants

€

Applicants should submit a CV, publication list and statement of current research
interests. Any videos should be sent to the postal address provided. Please contact
John Smith via John.Smith@department.cam.ac.uk for further information about the
vacancy.

If you are using Web recruitment for this vacancy, then please note that you do not
need to add any details here about the apply online process. When the advert is
published, if this is to external media then the details and the link to the vacancy on Job
Opportunities will be automatically added to the advert. When the advert is published to Job
Opportunities itself an ‘apply on line’ section (with text and a button) is automatically added
to the advert.

The type of information that could be added into the Instructions for applicants field would
be, for example, details of who to contact for further information about the vacancy, details of
what documents applicants should attach (if any) and details of how on-line applicants can
send in large or unusual file types (if you wish to allow this).

Applicants are given a link to and e-mail address to allow then to request assistance with
technical issues. Any queries about the vacancy or about their application will still need to
be directed to the contact mentioned in the advert.

If you are not using web recruitment for this vacancy, then you might want to provide details
of the CHRIS forms they need to complete.
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14. The Footer text box will automatically include the vacancy reference and the University’s
standard statements on equal opportunities and right to work. This will be included at the
bottom of your advert.

Footer 2]

»

Please quote reference AH00813 on your application and in any correspondence about
this vacancy.

m

The University values diversity and is committed to equality of opportunity.

15. Add any Instructions for the agency.

This text is not part of the content of your advert; it is sent to the point of contact for the
media you have chosen to publish your advert in (the University’s advertising agency or
jobs.ac.uk). Therefore, you should include anything that you want them to know about or do
in relation to your advert. For example, if you wish the advert to be published as part of a
composite with other adverts or if you wish to have an enhanced advert package

Instructions for Agency @

i

Please note: You will need to give external advertising agencies special instructions on salary
information in adverts for the following types of vacancy:

e University Lecturer (Honorary Consultant)

e University Senior Lecturer (Honorary Consultant)

o Research Associate OR Research Assistant

o Research Associate/Senior Research Associate

e Reader

o Professorship/ Directorship

Please see Section 4 for further details.
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16. Once complete click on the Save button.

17. Information regarding meeting the Resident Labour Market Test for Certificates of

Sponsorship (CoS) will be displayed. Full details of RLMT advertising requirements can be

found within the sub-sections of the Advertise the vacancy section of the Recruitment
Guidance.

In order to sponsor migrant workers under Tier 2 of the points-based immigration
system, vou need to demonstrate that vou have carried out the Resident Labour
Market Test. This includes:

1) Ensuring adverts contain: job title, location, salary package (including
guaranteed recurring paviments), contract terms (e.g. tenure), role duties, required
skills/knowledge/experience and the closing date

2) Placing adverts in at least two approved media: (which include the
Umiversity's Job Opportunities pages, jobs.ac.uk and Universal Jobmatch) for at least
28 days. One of the adverts must be placed with Universal Jobmatch, except where the
position meets one of the following criteria:

- The SOC code for the job 1s one of the PhD-level SOC codes

- The salary exceeds £71,000

- The job is in a shortage occupation

3) Retaining copies of all adverts: which involves printing sereen shots or sereen
prints of all online adverts on the date that they first appear (unless the published date
is visible). As well as showing the advert content, the printout must show the name and
logo of the host website, URL and date of printing. Where print media are used, the

Loriginalpage containing the Advert nSEDe LEed e

Please note: Jobcentre Plus adverts are no longer posted through RAS but through a

Government system called Universal Jobmatch. Details of how to register can be found at:

http://media.gra.businesslink.qgov.uk/id/hiring/6547/create account help.pdf
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18. Click Add Media button at the bottom of the page.

Media bookings

MEDIA/PUBLICATION DATE SENT

There are no media currently booked for this advertisement.

The ‘Adding media booking’ dialogue box will be displayed.

19. Select the Media type required from the dropdown list

Adding media booking

Media

University Job Opportunities -
Starts
Ends

]

Add media

20. Enter the Start date and End date and click on Add media
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Adding media booking

Media

University Job Opportunities -
Starts

Monday, 4 February 2013 E
Ends

Thursday, 14 February 2013 [

21. The media you have chosen will appear in the Media/Publication list

Media bookings

MEDIA/PUBLICATION DATE SENT

University Job Opportunities Not published m m m m

22. Select Add Media again to add any additional media to which you wish to publish the same
advert.

Media bookings
MEDIA/PUBLICATION DATE SENT
University Job Opportunities Not published [ tublisti J Previv £t |
Add medin

23. The Preview button can be used to view a pop-up preview of the advert.

Media bookings

MEDIA/PURLICATION DATE SENT

University Job Opportunities Not published
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s

Preview advert/media booking

University Lecturer (Fixed Term)
Department/Location: C.I.M.R. Haematology

Salary: £37,382-£47,314

Reference: SBo2164

Closing date: 29 November 2013

Fixed-term: The funds for this post are available until 28 February 2014 in
the first instance.

To apply online or view further information please visit:

http://dev.jobsinternal admin cam ac.uk/2533

Applicants should submit a CV, publication list and statement of current
research interests. Any videos should be sent to the postal address
provided. Please contact John Smith via

vacancy.

Please quote reference SB02164 on vour application and in any
correspondence about this vacancy.

The University values diversity and is committed to equality of
opportunity.

Please note: The preview also gives the predicted link to the vacancy on the University Jobs
Opportunities pages

Please note: It is imperative that you set-up the University Job Opportunities pages as a
media type with an advert date and a publication date up until your closing date if you would
like applicants to be able to apply online. Applicants cannot apply online if there is no Job
Opportunities advert as this is where the link to the online application form is displayed.

24. Click on the Export to PDF button at the bottom of the pop-up to generate a PDF of your
advert preview, which can be saved/printed as required. Click on the Ok button to exit
from the pop-up advert preview and to return to your advert and list of chosen media.
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Please quote reference AH00870 on your application and in any
correspondence about this vacancy.

The University values diversity and is committed to equality of
opportunity,

The University has a responsibility to ensure that all employees are eligible
to live and work in the UK.

@ 4 Export to PDF

Please note: the pop-up advert preview and PDF advert preview are intended to give
you/others involved in the recruitment process an indication of how your advert looks with
the different sections pulled together. It does not necessarily reflect the format that your
advert will have as this will depend on the media that you choose. Given the vast number
of media options available, it is impossible for RAS to create mock-ups of different
formats.

A

25. Changes can be made to your advert by selecting the Edit button.

Media bookings

MEDIA/PUBLICATION DATE SENT

University Job Opportunities Not published N EESED s

26. Once you are happy with the advert content, select the Publish button.

Media bookings

MEDIA/PUBLICATION DATE SENT

University Job Opportunities Not published m m m
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27. Adverts will only be sent to the selected media upon permission to fill being successfully
granted. The ‘State’ column will read published once permission to fill has been granted.

Media bookings
MEDIA/PUBLICATION DATE SENT STATE
University Job Opportunities 24 Nov 2011 Published, | View |l Edit)
awaiting
permission (3

28. If you need to create a different version of your advert (for example, a shorter advert for
chargeable media or to meet jobs.ac.uk’s basic advert word limit of 550 words), or if
your initial adverts were unsuccessful and you wish to re-advertise, click on Step 5

Advertisements for your vacancy.

q
STEP4 - <
Permission i

This will take you to a vacancy advertisements page. Click on Add advertisement and you
will be able to write a different advert.

