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Reference Guide to People Manager (Electric theme)

This tool enables Managers to view personal and organisational details, record sickness absence and
approve annual leave for staff that report to them.

As a People Manager user, you will only have access to the information related to staff who report to you.
This information includes some sensitive details and it is important that you use it responsibly to ensure
that the security of your reportees’ details are maintained. More information on the conditions of use for
data from iTrent is available here.

Log into Trent by clicking here (if you have more than one role select “People Manager” from the drop
down). The following screen will open:

=Q MENU O PropleMaager - Eecte) ()

Hello Chris

You last logged 1 § meutes 890 n

My People >
vl iesve reparts >
Timosheets {curmenty PTA use only >
Workflow task redeections >

Useful brks >

ZQ) Find iTrent pages

Company news - links to My to do list (for annual leave and timesheet approval), mandatory
training, MI reports and out of office notifications.

Links to specific areas eg People data, Annual leave reports, PTA Timesheets, Useful links

My Peapl . - . .
YS9 Click on this link to view details of reportees.

Annual leave reports cjick on this link to run either a Holiday Entitlement Breakdown or an Outstanding
Holiday Entitlement report.

Timesheets (currently PTA use only) Tps jink allows you to view, approve and create new timesheets for

PTAs.
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Workflow task redirections cjick on this link to set up task redirection to another manager if you are due to
be absent from work and unable to authorise annual leave requests or PTA timesheets.

This will forward all workflow related Tasks and Emails to another specified user for the duration set.

You will need to enter the start and end date (if known — leave blank for ongoing redirections and end date
can be added later), change the ‘Process type’ to Redirect all and search for the individual who is to receive
the notifications in your absence by clicking on the magnifying glass against ‘Redirects to’.

Usefullinks This provides you with additional links such as user guides, HR policies and employment
information.

If you click on the My People

link you will be taken to a new view that lists all of your reportees.
Once you have selected an individual you will see the following employee summary screen:

—Clicking on the i logo at the top left corner will take you back to the front page shown above
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These sections give a summary of personal, employment and absence details. -

| Clicking on W will expand the search pane to show more details

The section headed ‘Links’ at the bottom of the screen gives you access to further details.

LINKE
“* Person »  Job » Absence »  Learning & Development

Persanal details Ky dates Right to work status Contact details Emsengency contacts Leaving details Reviews

Foeview nates

Which link you’ve clicked on will determine what screens are then available. In the example above the

fields in the white boxes are those available within the " F¥59% 1 5rea.
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If an employee has multiple positions, current or historic, a list of positions will flash prompting you to
select the appropriate position. If you wish to see more details e.g. position start and end dates, you can

click on the W which will expand the section.
When clicking on any date sensitive screens you will be prompted to enter an effective date.

Click here to go back to employee summary and screens available.

o Mrs Joanna Leafield

Probationary period details Administratar (HR) % MENU

Job title®  Administrator (HR)  [=]

Reason®  Final Probation Review |

Complete
Startdate® 01/08/2019 ]
End date® 01/08/2020 ] |
. |
Click on to view the other screens available in this section. —

Probationary period details Administrator (HR)

[ Position summary ] [ Employee job history ] [ Position salary change history ‘—/

Switching roles and logging out of iTrent
If you have more than one iTrent role you can click on @ in the top right-hand corner of the screen and

this will list the other roles available to you or give you the option to log out.

Recording sickness absence
A guide on entering sickness details can be found here.

Calendar Section
Click on ‘VIEW FULL CALENDAR’ (circled in red below) to view the calendar in detail:

Calendar 1 Jan 2020 - 31 Dec 2020 21 Jan 2019~ 21 Jan 2020
21 Jan - 03 Feb 2020 of 3355

hours
22 23 24 25 26 27 28 29 30 31 01 02 03

Holidays remaining Hours off sick

LA M N 27 21K I K M ML 1 R (as of last calculation) (as of last calculation)
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Absence calendar v wenu

Position Administrator (01/08/2017 -) [~/

@ 21 Jan - 21 Feb 2020 [-] @

January
22 23 24 25 26 27 28 29 30 31 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 1

February

12+ Professional Serv...
9 Exeter - Streatham
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™ Ms Emma Leafield
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@Bank holiday  Holiday @Sickness ®Other @ Maternity / Paternity ® Adoption
Please click on a day for further options = Awaiting authorisation D =am/pm split = Clashing events

If you click on either of the arrows circled in red above it will expand the calendar period. The single arrows

by a month and the double arrows by 3 months.

Alternatively you can click on the down arrow and it will give you additional options.

44 4 21Jan-21Feb2020 ~] » »
January Month from today February
Specific date range
22 23 24 25 26 205 06 07 08 09 10 11 12
Yearly view

Yearly view (Monday to Sunday)

If you wish to view the calendar for all of your reportees you can use the ‘Select all’ or select multiple

people in your list of reportees by using the Ctrl key.
The items available in the Calendar section can be amended under User Preferences which can be found

under the @ icon.
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