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Admin guide

1 Introduction

1.1 Scope and Purpose

This guide has been written for administrators, which covers Tutorial Officers, Finance
Officers and Senior Tutors. Not all sections will be available to all of these Roles.

1.2 Useful Links

CamCORS can be accessed at https://apps.casc.cam.ac.uk/ors.

New Supervisors must apply for an account at https://apps.casc.cam.ac.uk/supervisor-
application.

Contact the CamCORS helpdesk help@camcors.cam.ac.uk for support.

1.3 Document Conventions

In this document capitalised words usually refer to CamCORS terms. For example, ‘Students
at your College’ refers to people with the CamCORS Role Student, not all students at your
College.

Menu options or Home page buttons are referred to using Lookup > Payment rates or Home

> Report Search.

Links and button names are shown in single quotes eg ‘View'.

1.4 Glossary of Terms

Here are some terms that will be useful when reading this guide. A more comprehensive
glossary is given in Appendix A.

Activity

An activity that a Non-supervision Report can be written for eg Study Skills.

Category

A category for which a General Claim can be made eg Invigilation.

Claim

Any Supervision Report, Non-supervision Report, or General Claim created in CamCORS.

Claimant

A person who is making a claim for payment from your College. They require the
Supervisor Role.
Claim State

A Report or Claim transitions through several distinct states in CamCORS. The Claim States
are:
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e Draft

e Returned

e Submitted

e Approved

e Refused

e Exported
Claim Type

The Claim Types are:
e Supervision Report
e Non-supervision Report
e General Claim

Course

A Course consists of Tripos Parts and Papers. Course Directors and Course Co-ordinators
can see Supervision Reports based on their Courses.

General Claim

Work that is not related directly to a Student. For example, invigilation, marking, etc.
Payment Option

The way in which a Supervisor elects, or is allowed, to be paid. For example, Direct
payment or Via payroll.

Report

A Report provides feedback on a Student to their College. It also provides the information
required to pay the Supervisor. There are two types of Report, Supervision and Non-
supervision.

Supervision Report

Report on a Student given classes for Tripos-related teaching.

Non-supervision Report

Report on a Student given classes for skills-related teaching.

Role

A User always acts under a specific Role and Institution. The Role and Institution determine
what they can do and for which Students.

CamCORS | 7
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2 User Accounts and Roles

2.1 Raven

A User must have a Raven account to login to CamCORS.
Raven accounts are provided by UIS. Contact your College IT office or UIS for help with

Raven.

2.2 Role Access Control

Access to CamCORS for Raven-authenticated Users is managed using a separate application
called Role Access Control (RAC). A User must have a RAC record and at least one Role.
They can have multiple Roles at multiple Colleges.

RAC records are either assigned automatically by the CamCORS application (eg the Student
Role) or by the CamCORS helpdesk (eg the Tutorial Officer Role).

2.3 College Roles

Menu items for each College Role are shown in Appendix B. This may be useful if you need
to provide support to other College Users.

Tutorial Officer (TO)

Usually a member of the Tutorial Office. They can view all Reports and Claims for their
College. They manage the set up for the College. Role is assigned by the CamCORS
helpdesk.

Finance Officer (FO)

Usually a member of the Finance Office. They can download payment data. Role is
assigned by the CamCORS helpdesk.

Senior Tutor (ST)

The College’s Senior Tutor. They can view all Reports and Claims for their College. Role
is assigned by the CamCORS helpdesk.

Director of Studies (DOS)

Responsible for a Student’s supervisions. They can approve their Students’ Reports for
payment and Release Reports to their Students. Role is assigned to people with the
Student Advisor (DoS) role in CamSIS by the CamCORS application.

CamCORS | 8
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Tutor (TUT)

Pastoral responsibility for a Student. They c view their Students’ Reports. Role is
assigned to people with the Student Advisor (Tutor) role in CamSIS by the CamCORS
application.

Course Co-ordinator (CC)

Responsible for Students of their College who are taking the Courses they have been
assigned. Role is assigned by the CamCORS helpdesk.

Student (STU)

Undergraduate or Postgraduate at the College who can receive supervisions. Role is
assigned by the CamCORS application based on CamSIS data.

2.4 Non-College Roles
Supervisor (SUP)

Anyone who needs to create Reports or make a claim for payment needs to have the
Supervisor Role. The User must register for the Role each year. They may be
automatically approved for the Role or need to be approved by a Tutorial Officer. Role
is assigned by the CamCORS application.

Supervisor - former (SUPF)

Supervisor whose registration has expired. Role is assigned by the CamCORS
application.

Course Director (CD)

A person working in a Department or Faculty who has a limited view of all Reports for
the Courses they have been assigned. Role is assigned by the CamCORS helpdesk.

System Administrator (SA)

CamCORS helpdesk. User can enter and update inter-collegiate Payment Rates and set
up new General Claim Categories, for example. Role is assigned by the CamCORS
helpdesk.

CamCORS | 9
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3 System overview

CamCORS (Cambridge Colleges’ Online Reporting of Supervisions) is a web-based
application developed, maintained, and supported by CASC, on behalf of the Senior Tutors’
Committee. CASC is part of OIS, which is a company wholly owned by all the Colleges.

CamCORS is an online system for providing feedback to Students and Colleges on Students’
supervisions, both Tripos and non-Tripos related, and for claiming payment for this work.

It can also be used to claim for payment for other academic related work such as setting and
marking of exams.

3.1 Users

Supervisors and other claimants must register as Supervisors on CamCORS to create
Reports and Claims.

Students and their advisors (Directors of Studies and Tutors) are derived from CamSIS data.

Other Roles, such as Senior Tutor and Tutorial Officer, must be assigned in CamCORS.

3.2 Home Page

Quick links to commonly used menu items are shown on the Home page, which is displayed
on login or by clicking on the Home menu.

Some of the tiles on the Home page show a number in a red badge, indicating there is data
waiting to be processed.

Tutorial Officer

Welcome to CamCORS v7

Q

Report Search Submitted Reports General Claims Apprave Supervisors
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Finance Officer

Welcome to CamCORS 7

4

Payments from Colleges Manage Payments Payments Due

Report Search General Claims Approve Supervisors

Senior Tutor

Welcome to CamCORS v/

Q =

Report Search Submitted Reports General Claims

3.3 Data Retention

The Data Retention period has been set by the Project Board. Data is deleted if it relates to
an Academic Year 10 years older than the current Academic Year. For example, if the
current Academic Year is 2023-2024 then the oldest Reports in CamCORS will be for
Academic Year 2013-2014.

Note: Data for Student Files should be downloaded within the Data Retention period if
you need to keep it for longer.

3.4 Reports

Reports provide feedback to Students and Colleges on a Student’s supervision (Tripos
related) and non-supervision (skills) classes.

3.5 Claims
Claims for payment are made either by creating Reports or General Claims.
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3.6 Payments

Payments are not made in CamCORS; however, Claims are shown as Exported when they
have been downloaded to be processed in a College’s external payment system.

4 Report Search

The Report Search page can be accessed from:
e Home > Report Search
e Supervision Reports > Search
e Non-supervision Reports > Search

All College Roles have access to the Report Search page but the search options available to
them may differ slightly and the Reports to which they have access varies.

e Tutorial Officer - all Reports for Students at this College

e Finance Officer - all Reports for Students at this College (no feedback information)

e Senior Tutor - all Reports for Students at this College

e Director of Studies - all Reports for their dosees at this College

e Tutor - all Reports for their tutees at this College

e Course Co-ordinator - all Supervision Reports for their Courses at this College
The page has multiple functions:

®  Quick Search

e Advanced filter

e Photos
e View
e PDFs
e (SVs

e Sending Email

e View Report - User can Approve, Refuse, Release, comment, etc

4.1 Quick Search

Standard search fields available should cover most searches needed.

All, or a subset, of the Reports returned by the search can be selected (ticked) for some of
the functions such as PDF, CSV and Email.

