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Section 1 — Introduction to iTrent

iTrent is the University’s HR and Payroll system. Once fully implemented, it will be used to manage all
activity relating to:

onbaa iy [Fimmren Case Learning & Performance
8 Management Development Management

This guide is for Core HR only and relates specifically to the role of Team Administrator. This guide
will help you to navigate iTrent and support you to complete processes effectively.

When using the Team Administrator role, you are using a version of iTrent known as ‘Electric Theme”'.
Electric Theme is also used by the following users:

HR team (using the role HR Administrator)

° Payroll team (using the role of Payroll Administrator)

° HR Business Partners (using the role of HRBP)

. Line managers (using the role of Manager View)

. Some colleagues in Finance (using the role of Finance Administrator)
. Duty Managers (using the role of Duty Manager)

There is another version of iTrent known as ‘Employee Self Service’. Most people in the University
will use Employee Self Service (which we call My View), and the functionality will differ if you are an
employee or other type of worker.

Both versions have their own unique URL (web-link).

Access iTrent Electric Theme using this URL, and save this on your Favourites Bar:
https://ce0816li.webitrent.com/ce0816li_web/itrent wrd/run/etadm001gf.main

Navigating iTrent

Your home screen contains a series of tiles which are links to information and tools. A menu is
displayed on the right-hand side of the screen. There is also a menu link on the left-hand screen.

[)  CHINDOCHAHAL  (Team Administrator - Allied Heath & Community) (%)

ome back! You last logged in 7 hours ago

People

Reports

Switch to My View Payroll Cut Off Dates Help and Support

Let’s look at each area individually.
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Company News

R gy

o

Switch to My View Payroll Cut Off Dates Help and Support

These tiles are used to relay useful information to the colleagues in the University and can are
maintained by HR and Payroll teams.

The tile called Switch to My View is a permanent tile which is visible to all users of the ‘Electric
Theme’. The link in this tile takes the user to My View, where they can view their own profile, access
their payslips, update their person information and request annual leave.

Other Tiles

The remaining tile is a quick link to My to do list, where you can view your system generated
notifications.

My to do list (0) / Processes (0)

s )

% W

B

Using the Search Facility

Generally, you will use this menu to find your people and navigate to relevant pages of iTrent.

A ’ SEARCH FIND ITRENT PAGES

A Organisation

Ureversity of Worcester Group

A People

EE G D +

Results 42 People
Selectall Save this group
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SEARCH FIND ITRENT PAGES

A Organisation

University of Worcester Group

A People

(ones )Guma. vAQAH

Results 42 People
Select all Save this group

Advanced Search

Find an employee to view by typing the surname into the search

field.

DfES reference

Organisation unit
Payroll

Payroll reference
Personal reference
Pos occ reference
Previous surname
Social Security number
Staff identifier

Surname

» Forename

Job title Or you can use other criteria to search by
selecting the down arrow and using a
different parameter for your search.

The Advanced Search can be accessed from search box using the 3 dots, and then selecting Advanced
search. You can then find your person using more than one parameter to fine-tune your search, such
as finding all people in a particular department whose category is Employee.

1
- [ Include leavers

Advanced search

Smart groups

Export to excel

Advanced search

Information

@ Using the conditions CONTAINS, DOES NOT CONTAIN and IS NOT may result in the search taking a long time.

Criteria
Category v Employee ~
Organisation unit v|l|is v | | Payroll

Match | all of the search criteria v

Build special
criteria

Output options
Generate batch

Save as smart group

@ For Trent (", For export

VMINU C &
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Summary tiles

The screen will display your person’s profile page, which consists of the summary tiles and Sections
and Pages.

The summary tiles display Personal and Employment information.
There is also the quick link to the Calendar, which is explained in detail later in this guide.

The two wheels display the holiday summary and sickness absence summary.

© c

Personal
Known as

010463 (Payroll ref)

Employment
o o | Technical Department
37.00 hours | Employee | Full-time | Permanent

@ Reporting manager

Technical Manéger

RN, T

Calendar 1 Sep 2023 - 31 Aug 2024 26 Mar 2023 - 26 Mar 2024
<@ VIEW FULL CALENDAR
26 Mar - 08 Apr 2024 of 303.4
hours
27 28 29 30 31 01 02 03 04 05 06 07 08
7/ (/ 777 Holidays remaining No sickness
® % // ® % /// (as of last calculation) (as of last calculation)

Sections and pages

Below the summary tiles, you will see a series of coloured boxes which each represent a Section (a
grouping of pages that are of a similar category).

