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SRD Departmental Administrator
Frequently Asked Questions

This page provides additional information common tasks in the Department Administration tab in the SRD

System. The guide is divided into questions. Use Ctrl+Click to navigate to the advice you need:

How do | give a colleague permanent Departmental Administration rights for my Department?............ 2

How do | set up access for my Head of Department so that they can logon to the system to see reviews? 2

How do | set-up review arrangements for the employees in my Department?.......ccccccceeivvveeeevcieee e, 3
What do the reviewer and reviewee receive when | set-up a review arrangement? .........cccceceveeeeeirneennn. 5
What happens if there is no email address for a reviewer/employee? .........cceevveeecereeieeeciieecree e 6

How do | sign off the review record if an employee or reviewer does not have access to a computer? ..6

Can we load historical review records from our local database/ spreadsheet? .........cccccevveveevieniennnnns 6
Why is the information we entered into the CHRIS Review screen not visible in SRD?.........cccccevvciveennns 7
Can the SRD system handle other types Of FEVIEW? ........uviiiiiiiie e 7
How is the next review date calculated? ..........cooiiriiiiiiie e 8
WhO CaN SEE @ rEVIEW FECOINIT....couiiiiiiiiiete ettt ettt sb e s ae e st ee b e e be e s bt e saeesateeabe et e e beesbeesaeeenteeneean 8
Will the CHRIS Review module still be available to USE? ......coceiiiiiiiiiiiiee e 8
Do | still need to record successful completion of probation in CHRIS?.........ccccccviiiiiiiiiiiiiiee e, 8
What happens when an employee Or reVIEWET |€AVES?.......cccuviiiiecieeeiciieeeeetieee et e e seee e sveee e s seaeeesnes 9
What happens when a Departmental Administrator [€aVes? ........ccvevivciiieiecieee e 9
How do | configure a review arrangement for a NeW Starter? .......cccoccveeeecieee e e 9
What DrOWSEIS CAN [ USE? ....uiiiiiiiieiite ettt ettt sttt et e bt e s bt e saeesatesabe e b e e bt e sbeeemeeenseenbeens 11
When does the SRD application delete review reCcords?.........occueeeeeciieeeeciiee e e e 11
What SRD reporting is available to DepartmMents? .......ccccveiiiiiiieiiiiiiee ettt e e e e e e s areee s 11
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How do I give a colleague permanent Departmental Administration rights for my

Department?
A Quick Reference Guide for Department Administrators can be found on the HR Systems SRD page.

You can use the ‘Delegate DA permissions’ option on the DA tab to add both temporary and permanent

delegates:

Dalegats DA pevavasians Dulogate for University Information Setvices

T 0 ORI e EIREL I PE &

Existing Delegatees
Shaw seyplapess whhout 8 wdeaet

Hane Depactmant Saant Dute Tnd Dete
Gusance inks

Add delegalee

Croose o selegaten

Click on ‘Chose a delegate’ and add details of the start date and CRSid or name:

Add a Delegatee

What is the start date™? What is the end date ?

23-Sep-2015 o DD-MMM-YYYY @

Enter part of their name, or full CRSID:

snr21 Search

Select the reviewer:

Employee Paosition

Mr Simon Redhead 70038954: Systems Development Manager

Choose a delegatee from the list above, or  Cancel

Please note: that to make the delegation permanent you can leave the end date blank.

Please note: Facilities so that individuals can be nominated as delegates for only a sub set of the
employees in the department are not available at present.

How do I set up access for my Head of Department so that they can logon to the
system to see reviews?

A Quick Reference Guide for Department Administrators can be found on the HR Systems SRD page.
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You can use the ‘Assign Head of Department’ option on the DA tab to add Head of Department details:

[PITRTY VR—— Head of department

Condigaon Sigu oy cchavel
ALy Hand ol Departeasnt
a3 £ € of 2030 o eepaTIReR:

Pl athnd o v e St bownd O Lipnrwvnst

Osbderce brhx car e Nive

Cummpucne it dgucmdsd Mol

Enter the Head of Department’s CRSid then click on the ‘Add Head of Department’. The name of the Head of
Department will be shown in the list box underneath.

How do I set-up review arrangements for the employees in my Department?

A Quick Reference Guide for Department Administrators can be found on the HR Systems SRD page.