Any Report can be viewed.
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4.2

Advanced Search

Clicking on the ‘Advanced filter’ button gives you a side panel with more filter options.
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Lifecycle v
reset section
1D
Unspecified...
Exported:
Any b
Released:
Any w
Assessment v
[ Not accepted
reset section
Tags:
Industry:
@ Red dot Any W
Any ~
Date submitted:
Progress:
dd/mm/yyyy (m]
Any ~
[ Self Approved by Claimant
Interest:
Date approved:
Any w~ PP
dd/mm/yyyy o
Grade:
Date refused:
Any ~
dd/mm/yyyy =)
[[] Academic concern e
[ Missed sessions dd/mm /yyyy (m]
4.3 Photos

Clicking on ‘Photos’ opens a new tab showing photographs of all the Students for each
selected record in the search results. You can filter again on the Gallery page.

Student Gallery

Alewander, Kal s Anee K0T, Fenaad
b e wn)

It Oy Cot s
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e ey e

et s s
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The photographs are pulled from the University Photograph database. If no photograph is
found, or the photograph interface is temporarily unavailable, then a default silhouette
image is shown.

4.4 View
Clicking on ‘View will open all selected Reports in a read only view in a new browser tab.

4.5 PDFs

Clicking on ‘PDF’ gives two options:

e Multiple PDFs - will download a zip folder containing a PDF for each selected Report
o Single PDF - will download a single PDF containing all selected Reports

The Report detail shown will depend upon the State of the Report. Only a stub view of Draft
Reports is shown.

4.6 CSVs

Clicking on ‘CSV’ will open a dialog which allows you to select the fields you want to include
in a CSV file. The downloaded file will contain data for the selected records in the search
results.

Download Report Data x

Sefect the Beids that you would Ske 10 Include i the exported CSV e and dick on "Download” button

Stodent Detanls

) Student CRSi 7] Stuctem Surname ] Student Firstnams [ Student College "] Directors of Stuckes

) Totars

(] Superasor Details

Sperasor CRSH ] Superisor Firsteame L] Superwsor College Supervisor Email
"} Soperasor Academic
Post
] Repart details
Academic Year (7] Teem | Repont Type [ Tripos Pat Code ] Tipos Part Name
Peper Code L] Paper Name L Topx [ Actinit
L1 Report contents
Industry [) Pregress ] Interest [J Grade ] Academic Concern
] Total Howrs 7] Hours Missed | Hours To Came
| Report states
[} Roport Sxate [[] Date Created (] Date Submtted () Date Approved ] Date Exported

4.7 Sending Email

Clicking on ‘Email’ will open a dialog which allows you to select the recipients of the email,
enter the subject and compose a message.
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Clicking on ‘Preview’ shows you who the recipients of the email will be and a preview of its
contents. The recipients are based on the selected records in the search results.

The recipients are always BCC'd and the sender is always sent a copy.

Click on ‘Send emails’ to send the email.

Send Emails © X
Recipients: [ Supervisors B [ Colleges E) O Ds0s@ [ Tutors B) [ Students EJ
Subject: | Email subject...
Message:  Email body..
Vi
Send Emails €@ X
5 Recipients:
5 Supervisors: Mr Sean Breen (sh588), Prof Sumaya Cotter (s/c26), Mrs Sara Holmes (sah52), Mr Rafal Marcinek (rm347), Prof Natasha
Van (njv33)
Copied in: Sara Holmes (sah52)
Reply to: Sara Holmes (sah52)
Subject: Reminder to submit your reports
Message: Don't forget to submit your reports by the deadline!
Thank you
Tutorial Office

4.8 View Report

What can be seen on a Report when clicking on the eye icon, and which actions can be
carried out, depends upon the user’s Role and the report’s Status.

L 2
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For example, a Tutorial Officer can see all the detail of a Submitted Report but only the stub
of a Draft Report. A Tutorial Officer can undo the Status of an Approved Report but cannot
change the Status of an Exported Report. A Finance Officer cannot see any feedback
information.

5 Processing Reports

Reports can be processed by the Student’s DoS, a Tutorial Officer, or the Senior Tutor.
Submitted Reports can be seen by going to:

e Home > Submitted Reports,
e Supervision Reports > Approve, or
e Non-supervision Reports > Approve.

Submitted Reports

Search
AzaSemic Yes Tersr Repoet Type Feport IDx @ Relesed

Acvy v An v Supersivon - Ay v
0 @ T @

= e

21 Reports (21 selected) Results fon Supervision

8 Tpe Trm . Supesvisce Student Descniption vous Estwork O EEE3ELEDO
B  sopervision $2024 Liw Lovise 0el910)  Abdallz Ruc (ra81]  LWT2 42 Equity 200 Wi 5=
] Speniaon L2024 Amost GaciMeey Barett Gula ayne MAMA 311; Black Holes (Mathematical Thpos 2200 .

|ads5T) gbe1a2) Fart 1) Daper 311) J
Superasion £ 2008 Pyman, Hrobjartr  Caputo. Grabam WAT2 - Number Theory e _; |

(ka2 Igreas) -
SUpeNVISon § 2024  Lu, woulse 0eiR10)  Deack Peter (pectit)  LWTT 40 Equity 200 Vi e |
Supervision £2024 Uy, Louise JeiS10)  Fou, Charles (384, LWY2 20 Eguity 200 x| e |
Sopenvition 2024 Ly, Locise JeR10)  Gait, Clare (cmg06] LW 40 Equity 206 zi I
Supervizon £2024 Ly, Lourse Jel¥10)  Halstone-Cleary LWT2 40 Equrty 200 ! .|

Earher (uhG145 J

B  Suwpenision £202¢8 Swarn jewica Hamiton Eiza LT2NR 14 American Literaturw (Groop ) 200 1 o

{jes93d) leghss) —
o e - E

Click on the view button to see the details and make a decision.
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Claim detail

Abdalla, Ruo (rlag91) e
Christ’s, Easter 2024 ¥

LWT2: Law Tripos, Part Il

40 Equity

= [ IR

You can scroll through all the Claims using the ‘Previous’ and ‘Next’ buttons.
Submitted Reports can be:

e Approved - Report able to be Exported for payment.
e Refused - Report will not be paid.
e Returned - Supervisor able to edit and re-submit the Report.

If a mistake was made you can ‘Undo’ Approved and Refused Reports. This will return the
Report to the Submitted State.

5.1 Commenting on Reports
Comments can be added to the Report which can be seen by the Supervisor, the Student, or
both. Comments for the Supervisor may be used when the Report is Returned.

5.2 Releasing Reports

Reports can be Released or Unreleased individually, by clicking on the Released tick box on
the Report, or a batch of Reports can be Released or Unreleased by selecting the Reports on
the page and clicking on ‘Release’ or ‘Unrelease’.

6 Payments

Payments are not made from CamCORS however claim data is generated in CamCORS and
can be exported to separate payment systems, the most commonly used being CASC’s PPS.
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6.1 Manage Payment Data

On Payments > Manage Payment Data you can see how many Claims are Approved but not
yet Exported. Clicking on ‘Download approved claims’ will download a file for each Claim
Type in the dataset and mark all the Claims as Exported. The downloaded files will be in the
correct format for upload to PPS.

You can also download Claims that have already been Exported by entering the Exported
date range you want to download. Clicking on ‘Download exported claims’ will download a
file for each Claim Type in the dataset.

6.2 Payments made to your College

If a Supervisor makes a Claim from another College with the Payment Option ‘payroll’ at
your College, then the other College will remit payment to your College. It is useful for you
to see what payments are expected and which have been exported.

6.2.1 Download

On Payments > Payments > Payments from Colleges > Download Payments you can download
files of payments expected which can be uploaded to PPS or otherwise processed. Clicking
on ‘View claims’ gives you a preview of 10 claims for each Claim Type.

6.2.2 View

On Payments > Payments from Colleges > View Payments you can select Claims Submitted
within a specified date range. You can then filter on the paying College, Supervisor, Term
and Claim State. This may be useful when answering queries from Supervisors on your
payroll.