_ Vv Position Details > Sickness > Holiday > Other
Bo

Position details Hours and basis

Each section has a list of Pages that hold information about the person.

To open a page, click on the relevant button and the page will display.
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Once you are in a page (in this example, Position details), you can view the other pages within the
Section by clicking on the menu link that is visible in the blue bar on the page. This will expand to
show the other pages available in the same Section.

Position details (as of 25/03/2024) vMvMenu C &
Position details (as of 25/03/2024) Aless C & )

To return to the main menu to see all sections, click on the person’s
name from the top of your screen. @ _Jones
To return to the home screen, click on the iTrent logo from any page or screen. iTrent
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Section 2 — Viewing personal information

Personal Information

Some basic personal details can be viewed about your person. To access these, follow this navigation.

From the menu on the home screen, select People and then search for your person.

.| ™

EIND [TRENT DAGES
VO ITRENT PAGES

A Organisation

: University of Worcester Group

A People

EE DG D +

Results 42 People
Selectall Save this group

From the Section called Personal Information, select Personal details.

LINKS

Q > Position Details > Sickness > Holiday > Other
Bo

The following page will display. The information is here is read-only so you cannot amend it. The
person can maintain their preferred names using My View, but the rest of the information is
maintained by HR Operations.

© e

>

Personal details viveNu C & ()

Surname* ‘Jones ‘

Forename* ‘ ‘

Forename 2 ‘ ‘

Forename 3 ‘ ‘

Preferred surname * ‘Jones ‘

Preferred name* ‘ ) ‘

Previous surname ‘ ‘

Honours ‘ ‘

Personal ref. ‘ ‘

Start date * 1 ] ‘ ™
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Job Information

This section contains information about the person’s job. We will look at each one in turn.

Position details

A Position is the role that exists in the University’s organisations. People occupy Positions, else they
are vacant. Everything about the role (such as salary, holiday entitlement and other terms and
conditions) is recorded against the Position.

Select the link Position details.

El o

Position details

’ >  Personal Information

\/ Position Details >

Occupancy details

Hours and basis

Sickness > Holiday > Other

Pattern details

A~ Positions

At the date screen, select today’s date and select OK.

Effective date

25/03/2024 0O

OK CANCEL

e n &
Y L
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The following page will display, showing job title, work location, current occupant, and reporting
manager details.

Position details (as of 01/07/2024)

Senior Lecturer (Teaching) in I ——

Job title* | Senior Lecturer (Teaching) in ‘

End date ‘ |

Position reference [ POSNOC |

Work location 1 St Johns Campus ‘

Occupant ‘ ‘

Reporting unit | Health & Wellbeing ‘

Reports to ‘ Principal Lecturer |

(01/01/1900 -)

Expected position end reason | v ‘

Expected position end date ‘ ‘

Job family ‘ Academic v \

All Positions as at the time of going live commence on 01/01/1900.

The fields Expected position end reason and Expected position end date will only show values if the
role is intended to be temporary.

Occupancy Details

Whilst the Position is the role, occupancy refers to the period that a person occupies that Position.

> Sickness > Holiday > Other

El o

Position details Occupancy details Hours and basis Pattern details

This page shows details of the occupancy; the occupant of the position, the date from which they
occupy the Position and (if in the role temporarily) that this occupancy will end.
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Occupancy details (s of 01/07/2024)
Senior Lecturer (Teaching) in I

Current status ‘:Live J

Occupant ‘ ‘

Occupancy start | 01/05/2021 \

Occupancy end

Occupancy type ‘ Standard V‘

Position occ. reference | ‘

Expected occupancy end date ‘ \

Expected occupancy end reason ‘ v ‘

Note: if there is an Expected occupancy end date, the line manager will receive a reminder at 120
days before, 90 days before, 60 days before and 30 days before this date to ensure they are aware of
this expected date and understand the action that they need to take.

Hours and basis
This page holds information about the working hours and employment basis.

Select the link Hours and basis.

Bo

Position details Occupancy details Hours and basis Pattern details

You will see one or more active Positions displayed on the left-
hand menu. Select one Position to view the details.