Vacancey advertisements

STATE

IIrLE
Job Opportunities

o]

MEDIA
University Job Opportunities

Not published

=3 =0

3.7 Being Granted Permission to Fill/Create

1. Once permission to fill or create a vacancy at the highest level of approval required for
the vacancy has been granted, you will receive an email to confirm this. The subject
line of the email will include the department/ faculty, position title and the level of
approval required. The email will include any comments made by approvers, such as
any conditions relating to permission being granted. An extract of an example of this

email is found below.
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Your request for permission to fill a position funded by Department of Haematology has been approved. See details below.

Position title:

Research Assistant

Org Unit:

Department of Psychiatry

Vacancy Mumber:

RN00922

Funding type:

Grant

Account code:
RBZZ/999.99.RG99999.2Z7Z (100.0%)

This vacancy is now ready to be published to your desired media agencies.

See below for all approval comments related to this request (be aware that some actions may be pending for the recruiter]:

Your vacancy will now have a status of ‘Permission granted’ on the Vacancies page (until it is
updated in CHRIS overnight; see section titled ‘How to Search for a Vacancy in RAS’).

POSITION NAME . START DATE . RECRUITER *  STATUS ’ ACTIONS

Research Assistant 28 Jan 2013 Timperley-Preece, Permission | Permission details |
Abloolyo; Liz granted m

2. You should review the approval details for your vacancy within RAS, including the
approver’'s name, comments, attachments and any ACD reference. You can do this by
searching for your vacancy (see section called ‘How to Search for a Vacancy is RAS’
for instructions) and then clicking on Step 4 Permission.

STePa STery \ v N\ StErS

Job Detalls Funding 7 ] Advertisaments

Click on the View button.

FUNDING SOURCE DEPARTMENT APPROVAL SCHOOL APPROVAL RMC APPROVAL STATUS
2.RB.ZZLLNLLL 22222222 (100.0%) (ke )APPROVED APPROVED APPROVED Approved

All of the details will now be displayed for you.

3. Any adverts which you have already selected the Publish button for will be sent to your
chosen media automatically when permission to fill is granted, with no further action
needed from you for the adverts to be sent to media.

Please note: it is imperative that you remember to take screen shots of your adverts (or
retain copies, if they are in print) when they are published in order to meet the Resident
Labour Market Test if there is a possibility that you may need to obtain a Tier 2
Certificate of Sponsorship for a successful applicant. Please see
http://www.hr.admin.cam.ac.uk/recruitment/step-2-recruitment-planning/advertise-
vacancy/what-advertise and http://www.hr.admin.cam.ac.uk/recruitment/step-2-
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recruitment-planning/advertise-vacancy/where-advertise.

4. If you are still working on an advert at the point permission to fill is granted, the advert
will be sent immediately to your chosen media when you do select the Publish button.
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4. Exceptions to the ‘Standard’ Process

e Maternity Cover/Sickness Cover/Temporary Cover

Where you are recruiting temporary cover for a member of staff (e.g. when someone is
going on Maternity Leave), you will not be able to find their position in RAS (i.e. because
they have not left and so their position is not vacant in CHRIS). In such cases, you will
need to create a new position using the instructions in Section 3.1.3 but you must ensure
that you select the appropriate Expected end reason in Step 1 (Maternity Cover/Sickness
Cover/Temporary Cover) and that you enter the Position reference number of the
member of staff being covered.

e Overlapping appointments

If a member of staff is leaving and you want their replacement to have a handover period, you
will need to contact the New Appointment Team (hrnewappointment@admin.cam.ac.uk) to
set up an overlap position (i.e. another position under the same post). Once an overlap
position has been created for you, this will be available for you to find and select in RAS.

e Secondments

Where the position you wish to advertise is a secondment, you will need to contact the New
Appointment Team (hrnewappointment@admin.cam.ac.uk) to set up a secondment
position which will then be available for you to find and select in RAS.

e Ungraded academic-related and assistant staff posts

When you are creating a temporary post/position of less than nine months which has not
been graded, select Generic national spine as the grade. You then need to email the
CHRIS Helpdesk with the approval from Grading and Reward to pay a particular spine
point and the Helpdesk will add this salary into the advert for you. You will also need to
include the spine point in the ‘Instructions for agency box’ in Step 5 if advertising through
external advertising agents.

e Studentships

When creating a studentship in RAS, Steps 2-3 do not need to be completed. If you
accidentally navigate to these steps, do not alter the dummy data in there.

e Research Assistant/Research Associate and Research Associate/Senior Research
Associate vacancies

When creating a research post where the level of the appointment will depend on the
person recruited, you must provide the salary ranges for both grades to external media
and ask them to include both of these in the advert using the ‘Instructions for agency box’
in Step 5. Otherwise, only one of the salary ranges will be published on external adverts.
The CHRIS Helpdesk will amend Job Opportunities adverts for you automatically.
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e Libraryinvigilator vacancies

The salary is automatically hidden in the advert header.

e Marie Curie early stage and experienced researchers

As the salary for Marie Curies can vary according to the work programme they are funded
by, the salary is not automatically displayed in the advert. Please contact the Recruitment
Administration Team Leader or Immigration and Compliance Manager before advertising a
Marie Curie vacancy so that he/she can assist with identifying the relevant work programme
and the details of the salary and allowances that should be included in the advert.

Salary information will need to be included within the body of your advert. This can be in euros
but you should include a note of the value in pounds at the time the advert is placed in
order to meet the Resident Labour Market Test. Please continue to use the CHRIS/10
appointment form for these roles.

e University Lecturer (Honorary Consultant) and University Senior Lecturer (Honorary
Consultant) vacancies

You must ask external advertising agents to add the words
'Dependent on seniority' after the salary range by using the ‘Instructions for agency’ box
in Step 5. The CHRIS Helpdesk will do this automatically for Job Opportunities adverts.

e Advertising two or more different vacancies in the same advert

If you wish to advertise two or more different (i.e. non-identical) vacancies in the same
advert, you can do this by:

e Completing Steps 1-4 in the normal way for all of the relevant vacancies;

e Completing Step 5 for only one of the vacancies (i.e. providing information about
all the vacancies within one advert);

¢ Contacting the CHRIS Helpdesk to ask them to amend the advert to show all of
the required salary ranges within the Job Opportunities advert;

¢ Including a request in the Instructions for agency box in Step 5 for external media
to include all of the required salary ranges within any other adverts.

Please note the following important points:

e You will also need to contact the New Appointment Team and ask them to add
the position (the one which you are adding into the advert for another position)
onto the requisition for the other position. This will ensure that you are able to
make appointments to both positions if you use the Web Recruitment offer
process.

e You should only advertise two different positions in the same advert if you are
prepared for applications for both positions to be in the same vacancy in Web
Recruitment (i.e. the applications will be mixed in together).
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e You must ensure that your advert (and HR7 Further Information) document
clearly specify the difference in titles, duties, selection criteria, salary and any
other significant terms and conditions. This is both to ensure clarity for applicants,
good recruitment practice and to ensure that you meet the Resident Labour
Market Test (where required).

e Readers/Principal Research Associates

For Readers, the system assumes that the salary range begins on point 1 of the grade which
is incorrect. Readers are appointed to Point 2 of Grade 11 (Point 63).

You will need to include the correct salary in the Instructions for Agency box if you are
advertising externally.

For internal adverts, please contact the CHRIS Helpdesk to ask them to amend the advert to
show the correct salary range within the advert on the Job Opportunities Pages.

e Professorships/ Directorships Salaries

Due to the large variety of requirements, salaries will not be shown on adverts for
Professorships/ Directorships. Salary details should be included within the body of the advert.

