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1. Introduction

A student can have multiple advisors, in a number of different roles, allocated to them but every
student on a postgraduate doctoral programme of study must have a Principal Supervisor (PS);
doctoral students must also have an advisor allocated to them.

The following pages give Degree Committees (DCs) guidance on how to attach these supervisors
and advisors to students in CamSIS.

The record in CamSIS must be maintained to accurately reflect each student’s supervisor and
advisor. Ensuring that these relationships are up to date allows the following:

Termly supervision reports to be written

Ability to comment on students’ Self-evaluation reports

Student change of circumstance applications (e.g. for intermission, leave to work away) to be
approved by the supervisor

Appropriate students to be registered for the PhD or EdD degree

Students should only have one active Principal Supervisor at a time and any change to a
supervisor must also include the inactivation of the previous principal supervisor. Failure to
inactivate a supervisor will cause problems for all of the processes listed above.
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2. Useful information
Note: Throughout this guide, reference to supervisor also includes advisors

a) The Notification of New Postgraduate Supervisor Details Form

This form (link found on the Information for Degree Committees page) should be completed and sent
to the Student Registry when an individual has a CRSid but no USN.

Student Registry will use the details on the form to create a record for the individual on CamSIS. Once
an individual has a CRSid and USN, they can be assigned the Postgraduate supervisor/ advisor roles
and be linked to students.

Please note that when the Student Registry has set-up a new supervisor/ advisor, it is the Degree
Committee’s responsibility to link the newly set-up supervisor/ advisor with their students on CamSIS.

b) Start Date of Supervisor Roles

It is important that the Start Date of any supervisor’s role is the first day of the term in which the
individual is first linked to the student; if the role Start Date is after the first day of a term, CamSIS will
not allow the supervisor to view the student for that term or write a report for that term.

For example, if a PS starts supervising a student on 10/10/19, their Start Date for the role should be
back-dated to 01/10/19 (the first day of Michaelmas Term ‘19) to enable them to view the student and
submit a supervision report for them in Michaelmas Term (MT) ‘19. If the Start Date isn’t back-dated,
the first supervision report the PS will be able to submit will be for LT ‘20.

c) Employed by an English HEP or Cambridge College

If a student’s PS is not employed by an English HEP (Higher Education Provider) or Cambridge
College, the student must also be assigned a co-supervisor who is. This is to meet quality assurance
requirements and confirm the accountability of supervisors. It also has a financial implication in that
the university will not receive government funding for the student if they do not have a supervisor who
is employed by an English HEP or Cambridge College.

d) Maintaining roles and student-affiliations on CamSIS

Pre-matriculation (pre-MATR): If an offer of admission has been made but the applicant is still at
admissions stage, you will need to liaise with the Postgraduate Admissions Office (PAO) to amend
any supervisor/ advisor roles attached to the applicant.

PAO will contact you if they can’t find, on CamSIS, the person that you wish to allocate an applicant
to, or if the supervisor/ advisor is not currently set-up with the particular role. Once the person is set-
up and has the necessary roles, please confirm this to PAO and they will update the applicant’s record.

Post-MATR (ie. applicant is now a current student):

For current students, it is the Degree Committee’s responsibility to assign the supervisor/ advisor roles.

There are two pages that can be used to update student supervisor roles:
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+ Maintain Student Advisors— this page focuses on the student. It advises all of the User Roles
that have been assigned to the student for a particular course of study. An overview of how this
page works can be found in Appendix A

» User Role Maintenance- this page focuses on the supervisor/ advisor. It lists the roles that they
have been assigned in which Department(s)/ Faculty(s); it also lists all of the students that they
are affiliated with and in what role. An overview of how this page works can be found in Appendix
B

Either page can be used to maintain the link between a student and a supervisor/ advisor.

e) Types of User Role for supervisors/ advisors

For University administrative purposes (and covered within this guide), the recognised User Roles
for supervisors/ advisors are listed below.

Principal Supervisor— This is a student’s main supervisor; a student should only have one active
Principal Supervisor at any given time. Principal Supervisors are able to write/ edit termly reports on
CamSIS.

Cambridge Supervisor— A student only needs a Cambridge Supervisor assigned to them if the
Principal Supervisor is not employed by an English HEP or Cambridge College. Cambridge
Supervisors are not currently able to write/ edit termly reports on CamSIS.

Other Supervisor— A co-supervisor who is able to write/ edit termly reports on CamsSIS.

Graduate Advisor- This is the Advisor listed in the ‘Code of Practice for research students’. The
Advisor can’t currently view, edit, or write reports.

There are a number of other User Roles that are only used by colleges and departments; any
queries regarding the use of these should be directed to the CamSIS Helpdesk

f) The Principal Supervisor ‘tick’

Every student on a postgraduate doctoral programme of study must have one active Principal
Supervisor (PS):

Current Future Past

Academic Advisers Find | [ First (4 13013 0 Las

Detalis

sUcer Role Primary AT saavicer

Name =
e f===o}
===y =5

3 Principal Supervisor View

Only applicable to a student’s active PS, the Primary column must have a tick in it (click on the box
and the tick appears; click on the box again, and the tick disappears).