.o

A Positions

At the date screen, select today’s date and select OK.

Effective date

from

[25/032024

OK CANCEL

Page 11



The following page will display.

Hours and basis (as of 25/03/2024) vMnu C & )
Contractual Hours l 37.00‘
FTE hours | 37.00 |
Annual weeks worked ’ 52.142 ‘
FTE weeks ‘ 52.142 ‘

FTE value (rounded to 5 DP) | 1.00000 ‘

Employment is term-time only

Category | Employee v
Basis | Full-time v
Type | Permanent v

(+3

The information on this page is summarised as follows:
Contractual hours: This is the person’s weekly hours worked.
FTE hours: This is the full-time equivalent working hours, which is always be 37.

Annual weeks worked: This is the number of weeks the person is contracted to work. For term time
people, this will be less than the full time equivalent.

FTE Weeks: This is the full-time equivalent weekly weeks, which is always 52.142. There
are 52 weeks and one day in a year, hence the decimal point.

FTE value: This the person’s full-time equivalent value, calculated using the information
in the four fields above.

Employment is This will be checked if the person works term-time.
term-time only:

Category: Will show you whether Position occupier is one of the following:

Affiliate
Apprentice
Associate Lecturer
Emeritus
Employee
External Examiner
Honorary Contract
Off-payroll worker
Pensioner
Student Worker
Worker
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Basis: Will show you whether the Position occupier is one of the following:

Full-time
Hourly paid
Other
Part-time
Term time

Type: Will show you whether the Position occupier is one of the following:

Casual

Fixed Term
Non-employed
Permanent

Pattern Details

The final link takes you to the work pattern information. The work pattern show which days of the
week the individual works, and the hours worked each day. Work patterns are used to calculate the
amount of time to be deducted from annual leave balances when holiday is taken, and the number
of days absence for sickness and other absences. They are therefore important for ensuring absence
is calculated corrected, and sickness and unpaid leave is reflected correctly on payslips.

> Personal Information > Sickness > Holiday > Other
Bo

Position details Occupancy details Hours and basis Pattern details

You will see one or more patterns on the left-hand menu. Select the last one in the list on the left-
hand menu.

Select the last one in the list as this is the most recent and active

A Patterns : work pattern.

O FT1_37_M7.4.T7.4 W7.4_T7.4.F7...

& PT1_22.2_ MO_TO_W7.4_T74 F74..
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In the example below, the employee works 22.2 hours per week on Wednesday, Thursday and Friday
each week.

& Pattern details working Pattern VMENU C &

Pattern information

Type* | Working Pattern v |

‘PT1_22.2_M0_T0_W7A4_T7.4_F7. ‘

*
Pattern 4.50.50

Start day* | Week 1/Day 1 v ‘

Start date* |28/08/2023 \

End date |

Hours information

Contractual hours | 2220 ‘

Pattern days

Currentday |Week 1/Day 1 ‘

Mon Tue Wed Thu Fri Sat Sun Total
Week 1 00:00 00:00 07:24 07:24 07:24 00:00 00:00 2212

If an employee works a ‘flexible work pattern’ (in other words, the days in the week that they work
can change), we record the pattern that they most frequently work. The work pattern can be
adjusted when recording absences using the Pattern Override feature, which is explained in the
absence sections of this user guide.
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Section 2 — Absence

Leave and absence is generally managed locally using My View and Manager View. At the time of
launch of iTrent, only annual leave can be requested using My View. All other types of absences are
recorded by line managers using Manager View, or by the holder of the Team Administrator role.

Some absences will be recorded by HR only.

This section will show you which absences you can manage using the Team Administrator role and
how to record leave and absence accurately.

Absences are grouped on your iTrent view in the highlighted sections.

’V Personal Information > Position Details > Sickness > Holiday > Other

Sickness absence

Recording sickness absence

This absence is available to line managers and holders of the Team Administrator role to input
directly into iTrent.

