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GS HRT Introduction 

What does HRT stand for? 

 

Human  

Resource  

Toolkit 

HRT User Interface 
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GS HRT Introduction 

When do you need to use HRT? 

 

– Human Resource Management planning and 

follow up 

– Self-service application providing : 

• Pay information 

• Employment attestation 

• Training attestation 

• Swiss/French card application 

HRT User Interface 
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GS HRT Introduction 

Where to find HRT? 

 

• Inside CERN use the following URL 

– hrt 

• From outside CERN 

– https://hrt.cern.ch/ 

• Supported browsers 

– All major browsers ‘recent version’ 

HRT User Interface 

hrt
https://hrt.cern.ch/
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GS HRT Desktop 

HRT User Interface 

Main Menu 
Access rights 

Tool bar 

Latest update of information 

Used by all members of personnel 
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GS Self generated documents 

HRT User Interface 

Most frequently used 

Link to your pay slip and tax certificat 

Generate your training attestation 
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GS Services Menu 

HRT User Interface 

To switch access right in HRT 
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GS HRT Report User Interface 

HRT User Interface 

Latest update of  

information. Report name, current 

date and connected user. 
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GS HRT Report User Interface 

HRT User Interface 

Folds can be expanded 

or closed 

Here you enter your 

search criteria 

Output, form and border 

settings. Control buttons. 
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GS Control Buttons 

HRT User Interface 
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GS Demo of main Reports 

 

• Pay information 

• Employment attestation 

• Training attestation 

• Swiss/French card application 

HRT User Interface 



 Administrative Information Services GS 

CERN GS Department 
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EDH User Interface 

Introduction to the most important features 
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GS EDH Introduction 

What does EDH stand for? 

 

Electronic  

Document  

Handling 

 
 

EDH User Interface 
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GS EDH Introduction 

What does EDH provide? 

 

 

EDH User Interface 

•A bilingual, web-based intelligent solution to 

CERN business processes  

 

•Fast, efficient and streamlined organization-

wide electronic workflow.  

 

•Tool for all administrative paper forms, and 

covers all areas. 
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GS EDH Introduction 

Where to find EDH? 

 

• Inside CERN use the following URL 

– edh 

• From outside CERN 

– https://edh.cern.ch/ 

• Supported browsers 

– All major browsers ‘recent version’ 

EDH User Interface 

edh
https://edh.cern.ch/
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GS EDH Introduction 

When will you use EDH? 

 

• Training request 

• Leave request 

• Material request 

• Access request 
 

 

 

 
EDH User Interface 
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GS EDH Main Menu 

 

 

EDH User Interface 

Select the document 

Search for existing 

documents and information 

Customise EDH according 

to your needs 

Main Menu 
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GS EDH Settings 

 

 

EDH User Interface  

Personalize your EDH desktop 

Select your preferred  

language 

Select your notification preference 

Make your EDH leave appear in Outlook 

Used to sign EDH documents 
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GS EDH Search 

 

 

EDH User Interface 

Sign symbol 
3 actions can be taken  
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GS EDH Search 

 

 

EDH User Interface 

Time frame 
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GS EDH Search 

 

 

EDH User Interface 

When ? 

Who? 

What document? 

Sign symbol 
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GS Where to find things? 

 
 

 

 

 

EDH User Interface 

For entering leave 

For ordering material 

For requesting access 

To sign up for a course 

For requesting repair or transport 
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GS How does it work? 

• Every EDH document you use will follow a 

predefined routing for the document to be fully 

approved. 

• Choose your document 

 

EDH User Interface 
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GS How does it work? 

• Fill it in 

EDH User Interface 

Save it  
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GS How does it work? 

EDH User Interface 

• Your document will get an EDH number   
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GS How does it work? 

EDH User Interface 

Send it 

• Your document has to be sent for it to be approved 
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GS How does it work? 

EDH User Interface 

• To send your document, you need to use the EDH 

authorisation password 

• Once the document is sent, you can follow its 

progress, by consulting the document status info 

lines 
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GS Demo EDH Search and Reports 

 
• Training request (via CTA) 

• Search documents 

• Access request 

• Material request 

• Leave request 

• Leave cancellation 

• Leave overview 

 

EDH User Interface 
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GS EDH – Access Request 

 

 

 

See the existing access for the person 

Here is displayed the current new request access 

Get information on access 

rights, safety courses 

Adams 
http://cern.ch/adams 
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GS EDH – Material Request 

 

 

 

To order items from CERN’s store or from punchout catalogue. 

