CHRIS — Introduction Guide (Pension Team) C@IS

1 Introduction

The University of Cambridge has identified the need to replace its software systems in its Human
Resources (SECQUS) and Payroll functions. The project to bring about this change is called
Cambridge Human Resources Information System (CHRIS) and the new software system that will
be introduced as a replacement is called Trent.

This guide provides information to help you learn about navigating your way through the Trent
Human Resources Management and Payroll system.

1.1 The Login screen

Locate the Trent icon on your desktop. When you click on the shortcut, the Raven Login screen
will be displayed, as shown below. Enter your user name and password (this is case sensitive)
and press Enter or click on the ‘Submit’ button.

| help |
I UNIVERSITY OF
' CAMBRIDGE Raven Authentication Service

University of Cambridge > Computing Service = Raven

The web resource you requested requires you to identify yourself [help]. This resource calls itself Trent (hr_live)' and
is provided by the website chris.cam.ac.uk. You should only proceed if you are happy to be identified to this site.

RAVEN User-id: |—
- FPassword: |—

7 override login options for this session?

Cancel |

[help]

Always qguit your web browser when you have finished accessing services that require authentication. Do not disclose your Raven passwaord
to anyone and only enter it on web pages with URLs that start https: ~~raven.can.ac. uk~. Please report attempts to abtain your
password by other means.

u cs The Raven web authentication system is provided and managed by the University Computing Service.
2007 University of Cambridge Computing Service

A progress message will be
displayed as your data is 38% Loaded
retrieved: - 1.2 Trent Today

When you first logon to
Trent or if you click the

Home icon E§ the Trent Today page will be displayed.
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People out of office

None

Show Favaurites  Expand/Callapss folders

(=0 Organisation structure
SR Organisation explorer
@ Pecple

fi‘ﬂ Management information

[ Process chaining

The Trent Today page will display the following information:

People out of office (¥

This column will list all of
the people who report to
you who have been
identified to Trent as being
out of office.

People are identified as
being out of office by
having an Absence
recorded in Trent or by
being scheduled on a
Training event.

Message board =

This column will display any
System Alert or Message of
the day that is current

I FJA_\_ Trent Today

Message board My background =)
processes
Message of the day None
This is the
UAT2C
Instance
My background processes 'Z_:tj;il

This column will display any
background processes that
have been completed in the
last 24 hours.

Background processes are
run for Reports, Payroll
calculations etc.
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=

Each column has a refresh icon which when clicked will attempt to refresh the column
with any new information that may be available.
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1.3 The Trent Screen

The Trent screen is divided into several different areas. These are described in detail in
the following pages.

Object Pane Control Bar Display Header

Navigation Trail
[ T —

Ay Today: Wed 14/0: 14/03/2007

+ > Organisation : Fensioners > Dy lation explorer

= | @ ¥ (| &

@‘ Print this Farm | d" Search

o 1 =35 x : H
rgarisation /7 = Snsioners fick here to refresh this page
=) E P-Pensioners

B University of Cambridge [ (=R Pensioners -
[ (=2 Pensioners -

[ (2 Pensioners -
= Pensioners -
= ¢ Pensianers -

B My EAST, C. M. A

mon oD

B M EASTALGH, M. 5.

B #f EASTON, E.

) EATON, M.

B # EDGAR, D, A

& W EDGAR, 1. R. L |
nisation explorer & wf EDGLEY, L. R.

@ People & my EDWARDS, B.

B #y EDWARDS, D. C.

) w EDWARDS, D. 1.

5 ) EDWARDS, G. 1.

[ W EDWARDS, 1. R

B Wy EDWARDS, M.

& # EDWARDS, P. T.

& mg ELBORN, D.

& #y ELLIOTT, K. E.

B my ELLIS, E.

& g ELLIS, 1 E.

B ELLLM, 1R,

B 4 ELLWOOD, 1, M.
& ELSDON, 1. .
g ELSE, A, =

ig_rg_apﬁa_tiqn €.\ |Personal detai. .. !Ngw - Personal...

Show Fawourites  Expand/Callapse folders @

(=l Organisation structure

(i Management information

() Process chaining

Action Pane Display Pane Views
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1.3.1 The Control Bar

User name: Hazel Turton

~ Today: Mon 25/09,/2006

25/09/2006

= = |2 2|

Item

Action

Keyboard
Shortcut

Information

User Name

The username you have logged on
with

Today

Today’s Date

101/08/2006

Effective
Date

Alt + E

Many of the processing tasks within
Trent require an effective date to be
logged. This field allows the user to
set the required date before adding or
changing a record. In addition it will
allow the user to view details ‘as at’
the date set in the field.