Alternatively, please contact the CHRIS Helpdesk to ask them to amend the advert to show
the correct salary range within the advert on the Job Opportunities Pages.
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5. How to Search for a Vacancy in RAS

On the Vacancies home page in RAS (please see Section 3.1.1 if you are unsure where this is),
there are two search facilities which can be used to enable:

o Recruiters to find any vacancy that they have started working on and saved in RAS and any
other vacancies for their department or area.

e Approvers to find a particular vacancy and review the details of the permission to fill/create

request

5.1 Search - Option 1

1. Directly underneath the headings row which has a black background (see screen shot below)
there are black fields and drop down lists. Here, you can do any combination of the following to
search for a vacancy. The more options you use, the more refined your search will be:

(ﬁ] Tip:

Enter the position name of the vacancy

Enter the start date of the vacancy

Select the appropriate recruiter’'s name from the drop-down list

Select the appropriate status of the vacancy

@)

O

In progress — if the recruiter stopped working on the vacancy before the end of Step 3

Permission request pending — if the recruiter completed Steps 1-3 but has not
completed Step 4 yet

Permission requested — if the recruiter has completed Steps 1-4 and is awaiting the
highest level of approval for the vacancy to be granted

Permission granted — if the recruiter has received the highest level of approval
required for the vacancy that working day

Permission denied — if any level of approver has rejected the request for permission
to fill/create a vacancy

Referred back to recruiter —if any level of approver has referred the request for
permission to fill/create a vacancy back to the recruiter for further information

Synchronised with CHRIS - if the recruiter received the highest level approval
required for the vacancy the previous working day or longer ago (this means that RAS
has created/updated the relevant post and position for the vacancy in CHRIS)

Select two dates to use to search for vacancies

O

Last updated between — use the date pickers to select a from and a to date to use for
searching

In text fields, wildcards can be used to replace unknown characters:

e “’matches more than one unknown character e.g. *Lecturer will find all
positions containing the word lecturer (not case sensitive)

e ‘7’ matches exactly one unknown character e.g. 7000?77?75 will find all position
references starting 7000 and ending in five
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Vacancies

Expart Status Filter: 2l ©

Last updated between | 06-Jul-2013 |72 and |06-Aug-2013 | UGS

POSITION NAME . START DATE . RECRUTTER * STATUS » ACTIONS

University Senior Lecturer - take down ad 3 20 Aug 2013 Griggs, Margaret  Synchronised with (b
801547, CHRIS

test 2 13 Aug 2013 Griggs, Margaret  Permission
S8o154% requested m

University Senior Lecturer - test for 7 safe 29 Aug 2013 Griggs, Margaret  Synchronised with
SBoizea; CHRIS [View |

Chem Professor R2.1 T23 - unestablished professor 30 Aug 2013 Griggs, Margaret  Permission [ fiet parminsion |
MAowzag; requested

Language Teaching Officer 31Jul 2013 Griggs, Margaret  Synchronised with
5301352 CHRIS Ve |

2. Your search results will be displayed in a list.

If the recruiter has not yet request permission to fill (completed Step 4), buttons will be
available for them to Edit (continue working on) the vacancy or to Delete it.

W T

: r 5 _ E =
m Administration Help Logout

Vacancies

Export Status Filter: i o

Last updated between ) and | 15-Nov-2013 :im

POSITION NAME * STARTDATE + RECRUITER +  STATUS +  ACTIONS

Undversity Lecturer 29 Nov 2013 Griges, Margaret  In progress
Research Associate: Genome Biologist... 23 Apr 2014 Blake, Victoria Synchronisad with (e
Maoaiby; pos rf: rc08e4s CHRIS m

If the recruiter has already requested permission to fill, they will only be able to view (not
edit) the vacancg/ starting from the Step 1 Job Tyﬁe gage (using the View button) or by
skipping to the Step 4 Permissions page (using the Set Permission button).
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POSITION NAME . STAKT DATE ’ RECRUITER o STATUS s ACTIONS

University Lecturer 29 Nov 2013 Griggs, Margaret  Permission [ St pecrmiwdon |
SBoathy requested =

5.2 Search - Option 2

1. Click on the Find vacancies button at the bottom of the Vacancies page.

Use the 'Find vacancies' option to look for specific vacancies you have already started
working on within RAS. For all new vacancies (whether for a new job or for an existing job
in CHRIS) select the 'Add vacancy’ option.

' Find vacancies Add vacancy

2. Enter the Requisition number (vacancy reference number) which RAS allocated to the
vacancy (found on the Vacancies page under the position title heading or at the top of the
page when you view the vacancy). You may wish to enter the Position Title as an
alternative or in addition to the requisition number. Click on Search.

Find vacancies
Use this form to find specific vacancies you have already started working on within RAS.

Position title

Requisition number
[RCo0839

€D
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3. The results of your search will be displayed.

Vacancies

You searched for:

Requisition number: RCo0839

Expoart Viewing: -

POSITION NAME * STARTDATE * RECRUITER *  STATUS . ACTIONS

Clinical Lacturer 25 Jan 2013 Timperley-Preece, Permission m m
RCooBag; Lix request pending

6. Approvers

6.1 Notification that a Vacancy Requires Approval

When a recruiter has requested permission to fill/create a vacancy and your approval (or that of
another approver at the same approval level as you) is required, you will receive an email to alert
you of this. The subject line of the email will include the department/ faculty, position title and the
level of approval required. An extract from an example of this emalil is found below.

A vacancy in RAS has been created and requires permission to fill for Department of Haematology.
The details of the vacancy request are as below:

Position title:

Research Assistant

Org Unit:

Department of Psychiatry
Vacancy Mumber:
RMO0922

Funding type:

Grant

Account code:
RBZZ/999.99.RG99999.7777 (100.0%)

To approve or deny this vacancy, please log into the Recruitment Admin System (RAS) at the following link:
hittp://chris.cam.ac.uk/ras wat/vacancy/list
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6.2 Log-in

1. Use your Internet Browser to go to http://ras.admin.cam.ac.uk

The screen below will be displayed.

(@ 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.

2. Click onthe link log in using Raven to access the system

Cambridge Recruitment

If you need help, please contact the CHRIS Helpdesk (tel. 60999,

chrishelpdesk@admin.cam.ac.uk).

3. Enter your Raven User-id and Password

[ hedo |
UNIVERSITY OF
CAMBRIDGE Raven Authentication Service

University of Cambridge > Computing Service > Raven

The web resowrce you requested requires you 1o identify yoursedf [heip - why am | seeing this7?]. This resource calis itsell
‘Recruitment Administration System (RAS) and is provided by he websile uat .admin . cam.ac.uk You should
only proceed if you are happy to be identified to this site

User-id
Password

override login options for this session?

Submit | | Cancel
|
[help]

Always gut your wed browser when you have Snished accessing semces that regqure authenhcation Do not disclose your Raven password
to aryane and only enter £ on web pages with URLs that start https: “/raven. cas ac. uk”. Please report altempts to cbtan your
password by other maans [N

3
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6.3 How to Find and Approve Vacancies

1. Select Vacancies from the top left of the screen

Vacancies Logout

Recruitment Administration System

Welcome 1o the Recruitment Administration System.

Choose one of the available options above to begin

2. Select Permission requested from the dropdown list in the ‘Viewing’ section of the
Vacancies page.

Vacancies

Status Filter:| Permission requested (=] @

Last updated between | 06-Jul-2013 |7 and 06-Aug-2013 |5

FART DATE . RECRUITER - STATUS ¢+ ACTIONS

Aug 2013 Griggs, Margaret  Permission [ Sot prrmission |
requested )

Aug 2013 Konda, § Permission Sat prrmission
requected

Aug 2013 Konda, § Permission
requested

This will filter the list of vacancies to show only those that are awaiting approval.