From the menu on the home screen, select People > [select employee] > Sickness > New - Sickness:

Q Find iTrent pages TL

People >

‘ A People

|t J(Surname v)Q + » > Sickness
$

Reports >

New - Sickness absence Sickness absence details Sickness entitlement summary New - Document attachment details

Document attachment details Absence calendar Pattern override (Sickness)

The Sickness absence details page is displayed.
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Sickness absence details New

Sickness period
Sickness period *
Absence start

Absence start date *

Absence start type
Absence end
Absence end date
Absence end type
Absence

Absence type *

Absence reason*

‘ More than one day

\ ]
‘ Full day g ‘
\ B8
‘ Full day V‘
‘ Sickness v ‘
‘ <None> v ‘

Sickness absence details New

Sickness period
Sickness period *
Absence start

Absence start date *

Absence start type
Absence end

Absence end date

Absence end type
Absence

Absence type *

Absence reason *

1 More than one day

| 08/01/2024

| Full day

[11/01/2024

| Full day

‘ Sickness

‘ Ear, nose, throat

A Sickness absence list
Show all

21/02/2024

12/02/2024

N TY T e
08/01/2024

13/07/2023

You can expand the left-hand bar using this tab:

Page 16

The Sickness period field provides 3
options. The page will update depending
on the selection.

Part day
Full day
More than one day

If More than one day is selected, then you
will need to input the Absence end details.

In this example, we have recorded an
absence spanning four days.

When all details have been entered, select
Save.

An absence calculation occurs overnight,
at which time the absence total will
appear on the employee’s home page.

Once saved, the absence appears in a list
on the left-hand side bar along with other
sickness absence dates recorded in iTrent.



iTrent o020 X

A Organisation

Once expanded, you can view more information about the sickness absences recorded for the

employee including Working days lost. In this example, we have not yet calculated the absence, so

this is showing as ‘0’ days lost. Once the iTrent calculation has occurred this will show 3 days.

A Sickness absence list
Show all
Statdate & Day & Endcdate & Day &

21/02/2024 Wed 2/

Technician and Technical Dem

Technician and Technical Dem

Reason $
Ear, nose, throat
njury, fracture

ose, th

Current status o

Calculation pendin
Caiculation pending
Calculation pending

Working days lost $

1

Technician and Technical Dem

Othe musculoskeletal prodlems

Processed by payroll calculation

Exporting sickness absence list to Excel

This list can be used as a report of sickness absence of the employee and can be exported to Excel.

Select the 3 dots as shown below and select Export to excel.

ot

Advanced search

Smart groups

Person level absences

Export to excel

Attaching documents to sickness absence record

There are a number of documents that may need to be attached to a sickness absence record,
namely self-certification form, a fit note or a return-to-work interview form.

This can be done in one of two ways.

Select the paperclip icon from the menu bar of the sickness absence screen:

Sickness absence details

OR expand the menu and select New — Document attachment details.

VMENU C &

A LESS

Page 17
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Sickness absence details New Atess C & [

New - Sickness absence [S\C‘mess absence detai s] [Src«'ness entitlement sumx*waryj

New - Document attachment details [Docm#ent attachment detai s] [Absew:e ca\e"ldar] [Pat:e-‘r* override (S ckhess)]

Both methods will display the Document attachments details page. The document to be attached
should be pre-scanned and saved to your desktop.

On this page, give the document a name in the field Document, and attach the document using the
Choose file button. When done, select Save.

Document attachment details New

Document * ||| Self Certification \

Link

Last updated date { \

Last updated time | ‘

Filename

Select a file ...* [J| Choose file No file chosen

Once saved, the document can be seen listed in the left-hand bar. You will need to select the relevant
absence to see the documents attached within it.

A Sickness absence list
Show all

21/02/2024

12/02/2024

13/07/2023

A~ Document attachments :

.

Pattern override

iTrent calculates time lost based on the employee’s working pattern. If the employee was due to
work on the day/days absent according the work pattern, they will be counted as absent days. In rare
circumstances, and usually only if the employee works a flexible work pattern or fractional days, the
work pattern may need to be amended to record the correct number of days lost. This is known as
‘pattern override’.
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To check the work pattern, expand the menu and select Pattern override (Sickness), ensuring that the
relevant absence is selected from the left-hand bar.

vMENU C &

Sickness absence details AlESS C &

[\ew- Sickness aase"ce] Sickness absence details [S ckness entitlement :urﬁ‘af-,]
[\.‘ev.u Document attachment deta ] (Do:mwe‘: attachment deta ] [Ao:e*ce ca e*daf) Pattern override (Sickness)

This will display the Pattern override page. If there are any days within the period that should not be
counted in the absence total, then change the hours to zero for that day, select Validate to check the
amendment, and Save when you are done.