7 Emails sent by CamCORS

7.1 Event emails

Email notifications are sent when triggered by events in the system such as a supervisor
applying to register, a report submitted with academic concern etc. Most notification emails
are sent overnight. A full list of email notifications is given in Appendix C.

7.2 Notification settings

The Tutorial Officer, Senior Tutor and DoS Roles can turn off some of the notifications they
receive.

Notification emails for these Roles are sent to:

Tutorial Officer supervisions@[college].cam.ac.uk
Senior Tutor senior.tutor@[college].cam.ac.uk
Director of Studies <crsid>@cam.ac.uk
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Admin guide

To manage notification settings:

1. Go to Settings > Email Notifications
2. Click on ‘Edit’ to turn notifications on and off

Note: Turning off notifications for a Tutorial Officer turns off notifications for ALL
Tutorial Officers at your College.

8 Reporting

8.1 Supervisions Reported
Supervision Reports > Supervisions Reported shows you all the Students for whom you have
responsibility, and lists all their Supervision Reports for the period selected.

The data can be output as a PDF or a CSV file.

Supervisions Reported @
Search
Academic Year: Term:
2022 - 2023 ~ | Michaelmas v
Filter
Tripos Part: Student:
Any w Any w any student w Reset

CamCORS | 20
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Michaelmas 2021

ACT1: Archaeology Tripos, Part |
Vambe, Alan (aiv93)

ACT3BA: Archaeology Tripos, Part IIB (Biological Anthropology)
Geiger-Hammond, Jacob (jig918)

aJture and cognton

Arabic

Sambidge, Elizabeth (es9158)
No reports found

Claim 1D T Paper/Topic Sapenviaoe Report State
1519532 A IPRroCuction 10 the cultures of Egypt sod Mescpotamia Macriman, Laca JronSis) Agproved
1520539 A1) World Archasciogy. Evalution. onginy of agroutture Ashok, | [gaid) Approved
1746673 M1: Batyfonan languege Rametwans-Pwhataxidew, Keceg (emrdd) Appruved

Claim 1D ' Paper/Topic Saperviaoe Report State

1410138 D15 Humae Socwiity: svohitiniry persgsctvm 6n coopsesion Awuvi Marls (mhad17) Approved

1724259 818 Supervsce 2 Oudaud. Tongtong (tscf919) Approved

AEOOYAAR: Asian and Middle Eastern Studies candidates away on a year abroad studying

8.2 Student Supervisors

Management > Student Supervisors shows you all Supervisors who are a student at your
College. The report will check how many hours a Supervisor has done against the limit per

term entered on the page.

If a Supervisor has done more than the limit entered the warning icon will be
shown.

Student Supervisors ©
Select
Azadmmee Yeur Claim Type Claim State Livntt par Serens  Expoctaet
033-2024 'V Supervesion Beport Submitted | o Inchace clawrs exponed 1o an extamal papment system
8 Norvsuperision Report [ Approved
Genenst Claitn ] Refusmd
Supenesce ' Academic Post s Visa Michasimas Hours Lant Mours
Ahmed, laes (jeasid) Postgradisste Stucent Viea v
Ameey, Lahan fnadt) Posagraduate Stuckent o
Amoey, Caran (cza% i) Fostgracuate Student v v
Barrstl Steghen (sab56) Fostgraduste Student v v
Barrest, Suart b3S Postgracuats Student v v
Beddy, 1an Geb56] Fostgracuate Student Vaa v v

Easter Hours

8.3 Supervisor Hours

Management > Supervisor Hours shows you hours for the selected Academic Year for

Supervisors who have:

CamCORS
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e Taught your students, or
e Belong to your College.

The data can be filtered on Term, Academic Post, Claim Type and Claim State.

Three sets of hours are given:

e Hours for College
o Teaching for Students of your College, using any payment option

e Hours for other Colleges via payroll
o Teaching for Students from other colleges, paid via your payroll

o All other hours for other Colleges
o Teaching for Students from other colleges, using any other payment option

o These hours may be withheld from you if the Supervisor has chosen not to

share them

The data can be output as a CSV file.

-
Supervisor Hours ©
Coloct
o Term voscem < Pogt e
v v v v
Clase 2 Exportet
cude cams & 1ed (S
ool o>
=OuUN ToF othes
14 ) Colegesva @) Abctherbours )
Superdsor Aracermic Pest Hours for College payroll for other Colleges
bl - Bege Teaching Otficer a0)
Abdalla Roger pra®122 e fessor 28100
abcel. Drew (0g292) 1000
abcsl Romane (ra0126) 2514
Abcelrahman, Clare (ctad5) < cfeszo 2 42:30
Adamz Pnlip (pla®3) csigracuste Studert
arveal, Winy e 9.4
1S, GEC 3 » ' fessor 12 0000 add
Agius Jame Other Ursversity employee 2
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8.4 Supervisor Training

Management > Supervisor Training shows you any Supervisor who has created a Report for
a Student at your College in the current Academic Year along with their training status.

The default filter is Untrained Postgraduate Students, but you can filter on any Academic
Post.

The data can be output as a CSV file which includes the email addresses.

Academic Year 2022 - 2023
Select
Academic Post: Training State:
All v Not trained v
Ccsv
Supervisor *  Email Academic Post Training State
Breen, Sean (sbh588) sb588@cam.ac.uk Other University Not Trained
employee
Holmes, Sara (sah52) sah52@cam.ac.uk Other University Not Trained
employee
McKean, lain (im554) im554@cam.ac.uk Not applicable Not Trained
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8.5 Supervision Costs by DoS

Hours and Costs of Supervisions are available in Management > Supervision Costs by DoS.
Figures are given for each Student, and Totals and Averages are given for each Director of

Studies, for the selected Academic Year.

The data can be output as a CSV file.

Supervision Costs @

Select
Academyc Year: Dwector of Studhes:
2021-2022 v, Amy

Agombar, Dr Liang (la954)
Studant

Eisoid, Abertus (3987)

Frame. Tongtong {td9d)

Kaliral Sarah (ssk99)

Amir, Dr Patrick (pja924)
Student

Braddock. Tsoi (tpt93)

Brittain, Duncan (dab33)

Chen, Thamas (tpc917)

Ferguson, Somil (s57917)

Horner. Chénsi [ewh9Z0)
Kolarova, Svetoslay (sak92)
Maddcott, Amadea (acm937)

Marnansko, Shiyue {sm9563)

Totals

Averages

by Director of Studies for Academic Year 2021 - 2022

Hours
33.00
39.00
40.00

112,00

37.33

Hours
130.00
108.00

53.00

57.00

B4.00

50.00

49.00

33.00

Cost
£1.028.64
£1.21563
£1,017.42
£3,261.39
£1,087.13

£1.97343
£1.21896
£1.51284
£740.60
£703.92
£383.81

CamCORS
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8.6 Supervision Costs By Tripos Part

Hours and Costs of Supervisions are available in Management > Supervision Costs by Tripos
Part. Figures are given for each Student, and Totals and Averages are given for each Tripos

Part, for the selected Academic Year.

The data can be output as a CSV file.

Supervision Costs ©
by Tripos Part for Academic Year 2021 - 2022

Select

Academic Year Tripos Parn:

ACT1: Archaeology Tripos, Part |
Student
Vamie. Alan (3iv93)
Totals

Averages

ACT3BA: Archaeology Tripos, Part I1B (Biological Anthropology)
Student
Gelger-Hammend. Jacob (5g918)

Totass

Averages

AETO: Asian and Middle Eastern Studies Tripos, Part |A
Student
Hendriks. Lousse (1h9363)

Totals

Averages

Hours
22.50
22.50
22.50

6.00
6.00
6.00

3950
39.50
39.50

Cost
£35194
£351.94
£351.94

Cost
£78.69

£78.89
£78.89

Cost
£409.92
£409.92
£409.92

CamCORS
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9 Supervision Statistics

Standard statistical reports have been provided for Tutorial Officers, Senior Tutors, Course
Directors and System Administrators. Statistics can be produced for any previous Academic
Year and are based on Exported Supervision Reports only.