Vacancies

Expart Status Filter: | [RETEENETIATIC N - ¢

Last updated between | 06-Jul-2013 T and 06.Aug-2013 :1

POSITION NAMI . STAKT DATY . RECRUITER ’ STATUS . ACTIONS

test 2 13 Aug 2013 Griggs, Margaret  Permission
S8cigayi requested m
Senior Professor 3 01 Aug 2013 Konda, S Permission
AReapas; requested [ Vie: |
Senior Professor 2 01 Aug 2013 Konds, S Permission
AKeapyo; requested m
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;ﬁ Tip:
If you cannot see the vacancy you wish to review in the list, you can search for it using

the date filter at the top of the list or one of the methods described in Section 5 of this
manual.

3. Once you have found the relevant vacancy, you can view information supplied by the recruiter
about the permission to fill request by clicking on the Permission details button in the Actions
column at the right hand side of the screen.

POSITION NAME . STAKT DATE . RECRUITER ' STATUS ’ ACTIONS

[Griges, Mo B

University Lecturer 29 Nov 2013 Griggs, Margoret  Permission [ St pecrbwion |
SBoashy requested [ View |

4. You will be taken to the Step 4 Permissions page for the vacancy. Here you can see:

e The funding source (costs code) proposed

e The recruiter’s justification for wanting to fill the vacancy
e The estimated cost in year 1

e The date the recruiter wishes to fill the vacancy

e Alink to any attachments that the recruiter has uploaded

Viewing a vacancy

(RNoogz22) Research Assistant
erer= 5;\_1 \ : : Stery
Job Detmls Funding T Advertisements

This vacancy is currently wasting upon the following permission approvals.

FUNDING SOURCE DEPARTMENT AFPROVAL SCHOOL APPROVAL RMC ArPROVAL STATUS
RBZZ/909.90.RG99999 2277 (100.0%)  |iadl Pending Tobe DELEGATED  Tobe DELEGATED Pending
Information supplied by the recruiter
Justification for filling

This role is required te provide vital support on a new project, which is being set up using
u prestigions grant recently awarded to the department. Full details of the project and the
need for this role are provided in the attached document.
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5. You can view all of the details that the recruiter has entered about the vacancy in Steps 1 and 2
by clicking on the relevant section in the banner at the top of the page. If the recruiter has
drafted any adverts, you can view these by clicking on the Step 5 section of the banner.

Adding a new vacancy

>
-

—;‘1”’0 \ Hrs Stiry X
Job Type Job Details Funding

| mm— —_—

6. Click on the View button next to the funding source details in Step 4 Permission, as shown
below.

Viewing a vacancy

(RN01180) Research Assistant

This vacancy is currently waiting upon the following permission approvals.

FUNDING SoURCE DEFARTMENT APPROVAL SCHOOL APPROVAL RMC Arrroval STatus
RNZZ/999.99.RG99509.ZZZ7 (100.0%) Pending Tobe DELEGATED Tobe DELEGATED  Pending

Surname, First name
Surname, First nasee

Surnums, Fiest sasme
Sorname, First szme
Surnzme, First nams

You will be routed to a different page within Step 4 Permission. Where relevant, you will see
details of an approval granted at a lower level in the permissions process (including the
approver’s name, comments and a link to any attachment provided).

ORG UNIT OUTCOME

Department: Department of Haematology APPROVED
School: School of Clinical Medicine Quened
University: General Board Queued

Department: Department of Haematology

Approver

Decision
APPROVED
Comments

1 approve permission to fill on the condition that post XXXX is suppressed. 1 have
attached a document which sets out why this post Is critical to our department.

Uploaded file

Permission request - New Research Assistant.docs

Copyright © 2014 University of Cambridge Last Modified: July 2014 Page 53



New Recruitment Administration System (RAS)

On the same page, you will have another opportunity to view the Information supplied by the
recruiter.

Information supplied by the recruiter

Justification for filling

This post is essential for the strategic plan of the department over the next five years -
please see full details in the attached case.

Cost in year 1

£50,000 approx.

Date to fill

Monday, 25 February 2013

Uploaded file

Case for Permission to Fill.docx

Underneath the Information supplied by the recruiter, there is a section where you can record
your Permission to fill decision.

Permission to Fill

j Related Files

File name Browse... i

Permission to fill decision A response is required

ACD Number Y

Approver comments/conditions
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7. If you wish to attach multiple documents in support of your decision for the recruiter/other
approvers to review, click on the Browse button next to the File name field. You can then

search through your document and select your chosen attachment and click on Upload. Repeat
for multiple files.

Please note: For security purposes the system will only allow you to upload files of the type .pdf
or .doc(x).

Related Files

File name Browse..

8. Select the description from the dropdown list which matches your decision: Approve, Deny or
Refer back to recruiter
Permission to fill decision A response is required

Deny '

Refer back to recruiter

9. If you are an RMC (University) level approver and you have approved the permission to
fill/create request, enter the ACD Number in the field provided.

ACD Number

10. Enter the reasons for your decision, or any conditions associated with it, in the Approver
comments/conditions text box.

Approver comments/conditions

©

I support the recruiter's comments that this post is vital for the success of a critical new
project within the department - please see the attached document for further details.
Post|scocx will be suppressed if permission to create is granted for this post.

»

11. Click on the Save button to save your approval decision.

The status of the vacancy will change under the relevant approval heading to Approved. You
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will also be able to see what further levels of approval, if any, are required for permission to
fill/create to be granted. In the example below, no further levels of approval beyond the
Department are required and permission to fill has been granted.

Viewing a vacancy

{RNoog22) Research Assistant

STE S51rra STery _Svary STivy
Job Type Job Details Funding Pormianion Advertisements

Permission to fill this vacancy has been granted.

FUNDING SOURCE DEPARTMENT APPROVAL SCHOOL APPROVAL RMC APPROVAL  STATUS

RBZZ/999.99.RG99999.2Z77 (100.0%) APPROVED DELEGATED DELEGATED Approved

If the vacancy requires any further levels of approval (for example, if you have granted
Department-level approval but School-level approval is also needed), the relevant approver(s)
for the next level up will receive an email. This will notify them that a permission to fill/create
request has been submitted and requires their attention (see example email below).

A wacancy in RAS has been created and requires permission to fill for School of the Biological Sciences.
The details of the vacancy request are as below:

Paosition title:
S5B5-13

Department/Faculty:
Department of Veterinary Medicine

Vacancy Mumber:
PPO1521

Position Reference :
Mot yet assigned

Funding type:
Departmental

Account code:
Z.PN.7Z77.7777.7777 7777 (100.0%)

12. Once permission has been granted at ALL levels required, the recruiter will receive an email to
notify them of this (see below).
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Your request for permission to fill a position funded by Department of Veterinary Medicine has been approved. See details below.

Position title:
5B5-13
Org Unit:
Department of Veterinary Medicine
Vacancy Mumber:
PPO1521
Position Reference :
Mot yet assigned
Funding type:
Departmental
Account code:
Z.PN.ZZZZ.2777. 7777 7777 (100.0%)

This vacancy is now ready to be published to your desired media agencies.

See below for all approval comments related to this request (be aware that some actions may be pending for the recruiter):

13. The vacancy will initially be given a status of Permission granted (until the vacancy data is
transferred to CHRIS; see Section 5 for further information on the different status categories and
how to search for vacancies in RAS).