If a student has a change in PS, the tick must be removed from the PS being made inactive, and must
be added to the new PS:

Issued by Student Registry July 2023 Page 4 of 28



Current Future Past Refresh List

Academic Advisers Find | B Firt 4 15015 » Last

Detalls
*Ucer Role Primary ;-Di‘t;"l/l‘:’ *Advicer Name CR&d * 3tart Date End Date
T [—] L [t} +
A Prcipal Supervisa @ [View | ik Gmmeieess 0 @b 7002018 B[ 5 EE
4 Prncipal Supervisor O View | 260D [ = 01/10:2018 3y | 1681042018 |5y *| =
C ate Tutor Vew D G m—] 4012022 +

A Save || Retun 1o Search 45] Nextin List = Notify
In the screenshot above, you can see an active PS (highlighted in green; active because the role only

has a Start Date), and an inactive PS (highlighted in yellow; inactive because the role has both a Start
and End Date).

Notice that the inactive role doesn’t have a Primary tick but the active role does:
e When the DC set the yellow PS to inactive, they un-ticked the Primary box

e When they added the new, active, green PS, they ticked the ‘Primary’ box- ensuring that the
tick remains with only the active PS.

No Inactive PS should have a tick against them (unless it's the PS that the student completed the
course with, and you added an End Date when the student’s record has been completed).
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3. Supervisor set up, and maintaining supervisor set up

a) Initial set-up: Raven, and CamSIS access

Anyone in a supervisor/ advisor role will need Raven access, and will then need to be set-up on CamSIS (if
they don’t already have a USN):

Current members of the University and affiliated institutions are provided with a Raven account and
password when they arrive- they should have a CRSid
o Non-members who need to carrying out University business, can request a current member to
request access on their behalf: https://help.uis.cam.ac.uk/service/accounts-passwords/it-
staff/raven/raven-fags/raven-request

The Notification of New Postgraduate Supervisor Details form (link found on the Information for
Degree Committees page) should be completed and sent to the Student Registry when an individual has
a CRSid but no USN.

Student Registry will use the details on the form to create a record for the individual on CamSIS. Once
an individual has a CRSid and USN, they can be assigned the Postgraduate supervisor/ advisor roles
and be linked to students.

Please note that when the Student Registry has set-up a new supervisor/ advisor, it is the Degree
Committee’s responsibility to link the newly set-up supervisor/ advisor with their students on CamSIS.

b) Add departmental-affiliation, and User Roles

Follow the guidance in this section when you know that an individual already has a CRSid and USN. as a
supervisor in one Department and you want to add them to another Department, or if you want to add
additional roles to an existing supervisor.

Steps | Action

Navigate to: NavBar (the compass icon)> Navigator> PeopleTools> Security> User Profiles>
User Role Maintenance

o Enter at least one of the key identifiers (USN, CRSid, or Last Name) for the supervisor/ advisor
e Click ‘Search’

If you are new to the User Role Maintenance page, please refer to Appendix B for an overview.
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CRSids and USNs are unique to each person- if you search by USN or CRSid you will be taken straight
to that person’s User Role Maintenance page.

User Role Maintenance
Enter any information you have and click Search. Leave fields
Find an Existing Value

w Search Criteria

USN([begins with w ||

Include History Correct History Case Sensiti\
Limit the number of results to (up to 300): {300

- ]
_ Clear |Basic Search & Save Search(

If you search by Last Name only, you may be presented with a number of Search results to pick from-
take care to pick the right person.

3. On the individual's User Role Maintenance page, you will either see:

e Their existing role set-ups (if they are for a Department/ College that you are not affiliated with,
you will see the role, the number of students linked to the role, and the College/ Department
but never any individual student details):

User Role Maintenance Unit of Assessment

USN
Name

CRSid

User Roles

Current Future Past AcadOrg [ v] userRole[ v] Refresh List

Fnd 10| B 1-30f3
Details || Audt | [

“User Role Students *College / Department Description “Role Start Date Role End Date

Director of Studies 26/G +
Principal Supervisor EGEG +
Graduate Advisor EGEG +

Student Responsibilities

[ v]
Current Future Past Acadorg [ V]

User Role | v Refresh List
Add New Student
Or:
e That they have no roles to date:
User Role Maintenance Unit of Assessment
USN 300024404
)
CRS  GQEED
User Roles
Current Future Past AcadOrg ¥] UserRole| .7 Refresh List
Find |3 | [ 10f1
Defails || Audt | [
“User Role Students *Coliege / Department Description “Role Start Date Role End Date
[ v Q 170772023 | U
Student Responsibilities
[ v]
Current Future Past Acad Org L]
User Role [ v Refresh List
Add New Student
[il Save ||[@" Return to Search J= Include History | |iZ? Correct Hist
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4. If the individual has existing roles, to add a new role:

o
o

Click on any of the ‘+’ buttons in the User Role section

User Role Maintenance Unit of Assessment
USN 202022025
Name QU
CRSid sdg33
User Roles
Current Future Past AcadOrg | ¥ | UserRole v] Refresh List
Fd | D1 13
Details Audit | [
*User Role Students *College / Department Description “Role Start Date Role End Date
26/G 7 +|
2 -
2 +
Student Responsibilities
v
Current Future Past Acadorg [ V]
User Role | v] Refresh List
Add New Student
&) Save # Return to Search 2] Include History

e On the new ‘User Role’ row added:

Select the role that you are wishing to add from the drop-down list

Select the Department you wish to assign the role to from the options available when you
click on the magnifying glass (Look Up) icon

Enter the Role Start Date (it should be prior to the start date of the term in which the role is
to be first used, eg. 30/09/xx if the role is to be first used from Michaelmas Term (which starts
on 01/10/xx))