New View

Alt +N + Enter

When this is clicked a new view is
created. The tabs to access the
views are displayed at the bottom
right of the screen.

Full View

When this is clicked the Navigation
Pane is toggled between being
removed or displayed and the Display
Pane is expanded to the full screen.

To do list

Alt + T + Enter

When this is clicked you can see any

workflow tasks that have been sent to
you to carry out. A new panel opens

up to the left of the navigation area.

&4

My settings

Alt + M + Enter

When this is clicked you can
personalise some of the display
formats including the font size that
Trent is using.

Help

Alt +H
(Enter)

When this is clicked you will be
presented with the online help.

Log Off

When this is clicked you will log off
from Trent. (Note this icon does not
appear for users accessing Trent via
Firefox. Firefox users will need to
logout by closing the browser window
/ tab, not by clicking the icon.)

Copyright © 2007 University of Cambridge

Last Modified: 11 June 2007 Version 1

Page 5 of 15



CHRIS — Introduction Guide (Pension Team) C@l S

1.3.2 Navigation Trail

& Soraarisaton:Ferseves

This bar shows how you navigated to the current location. Each new level creates a new
entry in this list. As you make selections in the various panes, the navigation trail will
update to indicate the selections you have made. The trail is made up of individual items,
each item is split into a header (bold text) and contents (normal text).

#  Organisation : Pensioners |

| ﬂ> Organisation : Pensinners}ljédﬁlé-ﬁ

| ﬂ) Organisation : Pensinnersﬁl-"’éﬁﬁlie-:-ABEGT'T; el ‘1

| # > Organisation : Pensioners s People -t ABEOTT, & Personal details

1.3.3 Object Pane

# » Organisation | Persioners »People- Abbott, Alexandra

& Search  Smart groups &dvanced
|5umame | 'f@f'ﬁegultz 10 People

Select all Save this group

Marne LInit Job title Cex | Date of birth Social security no, | Per
'? Abbott, Alexandra |P-Pensioners |WOOLEY, 1. Fernale|19,/02f1932 [ZRTYE75745E gt

o Abhott, Kate P-Pansioners SQUIRES, M. ). Ferndle 02/06/1935 ZLEQ210064E XGOS
& &bbatt, Louise P-Pensioners JEMKIMNS, D, M, Fermale 25/05/1922 LWMTE77215T K22
fj Abbott, Michelle |P-Pensioners DYE, 1. Female 25,/04/1943 |ZABMESE466R Hlz
a Abbott, Mathalie |P-Pensioners 1OMES, T, 2. Female 22041945 'WMHCE18348 K25
R Abbott, Pauline  |P-Pensioners PETTIT, M. P, |[Female 09/11/1930 LRIM345933L) 81
R Ahbott, Philis P-Pensioners | GRAY, A, Fernale 03,/07/1936 ZMCC152123Y x¥a5

This area displays the objects upon which your actions will be performed. It is also used
to hold search results. The actual content of the object pane will depend on previous
selections you have made.

You can sort the displayed information of any table by clicking on the required heading.

1.3.4 Action Pane

This area shows you the navigation options that are available to you. These will vary
depending upon the current object that is selected and the configuration of your user
profile.
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cflis

Show Favourites Expand,l'Cu:uIIapse folders

|l Personal |nfurmat|nn
@ Addresses
@ Social security
@ Ernergency conkacks
@ Mexk of kin
@ FPrevious emplovrnents
@ Rermuneration
. Empln:-':.fment hlstn:-r',.f

-.j Ke':.f date detalls

57 Address hiskory

=7 Position salary chanage hiskory
AL Mew - Personal details

[l Employment

(=) Payroll

| UK legislation

[E] user defined forms

([l Process chaining

® Items that have a blue globe icon next to them indicate that you will be given

further navigation options relating to this level when you click the item.

= Items that have a page icon next to them indicate that you will go straight to the
relevant page when you click the item.

& Items that have a page with a yellow diamond icon next to them indicate that you
will go to the relevant page and be able to enter new information when you click
the item.

Ra Items that have a folder next to them indicate that a group of items and or pages

have been grouped together into a folder. The folder is opened when you click on
the item, additional items are then displayed.
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1.3.5 Display Pane

e Mame: Professor Alexandra L Abbott Job title: WOOLEY, 1.
L“igrb?ti details: Professor Alexandra Social security number: ZRTYE75745E Pay ref: ¥9428509
Pers ref: ¥9425309

Address type |H|:|r|'|e,r Personal ;l

Mailing address [F

House Mame [329, Chesterton Road

Murnber [Street |

Local Area |

POSTTOWH |

COUNTRY |Frintan

POSTCODE IFR4 2I5 )

CaLintry |United Kingdaorn j

Start date 06f02/1995
End date

Save . Delete .

i e R AR

PP S P e TP S e e e s

sl . B

This area shows you the details for the selected task. This area will usually display a
page where you can display amend or delete data.