Vacancies

POSITION NAME ¢ START DATE o RECRUITER : STATUS ¢ ACTIONS

Clinical Research Associate 21Jun 2013 Konda, S Permission
SGorz52; pos ez 70024215 granted m

Copyright © 2014 University of Cambridge Last Modified: July 2014 Page 57



New Recruitment Administration System (RAS)

7. Reporting

Standard reports from the data contained in new RAS can be generated by School-level and
RMC-level Approvers using the Discover Reporting tool. If you are a Departmental Administrator
and wish to view these reports, please contact your School-level Approver.

If you are a School-level or RMC-level Approver and you do not have log-in details for Discoverer,
please contact the CHRIS Helpdesk.

If you are having browser problems, please contact your local IT support person.

7.1 Log-in

1. Use your Internet Browser to go to https://discoverer-live.admin.cam.ac.uk/discoverer/plus

2. Enter your User Name and Password.
3. Enter dmlive in the Database field.

4. Leave the End User Layer field blank and other fields with default values.

ORACLE Discoverer Plus
' I

Connect to Oracle Bl Discoverer
Walcoms to Oracle 88 Discoverar
nect Directly
Enmar your connaction ditals below 10 connect drectly 1o Ovacle BI Dscovsese
Indicalas mquesd fiedd
Connect To Qracis Bl Discoverse -
* User Name
* Paseord
* Dastase
End User Layw

Locsle Locsle ratreved Som trowser «

5. Click on the Go button.

6. If Oracle window is not displayed and Create/Open Workbook window does not open, please
check that Java has been installed on your computer.

Oracle Business Intelligence
Discoverer Plus

Oracle Business Inteiligence Ilg
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7.2 Opening reports

1. Select RAS Reports from the list in the Recently Used box and click Finish

4 Warkbook Wizerd - Step 1 of L Cresta/Open Workbook

Create/Open Workbook

Correcied 10 tne Databass DNREFD (ELL DES00_BL)

Vit 3 pou et o 007

» Doen an easing weanbao
Recenty Used

: Qreate 8 new workbodd

Seloct the abiecns 1o dapiey it Me workshoe!

[¥] T Exmryie

(¥ Page e

[ Cragstab (2 Tatse =

17 Greeh :%7;'""_*;
Pugymest: | Genph bl Tovle. =i

v Tgut Avea

2. Alternatively, select Open from the File menu, click on RAS Reports and then Open.

~ == ™
| £/ Open Workbook from Database Q

Choose a target worksheet by browsing available workbooks and selecting a worksheet

View: [AM Workbooks "J [% 'J Name contains: I I l C_lear]
Workbooks:
Name = IOwngr lModiﬁed [

|DISCO_EUL 29-Nov-2012 12:02

Description
No description available

i ; Qben I Cancel
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3. Leave % (wildcard) as Org Unit and click Open.

PEdit Pararvieter Valies

Select values for the following parameters:

hoy
/o

Org Unit:

Description
Use % as a wildcard
Click OK for all Org Units

* indicates required field.

Help | ok || cance |

4. The following screen will be displayed (with or without available and / or selected items

panes on left of screen depending on selection of last user).

[ 88 ctico LS Aepen: - Crae . peniced by VO (% e T

el

Be g2 ywe fomw Jxe pes
PV O.0Mud 9 bt w 7 % $.¥.2 &4

fomg i T B0 EEIRE | U ERER R
e Vacancies Permission Status

_‘ s 5 X EV /7o Completad Date | <A, Stwtus - <Al HelpDesh An - Yes
T T |7 » .

| B asvet

| S nie

+ a0y

31 - L Cophome D Yow (1Y7Y)

“+
B gy Ot D W o
3

3 gy Wt e Ve (VYR

W [ et Cam M (e 4V

| 90D Pewianen Tere

| o
o8 veewey

Tl Aentet 2ute

gy Ve Ve

L&y v oy T ©

P
gy e trees

& Pecten
e
P

gy “acewawest Twe
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7.3

5. To hide available items and selected items panes (on left of screen), go the View menu and

tick or untick chosen option(s).

File  Edit Format Toole Help

e « IR .

Selected tems Pane

|D-ia||:lg Toolpars r | =

v Status Bar

A Y

Title

Tablg
Page tems: ”
Graph

<

» Graph Placement b bted
A0[EE v Text Area i
2 |PR 2
3 |PRO0403 03-JuL-2012
4 |RADDBTT 28-JAN-2013

Viewing reports

The following reports are currently available:

Vacancies Permission Status — Contains all decision outcomes from RAS and can be
filtered by date, status and if the vacancy has required CHRIS Helpdesk attention

Monthly Permissions — Contains a summary of permission data from RAS by month and
can be filtered by School (if user has access to view more than one School), month vacancy
initiated and month vacancy completed

Vacancy Decision — Details the status of all vacancies or a single vacancy and can be used
in conjunction with Permission Status and Monthly Permissions reports

Vacancy Costing — Details the funding source and account code (cost code) for all
vacancies or a single vacancy

Time to Permission — Advert — Details time elapsed between creation start date of vacancy
and time to when vacancy approved and advert published

Permission Decisions YTD (Year to date) — Details status of vacancies per department /
institution by year

Permission Decisions Monthly Summary — Details status of vacancies per department /
institution by month
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1. Toview a report (worksheet) click appropriate tab at bottom of workbook

te DA v frw D e

PVRVAC.00E § HUw R ¥ 2.7.% 24
E R O B .salb A )

Completed Dute - <All> Status <Al HelpDeak Amn - Yus

:ll - foa -i-[n -- -

Ci_
z:—mc:z—:z::-mz-mzx:m'
E..:—EZTZE....I' | Wrsewrs Senrrvrten Eaveron Srmrrme [Sesees inseownd toer et T e pew b |
B T — o oo st ot T g s |
x_maﬁgm%mm
e m— e — o o —
L s s [Lasar e
- [RoET ) faewrAl (e S et
m:—mmmzz—:mm-mmm:m
e [wevar [swne | T o T
L__—u_z-r.......—.:r_r"_”'- s b e e G
e (LT s S e O
-wl Caiaid N T P E_ i T [TIn e

= F m%%:m: —

e -
i — S

s Dl | v ey Cltmiommais et | Dl | Cltomm et )
¢

2. Tofilter data, use dropdown lists in Page Items section
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3. To view more specific details about a vacancy either:

e In Permission Status or Monthly Permissions reports click » symbol by data in a row

(not in column header) for the vacancy you wish to see more details.

‘Vacancié » Completed Date

» Status ¥ PHfj
13-DEC-2011 F APPROVED | New po
13-DEC-2011 F APPROVED | Previou!
15-DEC-2011 F APPROVED | Three n
14—DEﬂP APPROVED | .
15-MAR-2012 F APPROVED | Mew Po
05-APR-2012 F APPROVED | Previou!

¢ When you select Vacancy Decision or Vacancy Costing reports replacing % (wildcard)
with RAS Requisition number (Vacancy Number) in ‘Edit Parameter Values’ box.

|

(Crm—— — = N N
| &) Edit Parameter Values g . &
Select values for the following parameters:
Vacancy Number: \ ‘
||
||
Description |
Use % as a wildcard
Click OK for all Yacancies
* indicates required field. I
| Helj OK Cancel
L= (i) Cmed |

= = J

If ‘Edit Parameter Values’ box does not automatically appear when you select the

Vacancy Decision or Vacancy Costing worksheet, click on

toolbar at the top of the page.

9

the button in the
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7.4 Exporting reports
7.4.1 Exporting all data using Export function (see 7.4.3. to export data using copy and paste)

1. To export all data go to File menu and then click Export (if you use Export to HTML or Excel
it will not show where file has been saved, usually in default directory).