If the role is for a fixed period of time, enter the Role End Date (otherwise leave this field
empty

Save

User Role Maintsnance

USN 202022925
CRSid =g
User Roles
Current Future past AcadOrg V] userroe [ v R
Find | (91 B 14014
Detalls Audit | [TTTH)
“Ucer Role Studente *College / Department Decoription “Role Start Date Role End Date
+.
i v i Q 19/07/202 0 oHEINE
EGE E +
Sraduate Advis e = ;
Student Kesponsibilities
Current Future Past Acad Org
User Role [ v] | Refrest
i Save ||igh Retumn to Search ] Inchude History

If you need to add another role, click on the ‘+ icon at the end of an existing row, and repeat the
above steps.
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5. If the individual doesn’t have existing roles, a blank User Role row will already show:

User Role Maintenance Unit of Assessment
USN 300244044
name (D
CRSid mb585

User Roles

Current Future Past AcadOrg | V| User Role [ VJ Refresh List
Fd DI 1
Details || Audt | [F™5
“User Role Students “College / Department Description *Role StartDate  Role End Date
i vi Q 1810772023 | W+

Past Acad Org \E

User Role [ v | Refresh List

Add New Student

5 Save ||[@" Return to Search 2 Include History 2 C

e On the ‘User Role’ row:

o Select the role that you are wishing to add from the drop-down list

o Select the Department you wish to assign the role to from the options available when you
click on the magnifying glass (Look Up) icon

o Enter the Role Start Date (it should be prior to the start date of the term in which the role is
to be first used, eg. 30/09/xx if the role is to be first used from Michaelmas Term (which starts
on 01/10/xx))

o If the role is for a fixed period of time, enter the Role End Date (otherwise leave this field
empty

o Save

If you need to add another role, click on the ‘+ icon at the end of the row, and repeat the above steps.

6. Once the required role(s) is added, you can click on the ‘Add New Student’ button to link supervisor to
student:

User Role Maintenance Unit of Assessment
USN 300244044
CRSid mb585

User Roles
Current Future Past AcadOrg [ v] UserRole[ v] Refresh List

=nd’4.‘|& 1of1

Details || Audit | [T

“User Role students *College / Department Deecription “Role Start Date  Role End Date

Principal Supervisor NUBS British Antarctic Survey 30/00/2023 |y W H =

Student Responsibilities

Current Future Past Acad Org [ v]

User Role [ v Refresh List

Add New Student

Further guidance on how to link a supervisor to student can be found
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c) If a User Role is added by accident

User Role rows should only ever be deleted if they were added in error, for example, adding a row to the
wrong individual.

If an individual is no longer employed in one of their assigned User Roles, the How to close a User Role
guidance should be followed.

Steps | Action
1. Navigate to: NavBar (the compass icon)> Navigator> PeopleTools> Security> User Profiles>
User Role Maintenance
o Enter at least one of the key identifiers (USN, CRSid, or Last Name) for the supervisor/ advisor
e Click ‘Search’
If you are new to the User Role Maintenance page, please refer to Appendix B for an overview.
2. CRSids and USNs are unique to each person- if you search by USN or CRSid you will be taken straight
to that person’s User Role Maintenance page.
User Role Maintenance
Find an Existing Value
Search Criteria
USN[Begins wih |
Include History Correct History Case Sensitiv
Limit the number of results to (up to 300): |300
_ Clear | Basic Search & Save Search C
If you search by Last Name only, you may be presented with a number of Search results to pick from-
take care to pick the right person.
3. On the individual’'s User Role Maintenance page, you will see all the roles assigned to them for your

Department (it's always advisable to have the Current, Future, and Past boxes ticked):

| User Role Maintenance

acsaorg | V] userro.s| v

Find | (31 [ 1404

*Coliege / Department Decoription *Role dtart Date  Role End Date

Student Responsibilities

Current Future Past Acad Org

User Role [ v]

Refresh List

wl Include History
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4. Hopefully the error will have been picked up before any students are assigned but, if that’'s not the
case, make sure that the link to any students is removed using the When a supervisor/ advisor is
attached to a student in error guidance.

5. To delete a User Role:

e Click the ‘- icon at the end of the User Role row that is to be removed

[ user Role Maintenance || Uni of Assessment |

UsN 300244944
wre (D
CRSld mbs8s
User Roles
Iamm Bruture @past Acsdorg [ V] userRose[ v] [ Refresh List II
Find | (31 (B 14014
[ Dotate [ Auct | 5
Principal Supervizor » Nuss Britizh Antarctic Survey [3over023 ]33 ]‘El_.
Graduste Advisor ‘ NuBs |Brish Antarctic Survey (3082023 | | ];EI"EI
Cambridge Supervizor NUBS Brizh Antarctic Survey iy () —
Other Supervisor | NUBS Bribsh Antarctic Survey (0082023 |5 [ 5 #EE
Student Responsibilities
Gcumnt Orutwe Opast  Acdon [ V]
User Role | v] | Refrosh List J
| Add New Student |
[SSv81 | (B Retum to Search [P UpasteDiEpiay. | [ 3 Include History | [ Cor
6. e Click ‘Ok’ when prompted

Delete Confirmation

Delete current/selected rows from this page? The delete will occur when the transaction is saved
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e Save

User Role Maintenance

USN 00244944
CRSla mH 585
User Roles
Current Future @ past Acadorg User Role [ v Refrosh List
Find | 91 E§ 1-30f3
Detalls Aud (1gal’)
“Ucer Role studente *College / Department Decoription “Role Start Date Role End Date
Graduate A NUBS Briizh Antarctic Survey 004202 B w (+] (=]
? a | =
G cHEHE
Student Responsibilities
: V]
Current Future Past Acad Org
Refre<h List
User Role [ v] e
jd New Stu
B Save ||EM Retum to Search 2 Include History » Col

If there is more than one User Role to be removed, repeat the above steps.

d) How to close a User Role

If an individual is going to stop working in one of their assigned User Roles, the link between them and their
students needs to be closed, and the User Role then needs to be closed.

