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The Sections

1) Enter Employee
You may enter an employee number or UPI and press the search button. This will populate section 4) Employee Details. If the employee has roles defined then section 5) will display the roles.
2) Search by Forename/Surname/Department

It is sometimes more natural to search by name. If you leave forename, surname and department blank and press search. Section 3) will be populated with the list of names within your faculty, select the person you want by clicking the Plus sign. This in turn will populate section 4). Again if the employee has roles defined then section 5) will display the roles.
The search allows you to use wildcards, for example searching forename maj% will display results of all forenames beginning with maj.

3) Search Results

This section will display the search results that were entered in section 2). You may select the employee by clicking on the Plus sign next to the employee or by clicking on the employee number.

4) Employee Details

Employee details have to be populated in order to assign the role. To populate you can use 1) or 2)

5) Assigned Role(s)

If the employee already has a Principal or a Subsidiary role this section will display those details.

6) Assign Role
Once you have selected the employee you may assign the role. The save button will commit the record to the database.
7) Download Excel

You may download all Supervisors at UCL or just the records relating to your faculty. 
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