Pattern override Pattern Override 08/01/2024 - 11/01/2024 VMENU C &=

Pattern information

Position* | Technician and Technical De v |

Pattern type ‘ Working Pattern v |

From date* |08/01/2024 | ™

Todate [11/01/2024 sl

Number of days in this pattern |4 |

Pattern date details

Mon Tue Wed Thu Total
Week 1 [07:30 | 107:30 | [07:30 | 107:30 | 30:00

v

This action only amends the work pattern within the period of absence and ensures that the number

of days absent is recorded accurately. The employee’s work pattern on either end of the absence
stays the same.

Sickness entitlement summary

The Sickness entitlement summary page can be accessed from the menu on the home screen.

New - Sickness absence Sickness absence details Sickness entitlement summary New - Document attachment details

Document attachment details Absence calendar Pattern override (Sickness)

Page 19



This page displays information about the employee’s sick pay entitlement the number of days used at
the full and half rate of pay, and the number of days remaining.

Sickness entitlement summary VMENU C &

Absence details

Calculated to date

Employment details

Position | Technician and Technical De v ]

Period details

Absence scheme type | OSP - Sickness v \

Length of service at relevant date | 11 year(s) 11 month(s) 23 day(s) |

Scheme name ‘ Standard OSP |

Membership dates | 05/03/2012 - |

Band/Rate Full Already used Available
1:100 132 days 9 123
2:50 132 days 0 132

On the employee’s profile page, you can see a summary of the total sickness absence in the
12-month period up to the current day.

28 Feb 2023 - 28 Feb 2024

Days off sick
(as of last calculation)

Clicking on this image will also display the sickness entitlement summary page.
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Annual leave

Recording annual leave
Annual leave is requested by employees via My View, and reviewed by line managers using Manager
View. If approved, the absence is recorded in iTrent, and no further intervention is required. The self-

service process is described below in the section called Annual leave using My View and .

Annual leave can be input manually by line managers using Manager View, holders of the Team
Administrator role or by HR Administrator using this navigation.

From the menu on the home screen, select People > [select employee] > Holiday > New - Holiday
absence:

.
‘A People
People > i
» |t J(surname v) QA H » »  Holiday

Reports > :

New - Holiday absence Holiday absence details Holiday entitlement summary Absence calendar Pattern override (Holiday)

The Holiday absence details page is displayed.

Holiday absence details New v MENU

Holiday period

Holiday period * ‘ More than one day

Holiday start
Holiday start date* | 18/03/2024 f
Holiday start type ‘ Full day v ‘
Holiday end
Holiday end date* |22/03/2024 ™

Holiday end type ‘ Full day

Absence

Absence type* ‘ Personal holiday

Authorisation | Not applicable

+ Holiday balances
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Holiday should only be booked in
half days or full days.

The Holiday period field provides 3
options. The page will update
depending on the selection made.

| Half Day - PM

Select the correct option and
complete the holiday page, then
select Save.




If you have selected More than one day or Part day, you will need to
Half Day - PM provide the Holiday start type. Select either Full day or Half Day —

PM. Half day is calculated from the working pattern.

If you have selected More than one, you will need to provide the
Half Day - AM Holiday end type. Select either Full day or Half Day — AM. Half day is

calculated from the working pattern.

You can view Holiday balances from this page. Select the ‘+’ sign to see the holiday entitlement,
holiday taken/scheduled and holiday balance here. This is a summary of the previous, current and
following leave years

Note: the amounts below are for demonstation purposes only and do not reflect the University’s
holiday schemes.

— Holiday balances

- Annual Leave Band 5 (Point 20) - Band 6 (Point 27)

Holiday period Entitlement Taken Scheduled Balance
01/09/2022 - 31/08/2023 318.2H 66.7H OH 251.5H
01/09/2023 - 31/08/2024 3256H 2625H 74H 22535H
01/09/2024 - 31/08/2025 288.6 H OH 52H 2366H

Once you have saved the record, the leave appears in a list on the left-hand side bar along with other
leave dates recorded in iTrent.

You can expand the left-hand bar using this tab:

iTrent ©2s022024 X

~ Organisation

Once expanded, you can view more information about the leave recorded for the employee including
Working hours lost. If your record shows ‘0’ hours, this will update once the absence calculation has
occurred.