You can use the ‘Set up review arrangements’ option on the DA tab to do this:

Assion amployeds 1o revivwurs

Fiest chooge the revlewer you wich to wark on

g

Click on ‘Chose a reviewer’. Add details of the CRSid or name and click on the ‘Search’ button:

Choose a reviewer
Enter part of the reviewer's name, or their full CRSID:

| Search

Search results will appear here.

Choose a reviewer from the list above, or  Cancel

Click on the name of the reviewer you wish to select:
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Choose a reviewer

Enter part of the reviewer's name, or their full CRSID:

snr21 Search

Select the reviewer:
Employee Position

Mr Simon Redhead 70038954: Systems Development Manager

Choose a reviewer from the list above, or  Cancel

A list of existing employees for the reviewer is displayed. Click on ‘Add an employee’:

Assign employees to reviewers

Yow juige ket g0 10 skt ] A reveeer and see or ctange af P pecpee Py vy

Asugnng empioyees for Mr Simon Redhead  Seasen for 2 cifferent reviewer

Now you can view, change or add employees,

Fripte wNo 860 aveady fevswed Dy Mr SImon Reon fe B3180 Dekw

4+ AOd an omployee Transier empiovees o

afierent reviewer

Peoopie Cumently reviewad by Mr Simon Reddead 1 University information Services

Mr Sinan AN

TOU28487 Systoms Daveaper (Tochnk sl Spacisist 2) Review In progress _

U10068 Uniersey Information Services

Mr James Reynolds

700 Neat Review Dus 18-Sep-2015

n Servees

PMAalon SavKes

Please note: that you can also transfer employees to a different reviewer from this screen.

Enter the CRSid for the employee and click on ‘Search’:

Choose an employee to be reviewed

Enter part of the employee’s name, or their full CRSID:

reynolds| Search

Select the employee:

Employee Position

Mr James Reynolds

70018307 Senior Analyst
(Currently reviewed by Mr Simon Redhead) enior Anays

Choose an employee from the list above, or  Cancel
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Click on the name of the employee you wish to assign and enter a review due date:

Please enter the next review date
The next raverw for Mr James Reynclds is due co:

| oK Conert

o September 2013 o

Sa Mo Tu We ™ Fr %S

What do the reviewer and reviewee receive when I set-up a review arrangement?
Once you have completed the review arrangement the reviewee will become visible on the reviewer’s list:

Assigning employees for Mr Simon Redhead Search for a different reviewer
Now you can view, change or add employees.
People who are already reviewed by Mr Simon Redhead are listed below.

+ Add an employee Transfer employees to different reviewer

People currently reviewed by Mr Simon Redhead In University Information Services

Mr Sinan Ali
70024442: Systems Developer (Technical Specialist 2) Review in progress
U10068: University Information Services

Mr James Reynolds
70018907: Senior Analyst Next Review Due: 24-Sep-2015
U10068: University Information Services

Mr Stuart Band
70023466: System Developer (Technical Specialist 2) Review in progress
U10068: University Information Services

The reviewee will also see the review arrangement on the ‘My reviews’ tab:

My reviows

My traning requiementy

My reviews
Guucztance links

L e e e R e T S =
Coenpater Lab Fopenxal Podey

SR0 Guderes
9 Poley Reviews

Traning
= Powienet tor pockise 001 B00T: Sarvcr Aralye wih Seven Redend
Univirnly of Larindge ¥y
Feviow dataks Ruviww dats

Beven 3t Upcommng Revem
Fowrant e Siovon Redbesd

Oue Date 24 53 206
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Please note: that both parties will also be sent an email informing them of the new review
arrangement. An email reminder will also be sent to both parties one month prior to the review due
date.

What happens if there is no email address for a reviewer/employee?

The SRD application relies on email for its notification process. Therefore all of your reviewers and
employees need to have valid University (or, for clinical staff, NHS) email addresses set up in CHRIS before
they are assigned to a review arrangement. If an email address is missing the system will display a warning:

Mrs Margaret .
o ) . Common Room Assistant
User has no email address configured®

Individuals can update or add email addresses using the Employee Self-Service (ESS) application. More
information about ESS can be found on the HR pages.