System Administrators and Course Directors can see statistics for all Colleges without
anonymisation of Colleges. Tutorial Officers and Senior Tutors can choose to see statistics
for their College only or for all Colleges, however other College data will be anonymised.

All reports have the option to group by Term, Subject and Tripos Part, and any combination
of these.

Supervision Statistics ©
Select
Academic Year: Report:
2021-2022 ~ | StudentHours v
Include other Colleges [] Include Term [] Include Subject [] Include Tripos Part []

The reports can be output as CSV files. These files will contain 'raw’ data ie durations as
minutes and amounts as pence.

If there is a report that you think is missing, or you want an ad hoc report, contact the
CamCORS helpdesk.

9.1 Student Hours

Total hours of teaching that Students received and average number of hours per Student.

Select

Student Hours 2020

Term . Total Mours Students Hourts per Student
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9.2 Supervisor Hours
Total hours of teaching that Supervisors gave and average number of hours per Student.

Select
Academc Vear, Report

2020 - 2021 ~

Supervisor Hours 2020

Scpervisor Hours

v

inckude other Coleges (] Include Term ndude Subject ] Include Tripos Part [J -
sV

Howrs per Student

Term - Total Hours Students
Easter 1.894.00 396 477
Lent 3269.87 422 173
Michaelmas 2.991.82 406 737
9.3 Supervision Costs
Total cost of teaching and average cost per Student.
Select
ACa0em Year Report
2020 .2021 + Sopervison Costs v
indude ather Coleges (] Inclide Term Inchicle Subject [J inchide Tnipos Part [J - -
Supervision Costs 2020
Torm - Tetal Cost Students Cest per Student
Easter £69.643 396 £176
Lent £121,801 422 £289
Michaelmas £112.841 406 £278

| 27
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9.4 Academic Posts
Total hours of teaching that Supervisors gave and average number of hours per Student, by
Academic Post.

Select
Academic Year Report
0. 2081 v Academic Posts v

Include othar Colleges [J ndude Term [ Indude Subject [ Include Tripas Part [ - n

Supervisor Hours by Academic Post 2020

College *  Acadernic Post Total Hours Students Hours per Student
Chnist's College University Professor 1.073.52 223 470
Cheist's College University Asscciate Professeor 537.60 118 455
Chnst's College Unversity Asastant Professor 673.42 157 428
Christ's College Cther University empioyee 24983 198 420
Chnst's College College Teaching Officer B826.45 171 4,82
Christ's Coflege College Research Fellow 22037 59 373
Chrst's College Other Colege Fellow 168282 216 .78
Chnst's Coflege Postoraduate Student 160915 285 563
Christ's College Other 682,53 15 452

9.5 Group Sizes
Total hours of teaching that Students received and average number of hours per Student, by
Group Size.

Select
Academs: Year; Report:
2020 - 20271 v | Group Sizes v

indude ather Colleges [] Include Term ] Include Subject (] Include Trpos Part (] - .
csv

Student Hours by Group Size 2020

Coliege : Group Size Total Howurs Students Hours per Student
Christ's College 1 237005 274 863
Christ's College 2 6,287.65 314 20,02
Chriet's College 3 530570 306 12.33
Christ’s Coliege @ 2,020,37 204 990
Christ's Coliege 5 522.18 141 3o
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9.6 Include other Colleges

Show data for all colleges, other college will be anonymised by giving them a randomly

assigned number.

Select
Acydemyc Year Report:

2020 . 2021 w Stucnt Hours v

indude cther College: B leciude Yorm (O Incude Suyect [

Student Houss 2020

College
Chewt's College
College 00
Colmge D1
Coliege 02
College 03
Ceoliego 04
College 05
Coliege 0E
Colege 07
Colwge 0B
Coliege 09

Cellege 10

Indude Tripos Part [ - -

Tota Hours
1BE64.77

1.535.88
153373
19.881.50
27.069.25
17.608.80
1552313
154C€.70

688797
1747205
2435487

5184.28

38
77
07

615

Mours per Student
4200

4073

9.7 Include Term
Data broken down by Term.

Select
Acadenne vear Reparc
20N -0 ~ Sugent Sy v

Inchuchs other Coleges [ nehude Torem @ nehde Subjpet )

incude Yripas pait [ - -

Student Hours 2020
Term . Tetal Hours Students Hourts per Student
Easter 425292 35 1073
Lant TA0LEZ a2 12.53
Mehadimm 7010035 ADE 1735
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9.8 Include Subject
Data broken down by Subject.

Select
Academic Yoar Repare
2000 -2021 = Swdent Hours -
nckede other Cotheges nclode Term [ mdude Sutyect 8 ndude Trpos Part ) - -
Student Hours 2020
Subject Total Hours Students Hours per Student
Anglo-Sason, Noese and Caltic 4700 2 2350
Archaenlogy 2600 1 2600
Archsecturs Tnpos 24710 7 3530
Asian and Middss Eastwn Studies 3100 ! 5100
Chieenical Enginesring 8100 3 25.00
Casna 65500 13 5030
Cinical Medane 50450 3r 1363
Computer Sosnce 51300 13 3945
Econcorics 87143 16 54.45
Engineering 1.21450 34 3572
Engleh 5875 16 5553
Geography 26370 9 2930
9.9 Include Tripos Part
Data broken down by Tripos Part.
Select
Acadeemig Yeus Bepert
2020-2021 v | SwdentHous v
inciude otber Coleges [ ncdude Term T]  indude Sutpect T mscluche Tripos Pan B3 - -
Student Hours 2020
Inpos Part - Tatal Hours Students Mours per Stucent
ACT2 2600 1 2600
AETY 3100 1 51.00
ARMI0 3250 1 1250
ARTO 000 1 000
ARTY 11550 3 3850
ARTZ 43,10 2 2453
ASTY 2600 1 2600
ASTZ 2100 1 2100
a3 r) 41.00 1 4100
CET3 4600 2 2300
cLpo 13200 2 00
o 19850 3 6.7
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10 General Claims

10.1 Categories and Sub-Categories

Supervisors can make General Claims from your College if it is allowed in Settings > College
Preferences. The Categories that can be claimed for are restricted to those agreed by OIS.
The allowed Categories can be seen in General Claims > Categories.

General Claim Categories @

Category * Subcategory Coda In use
Admissions interviews Admissions Interviewing Rate 1 AR Yes
Admissions interiews Admissions Intarviewing Rate 2 AlIR2 Yes
Exam work other than marking or General Mock Exam Woek GMXW Yes

ivagilating

Exam work other than marking or Mock Exam Setting MEXS Yos
Inigilating

Irvigilstion Irvsgilation Rate 1 INR? Yes
Irvigilation Irvigiation Rate 2 INR2 Yos
Invagilation Inwgilation Rate 3 INR3 Yes
Marking Assessment Marking Rate 1 MAR1Y o<
Marking Assessment Marking Rate 2 MAR2 Yos
Marking Assessment Markong Rate 3 MARI fec
Marking Essay marking MESS Yes
Marking Mock Exam Marking MEXM Yes
Outreach Outreach Rate 1 out Yes

If your College wants to use a new Category or Subcategory contact the CamCORS helpdesk.