E Edit Wiew Format Tools Help
tev i Bl 9 2R CE
Open... Ctrl-0
_ = = i
Close u === » o
Save As...
C
o |
Exportto HTML —— Loau [ - ) ”‘I
|Expurt3the workbook to a nawﬁefunmti‘ﬁ"} 7| He
Export to Excel
¥ Recruiter F Approx
f Genetics | Mrs Tracy Qakley | ¥ click Thi

2. Select Entire workbook and then Next.

[T Erport - Seep 1 o 7- Sciect R i |

Export:Select Objects

Weat 5 you want 1o exsort?

(%) Intre worktoor
1) Guirent workaheet

Haxi » | Concet | |
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3. Choose export format e.g. Microsoft Excel Workbook (*.xIs) for Table/Crosstab and Graph
from dropdown lists (scroll down to see more options), then click Next.

[ |4 Export - Step 2 of 7: Format and Name o |

Export.Define File Details

What export format do yeo went 1o ese? - '8

JebieCrosstal | Microso® Excel Warkbook (" xis) -* ‘
Graph 2
Wet Query for Morosolt Excel 2000+ (*.ay)
Yihere 4o you Woariatle Document Formal (* pdf) :
Hypes-Text Marig Langeags (* e 3 |
aton wsa._ |
R Text (Tab delimted) (* t) | Bpere
What 82 you wiCSV (Comma delmted) (*.csv) -
¥ormatied Text (Space debmted) (".prn |
e WOrack Reports (* xmi| -
LA |
tev | | <gact [ e | cance |
J

4. Click Browse to select destination to save file and enter a unique File Name (if you do not
change default File Name you may accidentally overwrite a previously saved report).

B

|#4 Export - Step 2 of 7: Foemat and Name

Export.Define File Details

&2 | Sxare (ntemalgenecal) (1) =
=3 267 (intemathomenome_drectones) iV ) Lenter Coursen

3 Network

03 Ubrares

(=

(3 UPS Tramng

3 sHep

RAS ful data repon 20130120, x8

Jnmﬂ!mam('m)

| pew | | <ginct [ pext> | Cancei |
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5. Select Use Current On Screen Size and click Next.

— — P B
|5 Export - Step 3 of 7: Graph1 ﬂ

¥

Export:Define Graph Details

How do you want to export the graph?

(3) Use Current On Screen Size
O specify

|Pixels I
| Pixels

< Back I ]7 : 1 cancet

6. Leave % as default for Org Unit and click Next.

I - N
| %) Export - Step 4 of 7: Edit Parameter Values g

Export:Parameter Page

Please select values for the following parameters for 'Permission Status”.

Select values for the following parameters:

Org Unit: |'%"

Description

Use % as a wildcard
Click OK for all Org Units

* indicates required field.

| Help | < Back ] 3 | | cancel
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7. Enter % (replacing any existing data) in Vacancy Number field and click Next and again in
Step 6.

| %) Export - Step 5 of 7: Edit Parameter Values g

Export:Parameter Page

Please select values for the following parameters for “Yacancy Decision”:
Select values for the following parameters:

Vacancy Number: | %

Description

Use % as a wildcard
Click OK for all Yacancies

* indicates required field.

Help <Back || Next> || ¢ | | cancel

8. Select Supervised option and then click Finish.

[m!lpoft~5alep7&715:v;i o |

Export:Supervise

D0 yOu WA 1 SUparvise the sxpolt precess®

13 Saperdned
¥ou wil be asked to resoive any ssues
Ihat occewr darng e g0 procass. '
- Ursupervised

Descoverer wil autmmancaly run al guenes before
worksbests are exporied and wil gnore o wert messages
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9. When Export Log appears click OK.

r
| £ Export Log

Export complete

Files exported to: CWUsers'mh267Deskiop

Sheet Mame

Fila Mame Status

Permission Sta...
Monthly Permis...
Wacancy Decisi...
Wacancy Costing
Time to Permis...
Permission De...
Permission De...
Permission De...

RAS full data report 2013...| Export Fail... -
RAS full data repaort 2013...| Export Fail...
RAS full data report 2013...| Export Fail...
RAS full data report 2013...| Export Fail...
RAS full data report 2013...| Export Fail...
RAS full data report 2013...| Export Fail...
RAS full data report 2013...| Export Fail...
RAS full data report 2013...| Export Fail...

FUAS Bl Hede et ARAA | Pk Fail

Please note: If you receive a warning message, this will normally be because there is no
data within the parameters you have specified. Click OK and continue to click OK until the

Export Log b

ox is displayed.

10. To Open saved file, go to location you selected the file.

(; w I8 Dwsktcp »
‘pirses * ¥ Opes

Favortes
B Datecp

# Ocevicah

Rxcwrt Paces

- pare wiih * Pare i-mad Batr How lokbe -

4 Ltvanes

A Mary Baynan
& Lampate
Wi Netaoek

N Cartrol Panel
£ Racysie bn
foCamin
oo

it
M Franthioncn Festo
ey

B Oweleok

D FoweBoin

U0 far DAT Becretters choncl Schoel - 208vons besm !
HIBAS Pegens

TN TEST SCRIPT UAT Recramers Chescal Schoml - Addtianal 1ests 2

tatedd copy of CFS SVERI0 fat v dtacherrant from VB

# 195 Trmemng
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7.4.2 Exporting data from a single report (worksheet)

1. To export data from a single report click tab of required report (worksheet) e.g. Permission

Status.
o I Sww frw e e
'w.daf’t‘ﬂ"'lu‘r % 8. %. 8. 88
Sy Sl [® lan.sanb R e
Vacancies Permlesion Status
Cempleted Dute - <Al Status | <Als HelpDeak Amn - Yus
1wkl s s L -
3| e won T wyend  [Wwoowm 1
47 T e W —
o RaswT Cmar gate 7 w paen G
b e Twywwi [re—
R it e Cosacim
r (R Lt gwie T iy green azemar
» [weetH Twuwwh  |Oeat
4 s vt e ) o yntn b | Dnsan
:}r— LT L el
R e Dot gute f w ynen ¢ | Sopemnas
R )
“ . P - |
- R QUA Dmrw Coentart e~
[T ol Lo
o1 R imar ot T e b [Lagamnen
- T Ier wuen T gaew 3
| boune [l Ll (e
_ I Fein il e L o
B — n——
o bagcs & o
71| 308000 e | e Il T i L Ill=
0 [ FTo— TRAAINT [T W — Wt (TR mwmdm [T UL
X Iusdnl | oo o—— | I Car. |
e ey Cocw acwte e way ar P wy Cret T e |
PO T e B TN LA b, Lok ey Cac e f el i T |
= wa z v AL | e Qusewcs | i et e
o [V L L Dl (8= T T = t-—o.-:-mn—-riwn e g In--. !
1l K > i
T wew S Ok e atrem weemets

S

2. Goto File menu and then click Export (if you use Export to HTML or Excel it will not show

where file has been saved, usually default directory).

Format Tools= Help
Hew cN B0 ol 9 £ EL o=
Cpen Ctrl-0
Cloze . = g?—-:' Y '.'
C

Export to HTHML
Export to Excel

Exports the workbook to a new fiis format [ oM™ vh
IGeneﬁcs|Hr3Trac}.r{}akley F cickTh'!
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3. Select Current workbook and then Next.

[gj Export-Step 1 of4: Select ... , g

Export:Select Objects

What do you want to export?

(") Entire workbook
(5) Current worksheet

Crosstab (V] Graph

[ Hep | ‘ 7 [ next> | [ Enisn | [ cancel |

— = == = = = - = = = =

\=

4. Choose export format e.g. Microsoft Excel Workbook (*.xIs) for Table/Crosstab and Graph
from dropdown lists (scroll down to see more options), then click Next.