A Holiday absence list

$ te s DOay $ Type S Position $ Reason $ Current status Working days/hours lost
13/05/2024 Mon 17/05/2024 Fr Personal holiday Payroll processing pending 37
19/02/2024 Mon 19/02/2024 Mon Personal holiday Processed by payroll calculation 375

This list can be used as a holiday report for the employee and can be exported to Excel. Select the 3
dots as shown below and select Export to excel.
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Advanced search

Smart groups

Person level absences

Export to excel U

Also note that the employee will receive an email notification informing them that a period of leave
has been added for them:

L28 UNIVERSITY of
WORCESTER

&

Holiday Absence Entered

Holiday Absence Entered
Dear Neil,

A new holiday absence has been entered for you between: 18/03/2024 22/03/2024

Pattern override

iTrent calculates time lost based on the employee’s working pattern. If the employee was due to
work on the day/days absent according the work pattern, they will be counted as absent days. In rare
circumstances, and usually only if the employee works a flexible work pattern or fractional days, the
work pattern may need to be amended to record the correct number of days lost. This is known as

‘pattern override’.
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To check the work pattern, expand the menu and select Pattern override (Holiday), ensuring that the
relevant absence is selected from the left-hand bar.

vMENU C &

New - Holiday absence [ Holiday absence deta \5] [Honday entitlement summary] (Absence ca enc‘arj

Pattern override (Holiday)

This will display the Pattern override page. Check and update the work pattern to correctly reflect
the hours that would normally have been worked on each day. Select Validate to check the amended
total hours, and Save when you are done.

Pattern override Pattern Override 18/03/2024 - 22/03/2024 v MENU (& é @

Pattern information

Position* \ Technician and Technical De v ]

Pattern type ‘ Working Pattern v ’
Fromdate* |18/03/2024 | (9
Todate [22/03/2024 |

Number of days in this pattern ‘ 5 ’

Pattern date details

Mon Tue Wed Thu Fri Total

Week 1 107:30 | 107:30 | 107:30 | 107:30 | 0700 | 37:00

e X e

This action only amends the work pattern within the period of absence and ensures that the number
of hours to be deducted from the leave balance is accurate. The employee’s work pattern on either
end of the absence stays the same.

Holiday entitlement summary

The Holiday entitlement summary page shows the employee’ annual leave entitlement and balance.
This can be accessed by expanding the Menu bar and selecting Holiday entitlement summary.
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v MENU (& 6
New - Holiday absence [Hol:dayabsence deta;Isj

[ Pattern override (Holiday)

l Absence calendar I

Holiday entitlement summary VMENU C & B
Employment details

Position v

Period details

Holiday period dates | 01/09/2023- 31/08/2024 v |

Length of service at relevant date | 12 year(s) 5 month(s) 26 day(s) \

This section shows the
employee’s holiday scheme.
It can be updated from

) . [325.6 nours (288.6 hours Pro page called T&C Details.
Entitlement for period | p:2) (37 brought forward)

Scheme name | Annual Leave Band 5 (Point: v ‘

Membership dates | 05/03/2012- ‘

From To Duration Remaining entitlement
25/12/2023 25/12/2023 75 318.1
26/12/2023 261122023 75 3106 . . . .
010172024 01/01/2024 75 303.1 This section displays holiday
19/02/2024 19/02/2024 375 299.35 already booked /taken and
1870372024 22/03/2024 37 26235 .
29/03/2024 29/03/2024 7 25535 Sh(_)wf‘ a re.ducm.g balance.
01/04/2024 01/04/2024 75 24785 This final figure is the
06/05/2024 06/05/2024 75 24035 remaining leave hours.
13/05/2024 17/05/2024 37 20335
27/05/2024 27/05/2024 75 95 8
26/08/2024 26/08/2024 75
325.6 hours|288.6 hours Pro This is total sum of hours that the employee can book. It is pro-rata
Rata) (37 brought forward) for part time hours, and part year changes in contractual hours.
325.6 hours |288‘6 hoursPro This is the full-time equivalent holiday entitlement (including Bank
Rata) (37 brought forward) Holidays and closure days but excluding carry over).
325.6 hours (288.6 hours Pro This is the total sum of hours carried forward from last year.
Rata) |37 prought forward)

Remember, you can also see holiday summarised on the person’s home

1Sep 2023 - 31 Aug 2024 . . ,
page on the ‘holiday wheel'.