10.2 Configure Categories

In General Claims > Configure Categories a Tutorial Officer or Finance Officer must configure
the Categories that they want to allow every Academic Year. Configuration defines the rate
of payment and maximum claim amounts and hours.
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Configure Categories

Contigure the categones of Ganenal Claim which Supendsorns can make 1o your College

Categones must be configured for each Acadamic Year. You can copy Categories from 1sst Academic Year. updating tha rates by dicking on ‘Copy

Cateqones MacC ategory is edied this will not affect existing Clams for that Category

Genaral Claims slso must be enabled for your Collegs on the S=tling college Praferances page

Sttt Acadenmc Yeu

Catagory Subcatecory Status Payment rate Maemum daim

Admmzicns interpews Rate Enabled Fooed - £21.58 100 hours 7 -U
nvigiation Rate 1 Ensbiec Fixed - £14.67 100 houry |o|le
Marking Nock Exam Marking Enstred Fowd - £10.18 50 hoary N
Outraach Rate 1 Enstied Fwed « £4000 zlla
Skudy skl Adminitrance Enabiert Fied - £47,06 100 hours M

To configure a Category for use at your College you must set the following parameters.

e Rate type
o Fixed: the Claim amount will be calculated from the hours and rate
o Advisory: the Claim amount will be calculated from the hours and rate, but
can be modified by the Supervisor
o None: the Claim amount must be entered by the Supervisor
e Hourly rate
e Maximum hours
e Maximum amount

It is possible to copy all the Categories that are in use at your College from one Academic
Year to the next with updated rates for the new year.

10.3 Processing General Claims

Tutorial Officers, Finance Officers and Senior Tutors can Approve General Claims. To see all
Submitted General Claims go to Home > General Claims or General Claims > Approve.

General Claims

Filte

Arpcemc ran- -rm Status Lategory

37 out of 37 Claims (37 selected) Results fon Sutmirted Appeove (17) m

8 Clamid Clamant Category actaaty Oate Term Hours Amount  Status @E o

3064153 Davies. Chun (Ga910 Stutent help: 2ate 1 210672024 £ 204 & 00 21432 .
¥65316 Do Alex (1000030 Study kil indhigual Rate 1 10,/07/2024 E2024 100 ST Sttt | *
o Dos. Alex (10000500 Sludy kil Indhcual Rage 1 100772024 £ 224 V0D (3572 m | »
093318 Dos. Alex 10022:50) Study skills: indrdoual Sate 1 10/07/2024 £ 24 100 £10000 [T >
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Click on the view button to see the details and make a decision.

Claim detad

el o | soomn e |

You can scroll through all the Claims using the ‘Previous’ and ‘Next’ buttons.

Submitted Claims can be:

e Approved - Claim able to be Exported for payment.

e Refused - Claim will not be paid.

e Returned - Claimant able to edit and re-submit the Claim.

If a mistake was made you can ‘Undo’ Approved and Refused Claims. This will return the

Claim to the Submitted State.

CamCORS
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11 College Users

All College Users, except Students, can be seen in Users > College Users.

11.1 Administrators

Administrator Roles managed by the College are:

e Tutorial Officers
e Finance Officers
e Senior Tutors

11.2 Student Advisors

Student Advisor Roles are:

e Directors of Studies
e Tutors

Directors of Studies and Tutors are created from CamSIS data. If their data is incorrect then

1. Check the data is correct in CamSIS.
2. If CamSIS not correct, correct it, wait til next day for CamCORS to be updated.
3. If CamsSIS correct but CamCORS not then contact the CamCORS helpdesk.

It would be best if you make all changes in CamSIS, however, if you really want to make a
change in CamCORS but not CamSIS then contact the CamCORS helpdesk to add a temporary
advisor.

11.3 Students
Students are created from CamSIS data. If their data is incorrect then

1. Check the data is correct in CamSIS.
2. If CamSIS not correct, correct it, wait til next day for CamCORS to be updated.
3. If CamSIS correct but CamCORS not then contact the CamCORS helpdesk.

The page shows Students’ - advisors, tripos parts, current year group, away/visitor, year
course completed.

11.4 Course Co-ordinators

A Course consists of Tripos Parts and Papers. Course Directors and Course Co-ordinators
can see Supervision Reports based on their Courses.

11.4.1 Courses

Courses are a set of Tripos Parts and Papers. They can be seen in Settings > Courses. If a
Tripos Part is added then all Reports relating to that Tripos Part can be seen. If Papers are
added then only Reports relating to those Papers can be seen.

If you require a new Course to be defined, contact the CamCORS helpdesk.
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11.4.2 Course Co-ordinators
To add a Course Co-ordinator to a Course go to Settings > Courses and click on Add person.
You can also look up Course Co-ordinators in Users > Course Co-ordinators.

A person needs to be set up with the Role Course Co-ordinator by the CamCORS helpdesk.

12 Supervisors

12.1 Applying for a Supervisor account

Claimants must register for a CamCORS Supervisor account every year. The majority of
claimants will be automatically approved but if they are linked to a College, as they are on
the payroll or a student for example, then they will require approval by their College.

12.2 Processing Supervisor applications

A Tutorial Officer and a Finance Officer can approve or deny applications for a Supervisor
account. The checks that should be carried out (visa restrictions, worker agreements in
place, etc) are out of the scope of this document and are the responsibility of the College.
The applicant will be emailed the decision.

If a decision is not made by the College within 21 days then the application becomes Void. If
the applicant needs a decision to be made by your College, and the application becomes
Void, they will need to apply again.

You can set an application as ‘in hand’ while you are carrying out the necessary checks or
contracts are put in place. This allows other Officers at your College to see that the
application is being dealt with. It also prevents the application from becoming Void.

Decisions cannot be undone. The applicant would need to apply again.
To process applications:

Go to Home > Approve Supervisors or Users > Approve Supervisors.

[f there are any pending applications click on ‘Open’ to view the details.
Mark as ‘in hand’ if you need to carry out checks.

Click on ‘Approve’ or ‘Deny’ when you have done all the necessary checks.

W N e

Supervisor Applications
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Supervisor approval *
John Smith jds14 21 November 2023
Jde1aGcam nc uk
Application
The Appicant has made the following deciaration in thee application. These should be continmed tefore the application & spproved
Wagnt 10 Wk Soepoymen ACROOM
Can legally wock in UK College Employed Other College employment
p— Mage Teacremg Duty pmeng
Does not require a Visa Not contracted to teach Peamad to be trained
Extortig 10 uty e toka wor I Expatien
Various colleges Over 5 years

Approval

Permitted payment optiam

Direct Payment
Via Cofiege Payroll

Via Faculty or Department - no chame
Gratis - no charge

o Arrangemeid

e n APpION ot

Supervisor Applications

Aoprovel stale

Peredeyy v

Johr Seith 21 November 2023 [ Appeoved |

College Employed Other Codege enploymens, Expevienced Deemed 10 be tianed:

Supervisor Applications

AOroN staty

Pending -

Jahin Smith 21 November 2023 m —

Celloge Empieyed Othar Colege evmploymet Expatienced. Dewmed 10 D¢ Dained

Supervisor Applications

Approval state:

Deaded v

fohn Smith 21 Navember 2023 Void | 26 November 2023

Collage Empknped; Other Collags employment Esparienced Dewmad 1o be ttaned: nlknown, ynkngwe (Iirkas000)
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12.3 College Supervisors

Users > College Supervisors shows all Supervisors who are students at your College or are
employed by your College. You can see when their accounts expire, what payment options

they can use, and details of their application.