(4 Export - Step 2 of 7: Fomat and Name =)

| |

Export:Define File Details ‘

i
|
\
‘ ¥hat exgort format do yeo waat to use?

JebiaCrosstalr | Microsa® Excel Warkbook (" xis) -

yper-Text Marg Langeage (* hey)

DeSiMOT et (Tab Getmaed) () it |
What 85 you wifCSV (Comma delmted) (*.csv) ™

crmatied Text (Space debmted) (".prn} |
Wampe ack Reports (*.xml| =

v | | sgoet | pest- | Cance | |

N J
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5. Click Browse to select destination to save file and enter a unique File Name (if you do not
change default File Name you may accidentally overwrite a previously saved report).

-
|4) Export - Step 2 of 4: Format and Name [

Export:Define File Details

|| Save ﬂ
Location: IE R Share (Winternahgeneral) (R:) '] @ Iﬁ

(3 Applications (3 PeopleSoft Knowledge Center Courses
(3 chris (3 Training
3 Desktop (3 UAS Development

(3 EMBS BMS Project

(3 Epson scanners

(C3 Greenwich House Training Resources
3 hp scanners

(3 List Manager

(3 Oracle

File Name: |RAS Permission Decisions YTD Report 20130130.xis |

File Type: [Microsoﬂ Excel Workbook (*.xis) 'j

| tep | <Back || mext> | [ Fnisn | [ cancel |

6. Select Use Current On Screen Size and click Next.

|4 Export - Step 30 7:Graph =)

Export:Define Graph Details

How do you want to export the graph?

(3) Use Current On Screen Size
O specify
e

Pixels 1

\_ Pixels

< Back I Nexts | |
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7. Select Supervised option and then click Finish.

-
| &) Export - Step 4 of 4: Supervise

Export:Supervise

Do you want to supervise the export process?

(3) Supervised
You will be asked to resolve any issues
that occur during the export process:
() Unsupervised

Discoverer will automatically run all queries before
worksheets are exported and will ignore all alert messages.

I < Back I] Hex . [WI -Cancel l

= = = = = = =

8. When Export Log appears click OK.

2
| %) Export Log

Export complete

Files exported to: C:\Jsers\mb267\Desktop

Sheet Name File Name Status
Permission De... | RAS Permission Decisio...| Sheet exported successf...

Permission De... RAS Permission Decisio...| Graph exported success...

Open the first exported sheet

[ teo |

" = — —— f meas S W S W
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9. To Open saved file, go to location you selected the file.

=3 =)
%-.m ’ o oy 1 St Divetes 2|
Cgec e (X|0per »  Shaewihs  Pank el Ben  Mewlode s~ 1 @
I Favortes - Ltrane
[ A Mary Bayman
# Ocarioah " Campate
L bt Puce S eraock
W Cartrol Paned
i Lrenm £ Racyste i
1 Socummen Elcam
@ Musc Do
o Pt Hipwcw
B v B Frarahionca Frston
ey
& Campter ’ Owdeck
& Do Mt o 1010 BiFowelcin
I Shae Climenatgecent () T St
W wb2E7 (UmematAcmeiome, 85
4 3 e [untervah geeral) (| WTWord
FH0ana bay LT Bechomers choscal Schoel - 2ebibmons besm 2
& Netwon A Pepes
WY TEST SCRPT UAT Recrsders Chescal Schom - Adetineal 1ests 2
U dutesd copy of TP FYSFI0 but sve dtacherrant from VB
5 U95 Trmming
@—] RAS Reports Qo misbltiost T0/I003 1135 Tays: 200 atay
21 Mesmaet Daad 072001 Wookemast Msmsre Add an auther

7.4.3 Copying and pasting data from Discoverer

1. Click on tab (worksheet) you wish to copy data from.

050 Wow ' fiwsl "By 0

$CR0AC.004 9 NI E.%.2.7.% 24
Sy ciF B/uUEFIRE  SURD AL

Completad Dute - <All> . Status | <Al HelpDeak Amn - Yus

PR P IR
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2. Click on top left of worksheet to select all data or an individual row to.

File Edit Wiew Format Toeols Help
LGS M. Md 9 H 5 B % &L,
|Dia||:|g "| 11 |E| B £ U % E=B & s _ 120 %Y @T E, E‘z} E

Vacancies F

Completed Date : <All>, St

Page tems: H Completed Date: <All> - E|5tatus: <All> 7”7 HelpDesk Attn: Yes ~
+ Vacancy Number | » Completed | » Permission Status | » Position Emp Type ID | » Position |

E : 00574 24-5EP-2012 APPROVED Assistant T TO021051
2 &ﬂ} 25-APR-2012 APPROVED Nen Clinical Researcher 70018570
3 PRO0403 03-JUL-2012 DENIED Nen Clinical Researcher

4 |RADDETY 28-JAN-2013 APPROVED MNen Clinical Researcher 70023304
c | RBOODZE0 24-MAY-2012 DENIED Non Clinical Researcher

& |RBOD2E9 Z&-NAY-2012 | APPROVED Neon Clinical Researcher TO019438
7 |RBO0342 13-JUN-2012 APPROVED Nen Clinical Researcher TO0019456
& |RCO0127 0M-MAR-2012 | APPROVED Neon Clinical Researcher 70018018

3. Orclick on row number to select an individual vacancy.

File

| Dialog

Edit

View  Format

hd

> | 11

Tools

Help

Cvhaea B.DMd

u

L]

Fv%v@ﬁv\?v =
e @B, &8

Vacancies P
Completed Date : <All>, Sta

TEl

Page tems: chmpleted Date: <All> ~

—I Status: <All> '|r

HelpDesk Attn: Yes ~

¥ Vacancy Number  » Completed | + Permission Status |+ Position Emp Type ID| + Position R
1 |P 24-SEP-2012 APPROVED Assistant T 70021051
2 0 25-APR-Z20M2 APPROVED Non Clinical Researcher TO018570
3 |PROOD403 03-JUL-2012 DENIED Mon Clinical Researcher
4 |RADOSTT 28-JAN-2013 APPROVED Mon Clinical Researcher TO023394
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4. Go to Edit menu and select Copy.

Eile View Format Tools Help
== 2
e M9 spn= 2. % £.%.3 88
' Ci Ctrl-C = =
T = =5 . o BB B &
Select Al Ctrl-A - -
Vacancies Permisg
Completed Date : <All>, Status : <
— Worksheet...
Page Worksheet Layout... | Status: <All> v|ﬂ HelpDesk Attn: Yes ~
Table...
F Permission Status =+ Position Emp Type ID | » Position Reference
Title APPROVED Assistant T T0021051
4 - APPROVED Mon Clinical Researcher 70018570
Text Area...
& DEMIED Mon Clinical Researcher
4 Add Worksheet... APPROVED Mon Clinical Researcher 70023304
c Delete Worksheet... DEMIED Mon Clinical Researcher
g Kove Worksheet... APPROVED Mon Clinical Researcher 70019438
r Rename Workshest... APPROVED Mon Clinical Researcher 70019465
E Duplicate Workshest » || APPROVED Mon Clinical Researcher Too18018
g i APPROVED Mon Clinical Researcher 70018308
Workshget Properties... APPROVED Clinical Academic 70017922
Find... CtrF APPROVED Mon Clinical Researcher 70018623
APPROVED Mon Clinical Researcher 70019445
APPROVED Mon Clinical Researcher 70019451
14 TRATUSTE [UT=IONE20T DEMIED Mon Clinical Researcher
ar | OUANT A4 I-ll: NN s Ta T ] A DDONYFETY Mlinicral A ~radami TANAGECT
5. Open a software package e.g. Excel and click Paste.
X 9~ |= Bookl -
Home Insert Page Layout Formulas Data Review View Developer
= ¥ Cut . av | =
* Arial 11 ~AY | T =] B =1 Wrap Text
Copy ~ —
Past 1 - v | By - Al | = = = 35 | Bl Merae & v
el | B 7 U ) 2 E = i= #5 | [ Merge & Center
Clipboar . Font Pl Alignment "
Al - £ |
| A B C D E = G - I

N B W N e
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8. Further Information about Permission to Fill

The permission to fill process in the University can vary according to:

e School (different Schools may have different policies for certain posts);

e Funding source (there can be different policies for central, departmental and grant funds);
Job type (the staff category and the length of an appointment can affect the permission
required);

e Whether a job is new or being refilled,

e Whether the job is for Visiting or established Professor.