Steps

Action

1.

Navigate to: NavBar (the compass icon)> Navigator> PeopleTools> Security> User Profiles>
User Role Maintenance

o Enter at least one of the key identifiers (USN, CRSid, or Last Name) for the supervisor/ advisor
e Click ‘Search’

If you are new to the User Role Maintenance page, please refer to Appendix B for an overview.
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2. CRSids and USNs are unique to each person- if you search by USN or CRSid you will be taken straight
to that person’s User Role Maintenance page.

User Role Maintenance

Enter any information you have and click Search. Leave fields

Find an Existing Value

W Search Criteria

USN(begins with v

First Name
Mxddie Name

(U include History [ Correct History [ Case Sensitiv
Limit the number of results to (up to 300): (300

-
_ Clear | Basic Search &X' Save Search C

If you search by Last Name only, you may be presented with a number of Search results to pick
from- take care to pick the right person.

3. On the individual’s User Role Maintenance page, you will see all the roles assigned to them for your
Department (it's always advisable to have the Current, Future, and Past boxes ticked):

[ User Role Maintsnance Unit of Assessment
USN 300244944
Name
CRSld mb585
User Roles
current  @Futurs  @past o201 User Rols 2 Rekrosh Lit

Find | (91 [§ 14014
Detalls Audt | ITTTH

“Ucer Role Studentc *Colege / Department Decoription “Role Start Date Role End Date
A NUBS Briizh Antarctic Surve 30092023 |5 5 + =]
Graduate Advisor NUBS w B & =

ervis NUBS W 5 &= =
Other Supervisor NUBS e 5 (] (=]
Student Responsibilities

Current Future Past Aced Org
User Role [ v ] Refresh List
Add New Student
) Save ||GP Retum io Search ¥ ste Display _,'j Include History i Co
4. If there are any active students attached to the supervisor in the User Role(s) that needs to be closed,

follow the Closing a link between a student and a supervisor/ advisor guidance to close those links,
and re-assign those students (using either the Adding a link between one supervisor and multiple
students, or Attach one student to one or more supervisor(s)/ advisor(s) guidance).
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5. To close a User role:

e Enter the date that the individual is to finish in the specific role in the Role End Date field
o The exact date can be used if it's known, or it can be the end of the term in which the
individual is finishing in the role
e Save

User Role Maintenance Unit o

USN
Name
CRSld
User Roles
Current Future past AcadOrg [ V| userroms [ v Refresh List
Find | 91 15015
Detalls || Audt | [
“Ucer Role Stucents *College / Department Decoription “Role $tart Date Role End Date
8 d 8/ G Girton Co (#
NUBS @ [oaor202s | (& (=]
W m =
EGEG (+]
EGEG D Engneering ,fj
Student Responsibilities
A
Current Future Past Acad Org
User Role | A Refresh List
Add New Student
i Save ||l Retun to Search 21 Update/Display || S Include History
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4.

Managing links between Supervisors and their students

a) Adding a link between one supervisor and multiple students
The process listed below should be used when you want to allocate a number of students to the same

supervisor.
Steps | Action
1. On CamSIS, navigate to: NavBar (the compass icon)> Navigator> PeopleTools> Security>

User Profiles> User Role Maintenance

o Enter at least one of the key identifiers (USN, CRSid, or Last Name) for the supervisor/ advisor
that you wish to allocate the students to

e Click ‘Search’

If you are new to the User Role Maintenance page, please refer to Appendix B for an overview.

CRSids and USNs are unique to each person- if you search by USN or CRSid you should be taken
straight to that person’s User Role Maintenance page.

If you search by Last Name only, you may be presented with a number of Search results to pick from-
take care to pick the right person.

If your Search returns no results or if the User Role Maintenance page shows no User Roles, it
suggests that the individual has not been set up as supervisor yet.

To request that someone is set up as a supervisor:

o Go to the Student Registry Information for Degree Committees page
¢ In the Appointing supervisors section, download a copy of the ‘Notification of New Postgraduate
Supervisor Details Form’
o Complete the form and return it to the Student Registry at recordsandexams@admin.cam.ac.uk
o Please ensure that you provide us with the individual’s CRSid
o If you know that they have a pre-existing USN (eg. they’ve been a student previously),
please also include that.

Once Registry have confirmed to you that the individual has been set up, you can continue with the
steps below

Looking at the Student Responsibilities section:

¢ [f the individual doesn’t have any students attached to them
o Click on the ‘Add New Student’ button

e If the individual has one or more students listed
o Click on the plus ‘+’ icon at the end of any of the rows

Remember that the Current/ Future/ Past filters can be ticked or unticked to change the lists of students you
see in this section— just click on the ‘Refresh List’ button if you make any changes to the filters
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5. A new row will be added to the list:

¢ Inthe User Role column, use the drop-down option menu to select the appropriate User Role
o If you select the Principal Supervisor role, please click on the box in the Primary column-
a tick should appear in the box
= Without this tick, the PS will not be able to write termly supervision reports
» The tick isn’t required for any other User Role

Please remember that a student should only have one active PS at any given time. If a student has
a change of PS, the currently active PS should have an End Date added to the User Role and the
Primary tick removed- see Section 3; the new PS should then be attached and the Primary tick added
against their User Role.