College Supervisors @

Does not 1egure 2 Visa Unrisrsity 4550081 Srofessor

College Empioyec

Approval

Approved on 06 Febeuary 2024 Dy Lea Racul (1995)
Clawrunt payrmere opticns
o Dusct Pgyment

* /3 College Payroil
o Grabs - no charge

Personal details

v

Deermed to be trmnec

ey

Colleges can see hoots darmed for direct payment from other Collages

Filzer
Paymenat Cption Vize Academic Pose Employment:
Aty v Any 4 Y v arvy v
55 out of 55 Supenmsors n
Search supervisor

Supenisor Pay Options No Chargs

Name Expees Dwroct Colege Dopt Giats Special Viza Arademic Poct Employment

Abdalla Roger {ra122) Drsct Codege Gratis Ureversity Associate Professce Colisge Empicyed l * l
Sazites 06 Feoruay 2005 it
al-tamki David (da®79) Dwvoct Colege Gratn Ursversity Professoc College Empioyed [_' |
Sapiee 1B Jonuary 2025 —
Al-Sarireh, Robert (rpadd) College Gratis Collsgs Teaching Officer Colisgs Employed ITI

=8 I7 Fatstuy 2005

Amery-Ffegg. Zheng (za3)4) Dwact College Cratis Callege Teaching Officer Coliege Employed [ . |
Sas 20 Feonaxy 2025 -
Best-Mushzag, Willlam (wb@3s6)  Dwect College W Grats Visa holder  Unwersity Assocste Professor Colisgs Employed |_. I
Dnérms 30 2y 21

Supervisor detail x

. s . "

Abda"a' ROQEI’ (I’39122) 07 Bnuary 2015 05 Febeuary 2025

fag1 2 @camacuk

Application

Tha Apgicant has Maoe the dowing Seclatinn i thew spphcanion

v e Aok 3o

CamCORS
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12.4 Evidence of teaching

Supervisors who no longer have access to CamCORS may contact a College to ask for
evidence of the teaching they have carried out for the College. This can be provided by the
report available from Management > Teaching evidence. You will need the Supervisor’s
CRSid.

13 Settings

13.1 College Preferences

In Settings > College Preferences there are some college-wide parameters that can be
configured by a Tutorial Officer.

Supervisors can create General Claims

Allow Supervisors to make General Claims from your College. If this is set to ‘Yes’
there must be General Claim Categories configured for the Academic Year.

Supervisors can create Non-supervision Reports
Allow Supervisors to create Non-supervision Reports for Students at your College.
Supervisions URL

You can set up a webpage on your College website with college specific information
for Supervisors who are claiming payment from your College. The webpage could
give information about your deadlines for submission and approval, payment date
runs, contact information, etc. Itis up to you to keep this webpage up-to-date.

A link to the webpage will be included on all Reports for your College. It will also be
shown in CamCORS on Lookup > College Information, which is available to most
Roles.

College Preferences

oletye- wichs behuran

o Mo

13.2 Courses
Courses can be seen in Settings > Courses. Courses are groups of Tripos Parts and Papers. If
a User has the Course Co-ordinator Role, and is assigned to a Course, they can see all
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Supervision Reports relating to the Tripos Parts and Papers for that Course. A Course Co-
ordinator can be given access to any number of Courses.

If a Course has a Tripos Part then the Course Co-ordinator can see all Supervision Reports
related to that Tripos Part, including Supervision Reports without a Paper.

If a Course has a Paper then the Course Co-ordinator can see all Supervision Reports related
to that Paper.

For example:

e To see Istyears doing French and Spanish, assign
o MLTO French, and
o MLTO Spanish
e Tosee 1stand 2nd years doing German, assign
o MLTO German, and
o MLT1 German

Tutorial Officers can add and remove Course Co-ordinators. Click on the ‘View’ button and
then on ‘Add person’. You will need to know the CRSid of the Course Co-ordinator you want
to add.

If you want to set up new Courses, or make changes to existing Courses, contact the
CamCORS helpdesk.

Courses

Click on a View button to view the Course details, and add and remove College Course Co-ordinators, A College Course Co
ordinator also needs to have the College Course Co-ordinator Role. Contact help@camcors.cam.ac.uk to add this

Course name

A test
Astrophysics Part IIVMAST
Camputer Scence

Economcs

<

Bl B B
N BN BN B

English

<
L]
=

History of At

<
]
=

Mathematics

<
g

MLTD Classical Greek or Latin

<
2
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Computer Science Course

If a Tripos Part is shown then the Course Co-ordinators will be able 10 see all Supervision Repaorts for that Tripes Part. including
Reports where a Paper has not been specified.

Co-ordinators _

Name
Maronek, Rafal (rm947) .
Halmes. Sera {sa952) '

Tripos Parts

Code Desergition In use
CcsTo Computer Soence Tnipos. Part 1A True
csm Computer Scence Tripos. Part 18 True
cstr2 Computer Soence Tripos. Part 1l True
CsT13 Computer Soence Tnipox. Part 1l True
Papers

No Papers found!

You can also see what Courses an existing Course Co-ordinator has access to in Users >
Course Co-ordinators.

Course Co-ordinators

Click on a View button to view the Course details, and add and remove College Course Co-ordinators. A College Course Co-
ordinator also needs to have the Colleqe Course Co-ordinator Rele. Contact help@camcors.cam.acuk to add this.

Go to Settings > Courses to add a College Course Co-ordinator to a Course that isn't shown here.

Name * Course

Breen, Sean (sb588) Englieh -
Hodmes, Sara {sah52) Computer Soence ’
Molmes, Sars {sah52) Mathematica -
Maronek. Rafal (rmS47) Computer Soence -
McKean, lain (m554) Mathematics '
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13.3 Email notifications
Automatic email notifications are sent overnight, to the Roles shown, for the following

events.
Event Tutorial Senior DoS
Officer Tutor
Student Reports Submitted Yes Yes Yes
Academic Concern Raised in Student Report Yes Yes Yes
Untrained Supervisor Undertaking Supervisions | Yes Yes Yes
Claim Self-Approved by Supervisor Yes Yes No
General Claims Submitted Yes Yes No
Supervisor Application Required Attention Yes Yes No

The email notifications are sent by default but you can turn them off and on in Settings >
Email Notifications.

Note, however, that while DoS notifications are sent to the individual DoS, Tutorial Officer
and Senior Tutor notifications are sent to supervisions@|[college].cam.ac.uk and
senior.tutor@[college].cam.ac.uk respectively.

14 Lookup

14.1 Claim States
The Claim States used in CamCORS and their description are listed on Lookup > Claim States.

14.2 College information
All college email contacts and webpage links for CamCORS are listed on Lookup > College
Information.

To update the link for your own College go to Settings > College Preferences and update the
Supervisions URL. The contact email address is always supervisions@[college].cam.ac.uk and
this email address must be handled by your College.
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College

Christ's College
Churchill College
Clare College

Clare Hall

Corpus Christi College
Darwin College
Downing College
Emmanuel College
Fitzwilliam College

Girton College

College Information

Email
supervisions@christs.cam.ac.uk
supervisions@chu.cam.ac.uk
supervisions@clare.cam.ac.uk
supervisions@clarehall.cam.ac.uk
supervisions@corpus.cam.acuk
supervisions@dar.cam.ac.uk
supervisions@dow.cam.ac.uk
supervisions@emma.cam.ac.uk
supervisions@fitz.cam.ac.uk

supervisions@girton.cam.ac.uk

Webpage

https:/fwww.christs.cam.acuk/supervisions

14.3 Guides

Links to a webpage with this guide and other user documentation.

14.4 Look up CRSids
Links to the UIS Lookup where you can find the CRSids for anyone in the University.

14.5 Non-supervision activities

Activities for which Non-supervision Reports can be created are shown in Lookup > Non-
supervision Activities. These Activities have been set by the Senior Tutors’ Committee.
Colleges can decide if they want to allow claims for these in CamCORS by updating
Supervisors can create Non-supervision Reports in Settings > College Preferences.

Non-supervision Activities ©

Code *  Description PPS code In use
E English Language Skills ENGLISH_LANGUAGE_SKILLS Yes
F Foreign Language Skills (non-Tripos) FOREIGMN_LANGUAGE_SKILLS Yes
G Study Skills STUDY_SKILLS ‘Yes
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14.6 Tripos parts and papers

Tripos Parts and Papers for which Supervision Reports can be created are shown in Lookup
> Tripos Parts. These are updated daily from CamSIS. If you think any are missing or
incorrect contact the CamCORS helpdesk.