Detailed information about the University’s permissions procedures can be found at
http://www.admin.cam.ac.uk/offices/planning/procedures/posts/. If you have not done so before,
please familiarise yourself with this guidance and speak to your School Office about it manages
any permission decisions which have been delegated to School-level or Department-level.

The old version of RAS simply checked that permission to fill had been granted at the
highest level of approval required whereas new RAS manages the permissions process
electronically. It works like this:

1. A departmental or institution user (known as the recruiter for RAS purposes) will enter the
details of the job, this will include funding source (a full account code is not necessary at
this stage if this is not yet available) and job type. When they have entered all required
details, the recruiter will request permission to fill in RAS.

2. The permission to fill request will always be routed to a Department-level approver. They will
receive an email to inform them that a vacancy is awaiting approval in RAS. Approvers can
reject or approve a request in the system, or refer it back to the recruiter.

3. If the permissions policy for the vacancy only requires Department-level approval and this
has been granted, the vacancy now has permission to fill. If the permissions policy
requires the vacancy to have School-level approval, an email will be sent to the School-
level approver(s) informing them of this.

4. For some vacancies, the highest level of approval required for permission to fill to be
granted will be School-level. For others, RMC-level approval will also be necessary and an
email will be sent to the RMC officers informing them that a vacancy is awaiting their review
in RAS.

5. Once the highest level of approval required has been granted, the post/position for the
vacancy will be created or updated in CHRIS by an interface from RAS and any planned
adverts can be published.

Sometimes, additional local permissions processes exist in order for Department-level or
School-level permission to be granted. Any such processes will need to be managed outside of
RAS, although any approval decisions arising from them will need to be recorded within the
system. For example, if a local permissions policy requires vacancies to be reviewed and
approved by a Departmental Committee, a Department-level approver will need to record the
Committee’s decision in RAS (that is, whether the permission request was approved, rejected
or referred back to the recruiter).
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Transition from ‘Old RAS’ to ‘New RAS’

Scenario

Action required

Advert already published via old RAS

No action needed. The advert will continue to show on Job
Opportunities until the end date and it will have already gone to
the agencies.

Adverts have been written in old RAS
and are awaiting permission to
advertise (i.e. confirmation that
permission to fill has been granted)
from the approver before they can be
published.

The approver must contact the CHRIS Helpdesk to request that
it grants permission to advertise. The adverts will then be sent
to the recruiter’'s chosen media.

Permission to fill has been obtained
but adverts have not been written in
old RAS.

Some information has been entered
into old RAS but permission to fill has
not yet been granted.

Historical data

Recruiters will be given a cut-off date by which they must
have written and published adverts using old RAS. After this
date, they will have to use new RAS. To avoid permission to
fill being requested again by the system, the recruiter will
have to send evidence that permission to fill has been granted
to the CHRIS Helpdesk so that it can override this stage in the
process.

RAS users will be given a clear cut-off date in advance. If
adverts have not been written and published using old RAS by
this date then they will need to use new RAS.

Old RAS will be read-only so users can see historical data.
There will be a clearly advertised decommissioning date.
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9. New RAS Process Maps

This section features new RAS process maps for your information.

The first map is a summary of the end-to-end RAS process. The maps that follow are the key
stages of the RAS process in more detail, which are:

¢ Finding or creating a position in RAS (that is, creating a vacancy)
e Adding the vacancy details
e Obtaining permission to fill
e Creating an advert
E® UNIVERSITY OF
New RAS ¢» CAMBRIDGE
p —_— —
“m Publish vacancy | ol
from G&R New RAS "—J’
.
Pri— Include approved '—\
= o -
4  found New RAS e
Cremez_xﬁnd
p:in:kw Upd::CHRiS —_—
Vg:ﬁmm v pre- S
m erome
For vacancies that get

Can be done whilst permissions attached to a newly created

are being obtained... position, the position/post is
created by RAS on CHRIS
and then the checks data is
assigned to it. For existing
positions, the position (from

Y

CHRIS) is found by the
Ceste st Dkl fons must have been given  recruiter at the first step of
User 1 Degtimscuty fefars piblicaton o ooal the vacancy creation. This
S position/post link is

remembered and used
when the data is sent to
CHRIS.

Warning: Printed versions may be out of date. Check Process Library for current version
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Find or create position

BB UNIVERSITY OF
4% CAMBRIDGE

Send PD32 to
Grading & Reward
{outside RAS)
Uzer in Deptmacutyt
iraantion

Process Background

The occupant does not
yet have to have been
made a leaver on
CHRIS.

"
Enter Job Type in
New RAS

Warning: Printed versions may be out of date. Check Process Library for current version

Find position n
new RAS

Uszer in DegtFacuty!
Instaticn

Add vacancy details

B UNIVERSITY OF
4P CAMBRIDGE

Enter Clinical Info
There is a lookup of position data L S

when a recruiter creates a new
vacancy. This is done via a
CHRIS position/post data view (a

view thatis always adayold as a
result of system constraints).

~ This data is used to pre-populate

the first two steps of the vacancy

creation.
Y
Enter Job Details Process Background hnding
in New RAS
User in Dept@acuty’ User in DeptFacuty’
ranion Insttuton
Funding source codes are
validated against CUFS
Warning: Printed versions may be out of date. Check Process Library for current version
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[ UNIVERSITY OF
€% CAMBRIDGE

Obtain permissions to fill

[f more than one level of approvers (there is always a minimum of 1 and thers can be a maximum of 3

Reject permission
i reject———————— tofll
Approver
L
Send email to -
Vacancy approvers at first Email(s) sent Wiew vacancy Vacancy Pprov
detals saved or next level o approvers: = If approve—=| permission to fill
Nmw RAS Approver Approer
Approvers for each Job Type
within each institution are set up '—_in =
elsewhere in the system . Request more: need
If more: infio nesded———— | information (— 5'“”_ Imare
& retry
Approver L

Warning: Printed versions may be out of date. Check Process Library for current version

Create advert % I(J:Tl\\ffggg ((;)E

Add advertisement| Aaa e Medsa B ‘N Sois
> booking booking N
User n DegtFacuty’ User in Dept®acuty’ > e
rsttuzon Ins3ttion -

Process Background All permissons must hgve been
given before publication can

occur

Notes:

1) RAS hosts a webservice of published adverts. Currently
the only user of this webservice is the Job Opportunities
website (but more could easily use it).

2) There is also an interface to the old RAS data. The old
system is still live, so a datafeed exists that RAS uses to
combine published job data to jobs webservice.

Warning: Printed versions may be out of date. Check Process Library for current version
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