6. To attach the student to the User Role you just entered:
e Enter the student’'s USN in the Student USN field- the CRSid and Name fields will auto-populate

If you don’t know the student’s USN, click on the magnifying glass icon to the right of the field- this
will open the Lookup function
o The Lookup will allow you to search for the student by CRSid or Name
»  When you’ve found the right student, click on their details to select

7. In the Career column:

e Using the drop-down option menu, select the appropriate Career

8. Looking at the Career Nbr, Programme, and Plan columns:

o Check that Programme and Plan read as you expect:
o ie. if you are attaching a student who you know has the Programme ‘NOTAF’ and they are
currently on the Plan for NOTAF in Engineering, check that those details show in the
respective column

o If the details are not right, click on the magnifying glass icon to the right of the Career Nbr field to
access the Lookup function
o If a student is on their first Programme/ Plan (course) within this Career, the Career Nbr
associated with the course will be 0
o Ifastudentis on their second or subsequent Programme/ Plan (course) within this Career,
the Career Nbr associated with the course will be 1 or higher
» The Lookup function will list all of the student’s Career Nbrs within this Career-
click on the appropriate Career Nbr to correctly populate the Programme and Plan
columns

9. The Start Date of a supervisor/ advisor User Role MUST be the first day of a term. The Start Date of
terms, for the purpose of User Roles, are:

e 15t October for Michaelmas Term (MT)
e 5" January for Lent Term (LT)
e 17" April (10" April in a Leap Year) for Easter Term (ET)

If the Start Date is after the first day of term, the supervisor will not be able to write a termly report for
that term.
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10.

Discretion will be needed in regard to the Start Date if a student changes supervisor part-way through
a term:

e You could back-date the Start Date if the change was made relatively early in the term and
the individual was supervising the student for the maijority of the term, so should be the one
to submit a report for the given term

¢ You could forward-date the Start Date (to the start of the next term) if it's relatively late in the
current term and the student’s previous supervisor is expected to write the current term’s
report

Remember that if you are attaching a student to a new supervisor you may need to close the link to
the previous supervisor- Section 3 gives guidance on this. You need to take in to consideration the
End Date of the previous supervisor’s role, as well as what the new supervisor’s Start Date should
be- they shouldn’t be active at the same time.

Also take care that the Start Date of the supervisor/ advisor’s attachment to the student isn’t prior to
their Role Start Date- you can see the Role Start Date at the top of the page, in the User Roles section
ie. If an individual has a Principal Supervisor role at Biology that has a Role Start Date of 01/10/18,
they can’t be allocated as a PS to a student wef 17/04/18 because that date is prior to when they
were first set up as a PS.

1. Click on the ‘Save’ button at the bottom of the page to save this supervisor/ advisor to student set-
up.
NB/. Alternatively, if you have multiple students to attach to this supervisor/ advisor, you could save
your entries periodically, or add them all and then save.

12. Repeat the above steps as necessary for any more students that you need to attach to this supervisor/

advisor
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b) Attach one student to one or more supervisor(s)/ advisor(s)

The process listed below should be used when you are attaching several supervisors/ advisors to one

student.

It can also be used when maintaining the link between one student and one supervisor/ advisor.

Steps | Action
1. Navigate to: NavBar (the compass icon)> Navigator> Records and Enrolment> Student
Background Information> Maintain Student Advisors
o Enter at least one of the key identifiers (USN, CRSid, or Name) for the student that you wish to
add User Roles to
e Click ‘Search’
If you are new to the Maintain Student Advisors page, please refer to Appendix A for an overview.
2. CRSids and USNs are unique to each person- if you search for a student using their USN or CRSid
you should be taken straight to their Maintain Student Advisors page
e The exception to this is if the student has more than one course of study within an Academic
Career, eg. if a student has completed a MPhil and is now studying for a NOTAF, they will have
PGRD row for the MPhil and a second PGRD row for the NOTAF.
e Take care to select the row corresponding to the course of study (Academic Programme) that you
wish to amend for the student.
If you search by Name only, you may be presented with a number of Search results to pick from- take
care to pick the right student.
3. Once on the student’s page, double-check that the right details show at the top of the page, ie. check
that the name is as you expect, the Programme and Plan is right etc
4, Tick all of the Filters- Current, Future, and Past- and click on the ‘Refresh List’ button
¢ If the student has never been attached to a supervisor/ advisor, the Academic Advisors section
will remain blank
¢ If the student only has Current advisors, the list in the Academic Advisors section won’t change
o If the student has had any supervisors/ advisors allocated to them in the past or have supervisors/
advisors with a Start Date in the future, the list in the Academic Advisors section will now have a
larger number of rows
Having all of the Filters ticked will give you a better overview of the student’s supervisor/ advisor
history.
5. To attach a new supervisor/ advisor to the student, look at the Academic Advisors section:
¢ If the student doesn’t have any supervisors/ advisors attached to them
o Click on the ‘Add New Advisor’ button
¢ If the student has one or more supervisors/ advisors listed
o Click on the plus ‘+’ icon at the end of any of the rows
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6. A new row will be added to the list:

¢ Inthe User Role column, use the drop-down option menu to select the appropriate User Role
o If you select the Principal Supervisor role, please click on the box in the Primary column-
a tick should appear in the box
= Without this tick, the PS will not be able to write termly supervision reports
» The tick isn’t required for any other User Role

Please remember that a student should only have one active PS at any given time. If a student has a change
of PS, the currently active PS should have an End Date added to the User Role and the Primary tick removed-
see Section 3

7. In the Advisor column:

e If you know the supervisor/ advisor's USN, enter it in the blank field
o The Name and CRSid fields should atuo-populate

¢ If you don’t know the supervisor/ advisor's USN, click on the magnifying glass icon to access the
Lookup function
o The Lookup function will allow you to search for the supervisor/ advisor by CRSid or Name
= Click on their name to populate the Advisor fields of the Academic Advisors section

o If the person you are searching for doesn’t appear in the Lookup function, it is likely that
they’ve not been set-up as a supervisor/ advisor. Step 2 of Section 1 gives guidance on how
to request the necessary set-up

» Proceed with the steps below once the Registry has confirmed set-up

8. In the Start Date column:

The Start Date of a supervisor/ advisor User Role MUST be the first day of a term. The Start Date of
terms, for the purpose of User Roles, are:

e 15t October for Michaelmas Term (MT)
e 5" January for Lent Term (LT)
e 17" April (10" April in a Leap Year) for Easter Term (ET)

If the Start Date is after the first day of term, the supervisor will not be able to write a termly report for
that term.
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Discretion will be needed in regard to the Start Date if a student changes supervisor part-way through
a term:

e You could back-date the Start Date if the change was made relatively early in the term and
the individual was supervising the student for the maijority of the term, so should be the one
to submit a report for the given term

¢ You could forward-date the Start Date (to the start of the next term) if it's relatively late in the
current term and the student’s previous supervisor is expected to write the current term’s
report

Remember that if you are attaching a student to a new supervisor you may need to close the link to
the previous supervisor- Section 3 gives guidance on this. You need to take into consideration the
End Date of the previous supervisor’s role, as well as what the new supervisor’s Start Date should
be- they shouldn’t be active at the same time.

If an error message appears when you enter a Start Date it may be that the supervisor/ advisor wasn’t

active in the role on that date. You can check and amend the Start Date of the User Role by looking

at the supervisor/ advisor’s set up in the User Roles section of the User Role Maintenance page.

ie. If an individual has a Principal Supervisor role at Biology that has a Role Start Date of 01/10/18,
they can’t be allocated as a PS to a student wef 17/04/18 because that date is prior to when they
were first set up as a PS.

10. Click on the ‘Save’ button at the bottom of the page to save this supervisor/ advisor to student set-
up.
11. Repeat the above steps as necessary for any more supervisors/ advisors that you need to attach to

this student.
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c) Closing a link between a student and a supervisor/ advisor

When a student is attached to a new supervisor/ advisor, the link to the previous supervisor/ advisor needs
to be closed.

If there
PS and

is a change in Principal Supervisor (PS), the Primary tick will also need to be removed from the old
added to the new PS.

The guidance in this section should also be followed when a Masters student has completed their course of
study, ie. the point at which the FAPP row has been added.

Point of note regarding PhD students under exam and nearing completion: We kindly ask that DC’s
don’t take any action with regard to closing the student-supervisor link in this instance. For statutory
reporting purposes the link must remain active until the student’s hard-bound thesis has been
submitted and Student Registry have COMP’d the record; Student Registry will add an End Date for
the link as part of our record completion procedure.

Steps

Action

Navigate to: NavBar (the compass icon)> Navigator> Records and Enrolment> Student
Background Information> Maintain Student Advisors

o Enter at least one of the key identifiers (USN, CRSid, or Name) for the student that you wish to
update User Roles for
e Click ‘Search’

If you are new to the Maintain Student Advisors page, please refer to Appendix A for an overview.

CRSids and USNs are unique to each person- if you search for a student using their USN or CRSid
you should be taken straight to their Maintain Student Advisors page

e The exception to this is if the student has more than one course of study within an Academic
Career, eg. if a student has completed a MPhil and is now studying for a NOTAF, they will have
PGRD row for the MPhil and a second PGRD row for the NOTAF.

e Take care to select the row corresponding to the course of study (Academic Programme) that
you wish to amend for the student.

If you search by Name only, you may be presented with a number of Search results to pick from-
take care to pick the right student.

Once on the student’s page, double-check that the right details show at the top of the page, ie.
check that the name is as you expect, the Programme and Plan is right etc

Tick all of the Filters- Current, Future, and Past- and click on the ‘Refresh List’ button

¢ If the student has never been attached to a supervisor/ advisor, the Academic Advisors section
will remain blank

o If the student only has Current advisors, the list in the Academic Advisors section won'’t change

e If the student has had any supervisors/ advisors allocated to them in the past or have
supervisors/ advisors with a Start Date in the future, the list in the Academic Advisors section
will now have a larger number of rows

Having all of the Filters ticked will give you a better overview of the student’s supervisor/ advisor
history.
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5. To close the link between a student and a supervisor/ advisor:

e Look at the Academic Advisors section of the page and find the User Role row that you wish to
close the link for
e Enter a date in the End Date field

If you are closing a link to attach a new one, please bear in mind that the Start Date of the new
attachment must be the first day of term:

e 15t October for Michaelmas Term (MT)
e 5" January for Lent Term (LT)
e 17" April (10" April in a Leap Year) for Easter Term (ET)

This should be taken into consideration when entering an End Date- the End Date of the old link
should be before the Start Date of the new link without leaving a gap between the two dates.