Tripos Parts

If any Tripos Parts ace miszing contact help@ camooes cam.ac,uk

Select
I use Subea Carval
i v Ay v Any v

Cece *  Descripbion

AsTY Arrasciogicsl sed Antrvepelogical Tripee Pan |

AATZAR Andhaeciegical and Anthrepciogical Tripos: Part A Ardhaediogy

AATZRA A, gical andd Anttrepatogical Trpos Pat DA; Belogesl Anthropology
AAT25A Archanciogecal and Anrrvepological fnpos Part 1IA; Scapl Anthropology
AATS Arncraeclogical and Anthropological Tripos. Part 118

AATAAR Archaecicgical and Antnrepeingical Tripos Part 118 Archaoctogy

AATIBA Archaeciogical and Anttvopological Tnpos. Part 11l Bioiogical Arshropology

Subject

Archasciogy and Aniheopoiogy

Archasciogy and Anthropaiogy

Arthaeclogy ant Amthrupciogy

Archaeclogy ana Antheopology

Acthaeclogy and Anthropology

Archaeclogy ana Anthropciogy

Arthaeclogy ang Anthropoiogy

Caremr

Undergraduats

Undergracate

Undergrscate

Undergracuate

Undegracuate

Undegracsate

Ungergracate

In use

Papers

i any Papers are missing contact help@camcorscamacuk

AAT1: Archaeological and Anthropological Tripos, Part |

Cooe Deseiptaon In use
1 The deveopment of buman sodety Yo
1A Prncples anc hatory of archasalogy Yes
18 World prefisiory Yes
2 Humans in oological perspective Yes
2A The cngens of the first oviizations Yos
28 The prehistory of Eurcpe from the Neofthic to the end of the Iron Age Yos
a Human sooenes: the COMparsthe perspective Yos
an feng humare an interdisoplnary approach Yoz
an Mocerr seoeties (Pofitics. Piychalogy. and Sooclogy Tripos. Par | Paper 2) Yes
ac Analyss of poitics | (Polibes Pyychaiogy. and Sooclogy Trpos. Part | Paper 9) Yes
4D Introduction 1o psychalogy (PoMics Psychology. and Soo0kogy Trpes. Pat | Paper 3) Yes
5 Introduction to the cultures of Egypt and Mesopotama Yes
6 Akkadion language | Yeu
7 Egyptan language | Yes
NFH Lking the examnation Not for Hanours’ or by specal lkave Yos
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14.7 Payment rates

The Intercollegiate Re-charge Rates are shown in Lookup > Payment Rates. Rates are held
for every Academic Year and are updated by the CamCORS helpdesk. Colleges may apply

uplifts for some categories of Supervisor in their payment system.

Payment Rates ©

Michaelmas 2022

147 %

Easter 2023

Gronp S A o gt LT T T
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15 Appendix A — Glossary

15.1 University of Cambridge terminology

Academic Year

The University’s Academic Year commences on 1st October and finishes on 30t September
each year.

Cambridge Terms

The Academic Year is divided into three terms, with a Long Vacation over the summer:
Michaelmas Term (October - December), Lent Term (January - March), Easter Term (April
- June).

CamSIS

The Cambridge Student Information System is the University's comprehensive system for
handling student information, records and transactions. It is the official repository of a
Student’s record from admissions to graduation, used by staff, Students and alumni to
manage and extract student data.

Card Office

The UCAM Card (or University card) is a contactless identity and access card issued to
University staff and Students, produced by the Card Office. Photos of Students are retrieved
from the University Card system to add to CamCORS student records.

CASC
Software development part of OIS.
Class

A grade of honours, as in First Class, Second Class, Third Class. Unlike most undergraduate
degrees, Cambridge Students receive a Class for each year of their B.A. (undergraduate
degree).

College

As well as being members of the University and an academic faculty/department,
undergraduates also belong to a College. There are 31 semi-autonomous constituent
Colleges, communities of students, academics and staff. 29 Colleges admit undergraduates
to the University, they each provide undergraduates with accommodation and pastoral
support, and organise elements of their Students’ tuition in the form of Supervisions.

College Office
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Each College has a College or Tutorial Office which is typically responsible for supporting
Students throughout their academic life, by administrating admissions, Student records,
examinations, and graduation.

Collegiate University

The University and Colleges are independent institutes, when referring to them collectively
the phrase ‘collegiate University’ is used.

CRSid

The Common Registration Scheme identifier is a unique username for University staff,
Students, and affiliates. The CRSid is used as the local-part of University e-mail addresses
(the part before the ‘@’ symbol) and when accessing online resources.

Director of Studies (DoS)

Supervisions are typically organised by Directors of Studies, appointed by Colleges, who are
responsible for the oversight of Students’ academic work in a particular subject within a
College.

EAMC

The Examination Access and Mitigation Committee considers applications for Students to
disregard terms; receive dissertation and coursework extensions; accept illegal
combinations of papers; remit fees; and intermit from Triposes. These applications typically
require evidence, which can include Supervision Reports.

Faculties and Departments

The University has six Schools, which constitute administrative groupings of Faculties and
other institutions. University Faculties organise teaching and research into individual
subjects or groups of subjects, their work is normally organised into sub-divisions called
Departments.

HO01 Code

A unique identification code for every Tripos.

HO03 Code

A unique identification code for each Paper, and other explanatory texts for exam
enrolment. If a Paper is ‘borrowed’ by Students enrolled in another Tripos, it will have a
separate HO3 Code for that Tripos.

Intercollegiate Re-charge Rate

Colleges set their own payment rates for Supervisions, however when a Supervisor teaches
Students from a different College there is an agreed rate at which one College will
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reimburse the other for that work. The intercollegiate re-charge rate is set for each
Academic Year by the Colleges.

Jackdaw

Jackdaw is the University Information Services’ administrative database. Jackdaw holds
consolidated Actor administration records for staff and Students in the University, it
receives daily feeds from CamSIS, the Card Office, and periodically feeds into a variety of
services/systems.

oIS
Office of Intercollegiate Services...
Paper

A Paper is an individual module, unit or topic on an undergraduate course. Students usually
take a number of papers each year (some are compulsory and some can be chosen from
several options).

Part

Each Tripos is divided into one or more Parts, an undergraduate must complete a number of
Parts in one or more Triposes to qualify for the B.A. degree. Most Triposes are divided into
two Parts, and as Triposes are typically three years in length one Part will be divided over
two years, e.g. Part 1A, Part IB, and Part II. Some Triposes, e.g. the Mathematical Tripos, have
three Parts, of which the third is additional to the requirements of a BA and is more or less
the equivalent of a postgraduate certificate of research.

PPS

PPS is CASC’s Payment Preparation System which is used to process claims exported from
CamCORS and generate payments.

Raven

Raven is the University’s central web authentication service, utilising CRSid’s for user
identities. Raven accounts are created as a matter of routine for Students and University
staff but can otherwise be created by the University Information Services.

Semester Student

A CamSIS attribute for a Student from overseas who is studying a degree elsewhere but
taught partially by the University.

Senior Tutor

Each College has a Senior Tutor, an officer with wide-ranging responsibilities within the
College across both educational and pastoral matters. They typically maintain close contact

CamCORS | 47


https://www.seniortutors.admin.cam.ac.uk/guidance-and-procedures/supervisions
https://jackdaw.cam.ac.uk/mailsearch/
https://raven.cam.ac.uk/

Admin guide

with Directors of Studies and Tutors with an overview of the Supervision system, and
awareness of College teaching in different Triposes.

STC

Senior Tutors’ Committee, ultimately responsible for CamCORS.
STEC

Senior Tutors’ Education Committee, a sub-committee of the STC.
Supervision

A Supervision consists of small group teaching led by a Supervisor, someone learned in the
subject being studied, to explore the curriculum in greater depth and/or breadth. Compared
to University teaching, which is organised by Faculties and Departments and provided to all
Students studying a course regardless of College membership, supervisions are typically
organised by Colleges for their own Students.

Supervisor

Supervisions are held by Supervisors, academics such as PhD students, post-doctoral
researchers, and contracted teaching staff appointed by Colleges or the University.
Supervisors are not necessarily a member of the same College that the Students they
supervise belong to, they can also be unaffiliated with any College or sometimes external
even to the University. For these reasons, a Supervisors can be on a College’s Payroll, be
paid by a University Faculty or Department or essentially be self-employed.