1.3.6 Display Header

The contents of the display header will vary depending on the current contents of the
display pane. The possible buttons are:

&) Printthis form Sends the page from the display pane to the selected printer.

(&) Farm histary Displays the form history details page.

(0) Attachments Lists details of any attachments to the page selected in the display

pane.

@) Notes Displays the contents of the notes page associated with the display
page.

fab) UDFs Displays user defined fields associated with the display page.

These buttons appear coloured where information has been entered
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1.3.7 Views

If you click the New View ic Trent will create a view for the task you have
performed. A view is made .- . the navigation trail, object pane and display pane as
they were at the time you clicked the new view icon in the control pane.

The tabs to access the views are shown at the bottom right of the Display Pane.You can
create up to 6 views.

This feature will help you perform repetitive tasks that use several action pages or to hold
parallel information that you may need to refer to.

Click to the right of the tab to close the view.
1.4  Screen Time out

If there is a period of 20 minutes inactivity whilst using Trent then when you next attempt
to access data the following message will be displayed.

Microsoft Internet Explorer % El

L] "_n,, Due to an extended period of inackivity, wour session has timed out and been logged off.
L

@ Please note that any unsaved data will be lost.

1.5 Resizing Areas

You can resize the areas of Trent by moving the cursor to a dividing edge and letting the
cursor change into a double arrow. Hold the cursor down and adjust accordingly.
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HRIE

¢ Search  Smart groups

Advanced

[wikinson [ Surmame =] (@Resuits
Select 4l Save this graup
Mame Unit Job fitle

B wilk
& Wilkineon, Frank

P-Persioners |[ESHELEY, M.
P-Pensioners ALLSOP, A, W,
& wilkinson, Fred P-Pensioners FORD, D. M.

& wilkinson, Tvan P-Persioners TURKEMWTIME, R,
a Wilkinson, Malcolm | P-Pensioners HUNT, P. .

a Wilkinson, Roderick P-Pensioners BALL, S. C.

a Wilkinson, Shaun  P-Pensioners BOND, C. E.

& Wilinson, Toby | P-Pencioners 18RVIS, M. E.

4

S Pecple

Sex  Date of birth Sodial
I

Male | 23/08/1941

Male 11/07f1937

Male 07/01/1934

Male 18/12f1931

Male | 12/12{1926

Male 19/12/1943

Male 01/06/1942

Expand/Colapse folders

IED Personal information
@ tddresses
@ Contacts
@ Sodial security
@ Unions
@ Emergency contacts

@ Mext of kin
e e

GO Rt e BB B b e

& Search ¢ Smart groups

Advanced

|Wi|kinsun |Surnarne

Select all Save this group
Marme Unit Job title
2 Carl SHELEY

P-Pensioners ALLSOP, A, W,
;g Wilkinson, Fred P-Pensioners FORD, D1, M,
& wilkinsan, Tran P-Persioners TURKENTIME, R.
{g Wilkinson, Malcolm | P-Pensionars HUNT, P, k.

a wWilkinson, Roderick P-Pensioners BALL, 5. C.

& Wikinson, Shaun  P-Pensioners BOND, C, E.

a Wilkinson, Toby P-Pensioners JARVIS, M. E,

& Wilinson, Frark

1

| 'f_‘}_\,'ResuIts 3 People

Sex  Date of birth Social

Male 23/02/1941
Male 11/07/1927
Male 07/01/1934
Male 18/12/1921
Male 12/12/1925
Male 19/12/1943
Male 01/06,/1942

Expand/Collapse folders

|E) Personal information
@ idoresses
@ Contacts
@ Social security
@ Unions
@ Emergency contacts

@ Mext of kin
-~~Ma--'\;__qmr¢pa“-« [P,

Vertical adjustments will show this cursor:

Horizontal adjustments will show this cursor: "I

W

L
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1.6 To do List

The To do List is displayed when you click on the icon or press Alt + T followed by

enter.

Currently you will be informed that no tasks are found.

ITu do list 'I Cloze X _ _ _ _ _
We will be making greater use of this function later in

IHigh - @ the project.

Mo tasks found.
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1.7 My Settings
You may set some of the Trent defaults that you prefer to use by selecting this button

L& or pressing Alt + M followed by Enter.

Defaults
Dake effective field I

prampk
Person search Field
Surnarme ;I
People identity tags W
Phioka in idenkity
Lags e
IUse Favourites ¥
Murnber of
favourites ko display IH Y e e s
Ma, of levels For out Waorkflow
of office Il_
Search For new

Autornatically select r basks every IE
defaulk action {seconds)

Fant Farnily: rakify of new tasks

| Tahoma =] at logon ™
Font size: (Drag slider) Moty as new tasks ¥

arrive

—C]— Mumber of davs

showing completed
The quick broven Fox Lasks
jurps over the lazy daog.