Please note: that if you chose to continue with the review arrangement regardless of the warning
message, emails will not be delivered so you should make arrangements separately to remind the
employee of due dates and, if they have no access to a computer, arrange to sign-off the review record
on their behalf.

How do I sign off the review record if an employee or reviewer does not have
access to a computer?

The Departmental Administrator should only sign-off a review record on behalf of an employee or reviewer
if:

e The individual does not have access to a computer; and
e You have seen a paper copy of the signed-off review form.

Please note: that all notifications for pending reviews are via email so you may need to make a manual
note of when the next one is due so that you can inform the reviewer or employee.

Can we load historical review records from our local database/ spreadsheet?

If you can provide a spreadsheet in a standard format, then that can be used for importing SRD data from
existing departmental review systems and spreadsheets. This is only possible if all of the mandatory data
can be supplied for each review to be imported.

You will need to be able to supply a minimum of the:

e employee’s Person Reference Number;
o employee’s Position Ref;

o review Type;

e review Date;

e Next review Date; and
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e reviewer Person Reference Number.

An example spreadsheet can be found on the HR Systems Pages for SRD.

If you are able to supply details of historical review in this format then please email it to the HR Systems
Service Desk and they will validate the content and import the review history for you. The HR Systems
Service Desk can also extract review history from CHRIS for import (see section below).

Please note: that importing review history will automatically set up a review arrangement for each
employee/ reviewer pairing so you will not need to do this manually:

Please note: that when history is imported then the system will look at the next review date and will
automatically generate reminder emails for any reviews due within the next month. If you have many
pending reviews you may want to inform your department to expect this.

Why is the information we entered into the CHRIS Review screen not visible in
SRD?

The data entered into CHRIS can only be used in SRD if the record is complete and contains a minimum of:

employee’s Person Reference Number;
employee’s Posn Ref;

review Type;

review Date;

e Next review Date; and

e reviewer Person Reference Number.

To find out whether the data held in CHRIS for your department is suitable please contact the HR Systems
Service Desk and they will be able to advise and do an extract and import if the data is suitable.

Please note: that importing review history will automatically set up a review arrangement for each
employee/ reviewer pairing so you will not need to do this manually:

Please note: that when history is imported then the system will look at the next review date and will
automatically generate reminder emails for any reviews due within the next month. If you have many
pending reviews you may want to inform your department to expect this.

Can the SRD system handle other types of review?

Currently the types of review that can be recorded are limited to SRD review and probationary reviews.
Other kinds of review are not listed as an option and the specific facilities in the application only reflect the
requirements of the Staff review and Development and probationary policies.

FAQs — SRD Departmental Administration tab Page | 70of 11


http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/staff-review-and-development-srd
mailto:CHRIS%20Helpdesk%20%3cCHRIS.Helpdesk@admin.cam.ac.uk%3e
mailto:CHRIS%20Helpdesk%20%3cCHRIS.Helpdesk@admin.cam.ac.uk%3e
mailto:CHRIS%20Helpdesk%20%3cCHRIS.Helpdesk@admin.cam.ac.uk%3e
mailto:CHRIS%20Helpdesk%20%3cCHRIS.Helpdesk@admin.cam.ac.uk%3e

B UNIVERSITY OF .
SRD Departmental Administrator
» CAMBRIDGE P

Frequently Asked Questions

Please note: if there is substantial demand, then in future releases we will consider offering the ability
to record other review types but these are not included at present.

How is the next review date calculated?

The due date of the review (rather than the date the review actually took place) is used as the base date for
the calculation. The normal review cycle is due date plus two years. This can be overridden with an
alternative time period when the review record is signed off by the reviewer:

Reviewer sign off

Reviewer

Redhead
Next review date®

<4 Months -

Please note: that in future releases we will consider offering the facility to allow configuration of the
review period by department but this is not available at present.

Who can see a review record?

Access to the detailed review record is restricted to the employee, the reviewer and the Departmental
Administrator/ Head of Department (or their delegates).

The Central HR and HR School Teams will also receive regular statistical reports of total figures for each area.

Will the CHRIS Review module still be available to use?

Institutions can choose whether or not to adopt the new Staff review and Development System. For
institutions that are not using the new system, review information can still be entered on the CHRIS Review
screen and the CHRIS monthly burst reporting will still appear. However, the new application has many
advantages over the CHRIS Review screen:

e Emails are sent to both review participants one month before a review is due;

e Both the employee and the reviewer can start the review recording process;

e Documents can be uploaded and stored in the application reducing local filing; and

e Training requirements entered will automatically appear on the monthly Departmental reporting.