Student

Supervisions are primarily provided for Triposes, however they are also given to those
studying some postgraduate courses such as taught Masters courses, Clinical Medicine, or
Clinical Veterinary Medicine. University of Cambridge Students who receive Supervisions
can therefore be undergraduates or postgraduates. All Students are a member of a College, a
Student cannot be affiliated with multiple Colleges but can transfer between Colleges during
their studies.

Tripos

Cambridge undergraduate courses are assessed through examinations in broad subject
areas formally called Triposes, e.g. the Historical Tripos. For this document, ‘Tripos’ will
also refer to non-undergraduate courses which also use Supervisions, and therefore utilise
CamCORS (see paragraph Error! Reference source not found. for examples of such c
ourses).

Tutor
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A Tutor is a Tutorial Officer who is responsible for providing ‘pastoral support’ to Students.

Tutors may be approached for advice in addressing questions about financial, health, family
or other personal issues that may be affecting their Students' ability to pursue their studies

effectively.

UIS

The University Information Services provide a range of IT services for all Actors at the
University.

University

The University of Cambridge is a collegiate research university, with over 150 academic
departments, faculties and other institutions organised into six Schools. For undergraduates
the University determines course content; organises lectures, seminars, practicals and
projects; sets and marks examinations; and awards degrees.

University Lookup

University Lookup is a database containing information about every person and every
University institution known to University Information Services, together with a small
number of University-related institutions. It functions as the primary online telephone and
email directory for the University.

USN

The Unique Student Number is a 9-digit number allocated to each Student when they
become a member of the University, used to identify individual Students.

15.2 CamCORS terminology
Activity

An activity that a Non-supervision Report can be written for.
Actor

An Actor is any person who accesses CamCORS, due to them receiving, giving, arranging, or
reviewing Supervisions or Non-supervision activities.

Claim

Any Supervision Report, Non-supervision Report, or General Claim created in CamCORS.
Ultimately, Claims are exported by Finance Officers to pay Supervisors for their work.

Claim State

A Report or Claim transitions through several distinct states in CamCORS, from its creation
to processing for payment or rejection.
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Claim Type
Supervision Report, Non-supervision Report or General Claim.
Claimant

A person that drafts and submits a claim, via CamCORS, for some work undertaken. A
Supervisor (see paragraph 0) will be a Claimant but a Claimant does not have to be a
Supervisor - they could be claiming for some work other than a Supervision (see paragraph
0).

Course
The Tripos Parts and Papers that a Course Director can view.
General Claim

In Version 6 this was called General non-supervision activity. Work which is not related
directly to a Student or Students, e.g. invigilating a mock exam. A College chooses which
categories of General Claim can be submitted by an Actor and its details (e.g. hourly rate,
maximum amount, maximum hourly rate).

Payment Option

The way in which a Supervisor elects, or is allowed to be, paid. (In v6, this is known as
Payment Method.)

Postgraduate

Students in CamSIS with a Career of ‘Postgraduate’. For the purposes of Supervisor
Registration and management reporting Clinical Medics and Vets will be regarded as
Postgraduates.

Report

A Report provides detailed feedback to the Student, is viewed by the Student’s Director of
Studies and Tutor to monitor their progress, and provides statistical information to the
College. There are two types of Report:

Non-supervision Report

In Version 6 was called Per-student non-supervision activity. A Supervisor creates a
Report for an activity where they have performed work other than a Supervision
which applies to individual Students. These activities are restricted to ‘Study Skills’,
‘English Language Skills’, and ‘Foreign Language Skills’.

Supervision Report
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In Version 6 was called a Report. Supervisors create Reports for all the Students
they supervise on a termly basis, for Tripos-related teaching.

Role

Actors of CamCORS are given access and editing rights based on their need to use the
system, from set permissions provided to specific Roles. Role names are meant merely as a
reminder of their capabilities. An Actor may have multiple Roles, across multiple Colleges.

An Actor will be logged into CamCORS with a single Role. If an Actor is a DoS and also a
Tutor then they will have two roles - DoS and Tutor. They will only be able to act under one
of those roles at any time.

Student Hours

The number of hours of teaching given to a Student.

Supervisor Category

The most senior academic post held by a Supervisor, self-certified by the Supervisor.
Supervisor Hours

The number of hours of teaching given by a Supervisor to one or more Students. This will be
different to Student Hours if there is more than one Student in a Supervision. For example, if
there are two Supervision Reports, each for two hours in a class of two Students, this
represents four Student Hours and 2 Supervisor Hours.

Undergraduate

Students in CamSIS with a Career of ‘Undergraduate’. For the purposes of Supervisor
Registration and management reporting Clinical Medics and Vets will be regarded as
Postgraduates.
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16 Appendix B — Role Menus

Menu Menu item TO |FO ST DOS | TUT | CC
Supervision Search Y Y Y Y Y Y
Reports /
Reports Approve Y Y Y
Create Y Y
Import Y Y
Supervisions Reported Y Y Y Y Y
Non- Search Y Y Y Y
supervision
Reports Approve Y Y Y
General Claims | Approve Y Y Y
Categories Y Y
Configure Categories Y Y
Payments Manage Payment Data Y
Payments From Colleges > Y
Download Payments
Payments From Colleges > Y
View Payments
Management Student Files Y
Student Supervisors Y Y Y
Supervisor Hours Y Y Y
Supervisor Training Y Y
Supervision Costs by DoS Y Y
Supervision Costs by Y Y
Tripos Part
Statistics Y Y
Teaching evidence Y

CamCORS

| 52




Admin guide

Users Approve Supervisors Y Y
College Supervisors Y Y
College Users Y
Course Co-ordinators Y
Students Y Y

Settings College Preferences Y
Courses Y
Email Notifications Y Y Y

Lookup Claim States Y Y Y Y Y Y
College Information Y Y Y Y
Guides Y Y Y
Look up CRSids Y Y Y Y Y Y
Course Permissions Y
Non-supervision Activities | Y Y Y Y Y
Tripos Parts Y Y Y Y Y
Payment Rates Y Y Y Y Y Y

17 Appendix C — Event Emails

Emails sent to Senior Tutor and Tutorial Officer are sent to senior.tutor@[college].cam.ac.uk
and supervisions@[college].cam.ac.uk respectively. All others are sent to the individual.

Email Description Sent Recipient
Subject
Dos

Reports Sent when Reports have been )
Submitted Submitted Overnight

ubmi ' Senior Tutor
Reports with | Sent when Reports have been DoS
Academic Submitted with the Academic Overnight
Concerns Concerns flagged Senior Tutor
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DoS
Untrained Sent when Reports have been
Supervisor submitted by an untrained Overnight Senior Tutor
Alert Supervisor
Tutorial Officer
Sent if any Reports have been
Reports . .
Released where the Student is the Overnight Student
Released i
subject
New R t Sent when R t Created b
ew Reports ent when Reports are rea.e y Overnight Supervisor
Created another User for the Supervisor
Reports .
P Sent when Reports approved by the ) Senior Tutor
Approved by S sor in their DoS Rol Overnight
Supervisor upervisor in their DoS Role Tutorial Officer
Claims Sent when Claims by the Supervisor Overnicht Supervisor
Refused are Refused 8 P
Claims Sent when Claims by the Supervisor Overnisht Supervisor
Returned are Returned g P
l .
Gerllera Sent when General Claims have been , Senior Tutor
Claims Submitted Overnight
Submitted ubmitte Tutorial Officer
Supervisor Sent when a Supervisor is Overnight Tutorial Officer
Requires registering and requires College
Approval approval.
_ Sent when a Supervisor has been Overnight or | Supervisor
Supervisor . . .
registered At time (if
account has
auto
been created
approved)
Supervisor Sent when an application has been At time Supervisor
Application rejected
Unsuccessful
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