Line items from 

various stores 

are all displayed 

in one document. 

You can edit the 

line or delete it. 

See the total cost 

of your order. 

Can follow the 

document’s 

progress in the 

workflow approval 
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GS EDH - Leave Request 

 

 

 

The CERN leave year runs form 1st of October to 30th September of the 

following year.  

Used to enter absences for Members of personnel (staff, fellows, associates, 

students). 

For more information: 
https://admin-eguide.web.cern.ch/admin-eguide/Conges/proc_conges_annuels.asp 

2.5 days per month are credited here. 

Gathers current annual leave balance and 

simulated future annual leave credits and 

simulated future STSL. 
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GS Questions? 



Central Support 

To get help with problems in your daily work 
contact service-desk@cern.ch or call 77777!  

 

Training 

 

For further EDH, HRT training courses: 

please sent email to doreen.klem@cern.ch 

Support Organisation, Help 

mailto:service-desk@cern.ch
mailto:service-desk@cern.ch
mailto:service-desk@cern.ch
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What is EDMS? 

• EDMS - Engineering  and Equipment Data Management 

System 

 

• An EDMS is a computerized tool that is used to store, 

organize and control all project data throughout the design, 

manufacturing and maintenance phases.  

The EDMS: • Provides one single source of data. 

• Makes sure that people find the right information. (e.g. 

latest, approved or relevant information) 



The CERN Engineering and Equipment Data Management Service 

 

1. Very long lifecycles and need for internal knowledge transfer. 

2. Large, complex and technically advanced. 

3. Regulations for nuclear installations.  

4. Quality Assurance versus innovation & creativity  

 

 Design  

Manufacturing 

Installation 

Commissioning 

Maintenance 

Dismantling 

EDMS 

CERN 

EDMS 



Workshop technicians:

Prod. data & test results
EDMSProject engineers:

Specifications & reports

Designers:

Drawings & CAD models

Secretaries:

Reports & meeting minutes

Maintenance personnel:

Service reports

Project managers:

Planning doc. & QAPs

Who are the users? 



General info: 

The EDMS is a CERN wide service provided by the  

EDMS team. The service is free of charge. 

 

The  EDMS Team consists of members from    

GS/ASE  and the IT Department.  

 

 

The EDMS Service at CERN 
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The CERN EDMS in numbers 

 Document & Drawings: 
 ~1.100.000 documents & drawings 

 ~6.300 new documents & drawings created per months 
 

Components: 
 ~1.000.000 registered individually followed equipment 

 ~4.500 new equipment registered per month 

 ~2.000.000 equipment interventions/jobs logged 

 ~ 12.5o0 equipment interventions/jobs logged per month 
 

Users: 
 ~6.400 registered active users 

 ~120.000 file downloads per month 

 ~6.000 support requests per year  

 

 

 



Overview of the CERN EDMS 
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• CERN’s integrated PLM platform is called the CERN Engineering & Equipment Data 
Management System . 
 

• PLM at CERN is consequently not equal to one single system but a set of interfaced 
applications with two commercial systems as its main pillars.  



 

 

Basic Concepts 
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1: Document  

    information 

    (meta data) 

2: One or more 

related files, the  

native version 

and a printable 

version 

A document in the EDMS consists of two main parts: 

What is a document? 

FILE(S) 

DOCUMENT 

Title: 

Author: 

Classification: 
etc. 

43 



In the EDMS a document can have one or several files attached 
to it such as: 

 - Office files (WORD, EXCEL, etc…) 
 - Illustrations (JPEG, GIF, TIFF, etc…) 
 - Videos (MPEG, AVI, etc…) 
 - CAD drawing (2D: AutoCAD, etc…) 
 - CAD model (3D: EUCLID, etc…) 
 - Piece of software code 
 - Etc... 

To help sort/find EDMS documents, there exists pre-defined 
document types such as: 

 - Engineering Specification (ES) 
 - Assembly Procedure  (AP) 
 - Quality Assurance Plan (QA) 
 - Contracting Agreement (CA) 
 - Meeting Minutes  (MM) 
   

What can a document be? 