Do I still need to record successful completion of probation in CHRIS?
At present, there is no integration with CHRIS when the final probationary review is completed successfully
(or probation is extended). These details will therefore still need to be updated in CHRIS directly.
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What happens when an employee or reviewer leaves?

When an employee is made a leaver in CHRIS their reviews are removed automatically from their reviewers
list. Itis therefore important that any in-progress reviews for leavers are signed off by the leaver (or the
Departmental Administrator on their behalf) before they leave so that the review is no longer listed as
outstanding on the monthly departmental burst reporting.

When a reviewer leaves the Departmental Administrator can transfer all the employees they review across
to their new reviewer at once. All staff will be transferred but if only part of the team is moving to the new
reviewer the individuals who are not can be edited separately.

What happens when a Departmental Administrator leaves?

When the Departmental Administrator for the institution is updated in CHRIS, the SRD system will become
aware of this change and will automatically update the Department Administration roles for your
department or Institution.

If you are aware in advance of a staffing change then you can set up an alternate record for the Department
Administrator role in advance (see above instructions).

In an emergency, you can also contact the HR Systems Service Desk have access to revise the Departmental

Administrators for any Department.

How do I configure a review arrangement for a new starter?
You must set up an initial review arrangement for the new starter.

Please note: that the system will not automatically prompt you to do this when a new starter is entered
onto CHRIS. You should ensure that you routinely add review arrangements for new starters onto the
system.

On the DA tab within the system you can see those employees who do not have a review arrangement.
When a new starter is entered onto CHRIS they will appear automatically in this list:

Duseavent menasy _

Employees without a reviewer

2 Haad of Ovpantnen

Yhrw errpieyees Atthout ¢ reviemer Crug [Eroe— Vrartan Actan

Click on ‘Assign a reviewer’ and enter the reviewer’s details:
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Choose a reviewer

Enter part of the reviewer's name, or their full CRSID:

snr21 Search

Select the reviewer:

Employee Position

Mr Simon Redhead T00255954; Systems Development Manager

Choose a reviewer from the list above, or  Cancel

Click on the reviewer’s name to select them enter the date for the next review.

The system will display a message to confirm the arrangement:

Reviewer has now been assigned

to Mr James Reynolds

The new starter will then appear on their reviewers list (and an email will be sent to both parties):

Employee overview

Employee list

W G AL T
TITHMZ Samen -

W Savas Arprann
wie e Nt e O S So 2014

W Soan Besd I ——

Once the new starter receives their Raven credentials they can login and will see their review details on the
My reviews tab:

My reviews

Navtows

e L

Baime bend Moo roe At
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FAQs — SRD Departmental Administration tab Page | 10 of 11



3 UNIVERSITY OF

CAMBRIDGE SRD Departmental Administrator

Frequently Asked Questions

What browsers can I use?
The following browsers are supported by the SRD application:

Windows MAC

Application Internet

Firefox Chrome Firefox Chrome Safari
Explorer

Staff review and Development

L Vo+ V36+ V41l+ V36+ V4l+ 7+
application

Note: that Front Motion Firefox is not supported although it is part of the standard installed desktop in some
areas. If you are using Front Motion please contact your local IT support to arrange for an upgrade to a fully
maintained version of the Firefox browser.

If you have any issues with the format or display of the application on these browsers then please contact
the HR Systems Service Desk.

When does the SRD application delete review records?
The SRD data will be stored and used in accordance with University’s policy on the use and storage of HR
Data.

What SRD reporting is available to Departments?
From 1° November 2015, on the first of each month, a burst report will be sent by HR Analytics to each
department or Institution using the new SRD application. The report will include details of:

e All overdue reviews (since the department went live with SRD);
o All reviews completed last month for the department; and
e All reviews due within the next month.

This will be sent to the current list of burst report recipients for your department.

A training summary report will also be burst monthly to the same audience. This report focusses on all
training requirements entered on review records completed during the last month. It is intended for use by
the Head of Department or the Departmental Administrator in planning and budgeting for the department’s
training needs.

! Note that testing was performed on 8.0.5
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