6. If you are closing the link between PS and student (in order to add a new one):

o As well as entering an End Date, please also remove the tick in the Primary column
o The tick should then be added to the new PS-student attachment

Only the active PS should have a tick showing in the Primary column.

7. Click on the ‘Save’ button at the bottom of the page to save the changes that you’ve made.
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d) When a supervisor/ advisor is attached to a student in error

The procedure below should only be used if a supervisor/ advisor has been linked to a student in error. We
delete the whole attachment, rather than close it, because the student should never have been linked with
the given supervisor/ advisor.

If your intention is to record the fact that a student's link to a particular supervisor/ advisor has come to an
end, please use the Section 3 procedure instead.

Steps | Action
1. Navigate to: NavBar (the compass icon)> Navigator> Records and Enrolment> Student
Background Information> Maintain Student Advisors
e Enter at least one of the key identifiers (USN, CRSid, or Name) for the student that you wish to
add User Roles to
e Click ‘Search’
If you are new to the Maintain Student Advisors page, please refer to Appendix A for an overview.
2. CRSids and USNs are unique to each person- if you search for a student using their USN or CRSid
you should be taken straight to their Maintain Student Advisors page
e The exception to this is if the student has more than one course of study within an Academic
Career, eq. if a student has completed a MPhil and is now studying for a NOTAF, they will have
PGRD row for the MPhil and a second PGRD row for the NOTAF.
o Take care to select the row corresponding to the course of study (Academic Programme) that
you wish to amend for the student.
If you search by Name only, you may be presented with a number of Search results to pick from-
take care to pick the right student.
3. To delete a student-supervisor/ advisor link made in error:
o Look at the Academic Advisors section of the page and find the User Role row that you wish to
remove/ delete
e Click on the minus ‘-’ icon at the end of that row
¢ A message box will appear asking that you confirm that you wish to delete the row
o Click ‘Ok’ to confirm the deletion
e A second message box will appear asking you again to confirm the action
o Click ‘OK’ to delete the row
= The row will no longer show
If you, at this point, realise that the wrong row, for example, has been removed- don'’t click Save.
Click on the ‘Return to Search’ button and when the message box appears asking “Do you want to
save your changes?” click on ‘No’. Go back on to the student’s Maintain Student Advisors page and
the row will still show (as the deletion wasn’t saved).
4, When you are happy that the right row has been removed, click on the ‘Save’ button at the bottom
of the page to save the changes that you've made.
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Contacts for further assistance

Contact the Student Registry

Supervisor is not available on look-u .
P P recordsandexams@admin.cam.ac.uk

Contact the CamSIS service desk

| can’t view the pages in CamSIS camsishelp@uis.cam.ac.uk

Contact the CamSIS service desk

| can’t view a student in CamSIS .
recordsandexams@admin.cam.ac.uk

Contact the Student Registry

| don’t know which page to use recordsandexams@admin.cam.ac.uk
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Appendix A- Overview of the Maintain Student Advisors page

This page is found at: NavBar (the compass icon)> Navigator> Records and Enrolment> Student
Background Information> Maintain Student Advisors

Main Menu~ s and Enrolment » > Student Background Information » > Maintain Student Ac
ofs UNIVERSITY OF
Student Advisers
USH
CRSid College HH Hughes Hall
Career GRAD 0 Graduate Admit Term 3281 Michaelmas Term 2014
' Programme  WMPHIL Master of Philosophy Grad Term N Easter Term 2016
Plan EDM2 Education (Thematic route)
Acad Org EF Fac of Education Student details
Mlcurrent [Cruture  [ClPast Refresh List Filter

Mote: Rows should not be deleted from this table. Rather, add the date on which the Adviser concluded their role.
Academic Advisers Find | it First B 1-3 0f3 ] Last

Details Audit

Adviser

*Role Primary De(a_ils *Adviser Hame CRSid *Start Date End Date
1 College Graduate Tutor View | 1% Dr 0510/2014
2 College Tutor Wiew | 13 Dr i 04/1042014
3 Principal Supemnvisor (BGS) ] View | 30 Dr 01/10/2014 |[5]

Advisers for this student

Save | L Returnto Search [=] Motify

The page has three sections:

o Student details— This is for information only; you can’t edit these details here. If there are any errors in
this section, please contact the Student Registry.

o Filter— The default for this section is ‘Current’; only the student’s current Academic Advisors will show in
the bottom section of the page. They will have a User Role Start Date in the past but no End Date, for

the role, entered
o If you wish to only view Advisors that were assigned to the student in the past, un-tick the ‘Current’
box, tick the ‘Past’ box and ‘Refresh List’- you will now only see the Advisors with an End Date for

the User Role

o If you wish to only view Advisors that have a User Role Start Date in the future, un-tick the ‘Current’
box, tick the ‘Future’ box and ‘Refresh List’- you will now only see the Advisors with a Start Date
in the future

o To view all Advisors ever assigned to the student, tick all three options (Current, Future, and Past)
and click ‘Refresh List’

e Academic Advisors— The User Roles attached to the student are listed in this section; you can change
whether you are viewing Current/ Past/ Future/ All by using the tick boxes in the Filter section. You will
be able to amend supervisor roles here but you will not be able to edit College advisors- only colleges
can do this.
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o In the Advisor Details column of this section you will see a ‘View’ button against each of the
Advisors. This button is a quick-link to the User Role Maintenance page (see Appendix B for
further information) where you can view all of the Advisor’s roles across all of the Departments/
Faculties/ Colleges that they are affiliated with; it also lists all of the students that they are linked
with and in what role.
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Appendix B- Overview of the User Role Maintenance page