Wl

People manager
reporting levels

[¥=]
o
o

Mandatary Field calour

. @ Save

- g 3 R
—mt Y e

My Settings | If you tick this box then every time an effective date is required, Trent will
— Date prompt you for one. If this box is not checked then you can enter a date in
effective the Effective Date field at the top of the screen which will be used until you
Field prompt | change it.

It is strongly advised that you tick this box.
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My Settings | This field provides the default search option field. It is still possible to

— Person search by criteria other than the default by clicking the drop down arrow.

search field ﬁ> Organisation ; F‘ensiu:uners‘}PeupIE _
f search  Smart groups
| Surname B @‘?

Mame Unit Job EDDI;EI:?I:?;” G security no, Pet
Qrganisation unik
Payroll
Payrall reference
Personal reference
Pos occ reference
Prewvious surname
Social Security number
|Skaff identifier
SiHamE B

My Settings | If you tick this box when detail records are displayed they will also include a

— People ‘tag’ of information that identifies the employee. This may include: Name,

Identity Tags | Personal reference, N.I. number, job title etc. For example:

= Name: Ms C W ABBOTT Job titles ABBOTT, C. W,
Peaaldetals (8 Ch ] Social security number: k2993610 Pay ref: 20038549 Pers ref: 20038543

My Settings | Enables favourite pages to be displayed.

I_:(g/f)irites This will show the most recently used navigation items rather than the
complete list. The number of items shown will depend on the next option —
number of favourites to display.

. Shaow all options ()
=7 Personal details
| @ addresses
@ Fositions
| 457 MNew - Personal details
@ Pav history
Click on the double arrows ¥ underneath the list of favourites to show the
complete list

My Settings | Sets the maximum number of your favourite Trent pages to display

— Number of

favourites to

display

My Settings | Sets the number of levels of People out of office that will be displayed on

— Number of | the initial Trent Today page. A setting of 1 will display just those who report

levels for out | directly to you. A setting of 2 will display those who report to you and those

of office that report to them and so on. We are not initially making use of this

feature.

Copyright © 2007 University of Cambridge

Last Modified: 11 June 2007 Version 1

Page 13 of 15



CHRIS - Introduction Guide (Pension Team)

Clp)lS

Human Reource

My Settings

Automatically
select default
action

If you tick this box when you navigate to a page that will display in the
Object pane a list of details, for example Address details, NI details, if there
are no details to be displayed it will automatically open the New Page to
allow you to create a new item. If the Object pane does have items in the
list it will by default open the top item in the list.

If this option is not ticked then Trent will behave unchanged.

My settings — | Sets the font to be used by Trent; choose from Tahoma, Verdana, Arial,

Font Family | Times or Comic Sans MS.

My Settings | Adjusts the size of the font that Trent will use. Click the pointer and whilst

— Font Size holding the mouse key down, move the pointer left or right. The selected
font size is displayed in the box below the pointer.

My Settings | Allows you to change the colour of all mandatory fields. Click on the circle

— Mandatory | colour icon.

field colour

My Settings | These features will be made use of later in the project implementation:

— Workflow

Search for If you set this value then at the specified interval Trent will check to see if
you have any new workflow tasks.

new tasks

every

(seconds)

Notify of New | If you tick this box any new workflow tasks will be presented to you each

Tasks at time that you logon to Trent.

logon

Notify as If you tick this box any new workflow tasks will be presented to you during

new tasks your current session of Trent.

arrive

Number of You can set the number of days that any completed tasks should remain in

days the display before they are removed.

showing

completed

tasks
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1.8 Help and Documentation

1.8.1 Activating Help

On-line help is provided within Trent. To access help click the help button

Trent control bar. Trent Help cannot be accessed by pressing the F1 key as this will

initiate the on-line help for the Internet Explorer Browser.

on the

When you click the Help button the width of the Trent screen will be reduced from the right
and the Trent on-line help will be started in a separate window next to the Trent

application.

If required you can resize or reposition either the Trent screen or the Help

screen as required. When you close the on-line help, the Trent screen will resize itself
back to its original settings.

1.8.2 Controlling Help

The following buttons are available on the help toolbar.

Button Action
L Displays the Trent Help contents navigation tree in the navigation pane.
[ Displays the Trent Help Index and search input field in the navigation

. pane.
0, Opens the Trent Help search keyword input field in the navigation pane.

Opens the Trent Help glossary topic list in a new external window.
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