Creation date 

Project Document 

number 

Title Status EDMS internal ref. Author(s) 

Document type 

A document in the EDMS 

Attached file(s) 

45 



Using the EDMS Portal 

46 



When the amount of data grows it is convenient to structure the 

documents. This has several advantages: 

These structure nodes 

are called Projects in the 

EDMS. 

Structuring the information 

- Easier to find documents. (Structure + document meta data 

gives lots of search possibilities.) 

- Possible to group documents that are logically linked. (For 

example to collect all documentation concerning a certain 

project or produced by a specific organisational group. 
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Most EDMS user communities at CERN have some official 
project structures to which all official and important 
documents should be attached: 

Official project structures 



 

 

Storing Information 
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To store a document in the EDMS one needs to perform two 

actions: 

1) Enter the document information (doc. meta data) 

2) Upload the file(s)  

Step 1 and 2 do not have to be performed 

at the same time. 

For example the document information can 

be entered to start with, to indicate that this 

document is about to be finished and 

complemented with the file later on. 

Storing a document 
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When clicking on the “Create doc” button, the active 
structure node and the current user will decide the correct 
“context” or “working environment”. 

The “context” defines, among other things, what rules 
should be applied for the document life cycle, the possible 
document types, the approval procedure, etc...  

 

 

 

Basically this means that an ATLAS user will create 
documents following ATLAS rules and a user from the BE 
Department will create documents according to his 
department rules. 
 

Working in a context 



The document information is best created directly from the 
tree navigator by clicking on the “New” button. 
 
This requires that you have “write” access to the node in 
which you want to create a document. 

Creating a document 



By following the document creation wizard, the first step 
is completed. 

Creating a document 



Once the document created, it is possible to directly 
upload files to it or to go to the newly created document 
page. 

Creating a document 



 

 

Access Rights & Visibility 
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One of the main reasons for using an EDMS is to have a secure 

and easily accessible deposit where all important engineering 

information can be stored.  

Still it must be possible to update data and to share information 

within the project collaboration.  

To manage the access rights all objects stored in the EDMS 

have an owner and belong to a group.  

Sharing and protecting work 

56 



Access rights for documents  
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Visibility: WORLD  User:  Anyone 

Visibility: CERN Intranet  User: Anyone connecting         
from a CERN Computer   
 



Access rights for documents  
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Visibility: GROUP  User:  Member of group 

Visibility: GROUP  User:  Not member of group 



Strict confidentiality allows to hide the very existence of a 
document from a non-authorized user. 
 

Visibility: GROUP             User: Not member of group                            

Strict Confidentiality  



By clicking on the Access Rights tab, one can see who has access 

and who can carry out the next change of status                            

Who has access to a document? 
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All actions, such as for example creation, file uploads and 
status changes are logged and securely stored in the 
system.  

Thanks to the history log it is possible to see who did what 
and when.  

The document history is kept 



EDMS Local Administrators 



 

 

Approval Processes  

& Versioning 
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Release procedures 

In Work
Engineering

Check
Released Obsolete

New version

Cancelled

Red Orange Green Grey 



Depending on which release procedure is chosen, the 
actual approval is done in three main different ways: 
 

1) The document owner approves/rejects it directly. 
     (DOC-OWNER type of release procedure) 
 

2) The person who has the proper role (i.e.: PE for Project 
     Engineer) approves/rejects the document. 
     (DOC-PE type of release procedure) 
 

3) The responsible person (i.e.: AL for approval leader) launches 
     the formal approval process. 
     (DOC-AL type of release procedure) 

Three kinds of approval  



Once a document is either in the “Released” or “Obsolete” state 
it is frozen and cannot be changed. 

In order to modify it a new version must be created! 

Versioning 

In Work
Engineering

Check
Released Obsolete

New version

Cancelled



Central Support 

To get help with problems in your daily work 
contact EDMS.support@cern.ch!  

 
EDMS training courses available through the  
CERN Training Catalog(HR). 

 

EDMS Service Website & FAQs  

Click on help link from any EDMS page 

 

Local Support 

To help you get started and organise your use of EDMS, contact 
your EDMS Local Administrators:  

  (Management of users, groups, contexts and privileges & structure management) 

 

Support Organisation, Help 

mailto:EDMS.support@cern.ch
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