This page is found at: NavBar (the compass icon)> Navigator> People Tools> Security> User
Profiles> User Role Maintenance

User Rode Manienance Undt of Asse ¢

USH 300577107

Noma n

CRSM
User Roles

l Curvent Future Pest  Acad Org v User Role Retesh List

Enat i;- 12019
I Detads s | T

“User Risbe Lusdents “Cotege | Department Descrgton *Role Start Date  Role Encd Date

her Superviser (CamGRAD Upd EF Fac of Educaion 0W02011 1B B E =
Camtridge Supervisor EF Fac of Education 0VI02017 18§ 5 &=
Oracaate Advisor 165 Fac of Education DVIOR017 1§ _ME e

Mher Supervisor (CamGRAD Ing EF Fac of Education C B =
Fof Regmtrant Adwsor 265 Fac of Educaton +
FoE Regnration Assessor 2EF Fac of Education o +
Principel Supervisor (BGS 28 EF Fac of Education Cl )
Drecior of Stude 7Q Quenns’ Cotoos 210872018 +]
Princpal Supenvisor (BGS EF Fac of Education 01102017 IR lneze17 1R |8 (=
Student Respoasibilities

Current Futur Past Acsd O
Refresh List

User Role

Find | Viewrs |9 IR 1100038 @

Stasernt Carver
Nee

Primary oy Sdent USN CRSM  Mame “Career Programeme Plan Colege *Start Date nct Date

MO | 04272204 2905 | Buflock Manvey Posigr sl 0 ML Education (Teught Rowte) | NH 150120 |8 “HEE
View | 304254083 o4 ElsEmme Postgrad 0 MFHIL Educaton (Taupht Route S0 1012019 CHERE
View WMIT2683 o Hampton Foda Postgrad 0 MFYL Education (Taught Route DAR 101201 | CHECHE

The page gives the key identifiers of the individual that you have searched for (specifically USN, Name, and
CRSid), and then has two main sections; each section can be broken down into a filter section and a list
section:

1. User Roles

e User Roles Filter— This section allows you to filter the information that you see in the User Role section
for the named individual.

o As a default, the filter will be set to show ‘Current’, ‘Future’, and ‘Past’ roles for all Acad Orgs
(Academic Organisations), and all User Roles.

o You can amend the filter as required (by ticking or un-ticking the respective box(es)) to view just the
Current roles, or the Current and Past roles etc, and then clicking the ‘Refresh List’ button.

o If you are responsible for maintaining User Roles for more than one Acad Org, you can use the drop-
down menu to filter the User Role list by one particular Acad Org and then clicking the ‘Refresh List’
button.

o If you are interested in only viewing a particular User Role for an individual (eg. Principal Supervisor),
you can filter the list by selecting the Role from the drop-down list and clicking on the ‘Refresh List’
button.

¢ User Role- a list of the roles that the advisor/ supervisor is approved to undertake. You can amend the
list using the filters as mentioned above.
o Although you can see all the roles that an individual has, you can only edit the roles associated with
your own organisation.
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» Roles associated with other Acad Orgs are read-only- you won'’t be able to amend the Role
Start Date, there won’t be a Role End Date field, and there won’t be a minus ‘-‘ icon at the end
of the row.
o The Students column shows the total number of students assigned to the individual in a given User
Role at the Acad Org listed in the Description column.

2. Student Responsibilities

Student Responsibilities Filter- These filters control the list of students viewable in the lower User Role
section.

The default for this section is ‘Current’; only those that have a current/ active link to the supervisor/
advisor will show in the lower User Role section. Each row will have a User Role Start Date in the past
but no End Date, for the role, entered.

o If you wish to only view students that were assigned to the supervisor/ advisor in the past, un-tick
the ‘Current’ box, tick the ‘Past’ box and ‘Refresh List’- you will now only see the students with an
End Date for the User Role

o If you wish to only view students that have a User Role Start Date in the future (ie. it's August and
you want to view who students starting in the upcoming Michaelmas Term are assigned to), un-
tick the ‘Current’ box, tick the ‘Future’ box and ‘Refresh List’- you will now only see the students
with a Start Date in the future.

o To view all students ever assigned to the supervisor/ advisor, tick all three options (Current,
Future, and Past) and click ‘Refresh List’

There is also the option to filter the User Role section by Acad Org (if you are associated with more than
one Acad Org), or by the User Role (eg. Principal Supervisor) by selecting the appropriate option from
the drop-down menu- again, clicking the ‘Refresh List’ button will refresh the list shown in the User Role
section.

Student Responsibilities User Role- This section shows the students linked to the supervisor/ advisor
at your Acad Org(s); you will not be able to see students associated with the supervisor/ advisor based
in Acad Org(s) that you are not affiliated with.

o Inthis section you can add and close student- supervisor/ advisor links

The ‘View’ button that shows to the left of the ‘Student USN’ column is a quick-link to the student’s
Maintain Student Advisors page (see Appendix A for further information).
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