207.4

of 303.4
hours

Holidays remaining
(as of last calculation)
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Annual leave using My View and Manager View
Making a new request
All employees can request annual leave via My View for their line manager to review.

From the home page of My View, selecting the Book holiday button on this tile will open the holiday
booking form.

Holiday View 3l holidays > Holiday details

* Absence type (required)
Personal holiday
‘ * Holiday period (required)

More than one day

* Start date (dd/mmvyyyy) (required)
150472024 | ()

* Full or part day (required)

Full day

* End date (d/mmvyyyy) (required)
16/04202¢ | ()
* Fulll or part day (required)
Full day

Notes

Hi, Luke. | need this leave for my weekend away with the family. Please
approve

Once saved, the employee will receive an email to acknowledge their request:

a University
of Worcester

Holiday Request

Holiday Request
Dear Elspeth,

The holiday request you have submitted between 15/04/2024 - 16/04/2024 has been
sent for authorisation.

You will be notified when this request has been authorised / not authorised.
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And the line manager will receive an email to alert them to the request:

228 UNIVERSITY of
v’ WORCESTER

Holiday Request

Holiday Request

A holiday request has been submitted by Elspeth King (012777) between 15/04/2024 -
16/04/2024 which requires your authorisation.

Please log into iTrent to view the absence calendar and authorise / not authorise this
request.

Notes: Hi, Luke. | need this leave for my weekend away with the family. Please approve.

(  Authorise ) (\ © View details

The manage can authorise the request from the email itself by select Authorise. Or they may wish
review the form first and then authorise.

If approved, the leave is recorded in iTrent and the balances are updated. The employee will receive
the following email as confirmation of leave approval:

L2 UNIVERSITY of
U9 WORCESTER

Holiday Request - Authorised

Holiday Request - Authorised
Dear Elspeth,

The holiday request you submitted between 15/04/2024 - 16/04/2024 has been
authorised.

Notes:

If the request is rejected, the leave entitlement is not adjusted, however a record of the unapproved
leave request will remain in iTrent. The line manager can provide a note for the employee in the
Reason field on the form.

Authorisation

User name | TESTLUKEDEVINE

Authorisation status* | Not authorised v

Hi. This is too short

notice.
Reason

+ Holiday balances
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The employee will receive the following notification, which contains any notes from the line
manager:

L2 UNIVERSITY of
U WORCESTER

Holiday Request - Not Authorised

Holiday Request - Not Authorised
Dear Elspeth,

The holiday request you submitted between 21/02/2024 - 21/02/2024 has not been
authorised.

Notes: Hi. This is too short notice.

If the manager, HR Administrator, or a Team Administrator enters an absence directly into iTrent, the
employee will receive this email notification:

228 UNIVERSITY of
=) WORCESTER

&

Holiday Absence Entered

Holiday Absence Entered
Dear Neil,

A new holiday absence has been entered for you between: 11/03/2024 - 22/03/2024
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View holidays and other absences

To view holiday bookings, the employee can select view all holidays from this tile on the home page
of My View.

Overview Calendar
SE— =
LA
Holiday I View all holidays > I

View balances

01 Sep 2023 - 31 Aug 2024 > \

& Your next booked holiday is

olidays currently booked

B8 Mypay

A Orgchart

Sickness View all sickness > Other absence View all other absence >

\ \
e ess in calen ew other absence enda )
. \
All holiday dates are listed here:
< Back to Dashboard
Absence records
@ Searching with neither Start date nor End date will return all absences.
s
Type ([ Status
Al 7| | Not refused ”
Start dete (d/mmvyyyy) B End date (cd/mmiyyyy) B
01/10/2023 26/06/2025
Startdate | EndDate  Duration Type Position Status Attachments
Personal Senior Lecturer (Teaching) in Child Not
n2024 07jun2024 222
03 Jun 202 07 jun 20 - holiday Development TEST applicable
Personal Senior Lecturer (Teaching) in Child Not
21 Mar2024 05Apr2024 444
21 | ac20 0S5Apr2024 44 holiday Development TEST applicable
. I . . S Personal Senior Lecturer (Teaching) in Child Not
2jan2024 26jan2024 222 holiday Development TEST applicable

Note that the employee can select View all sickness and View all other absence from here also.

All leave and absences can be viewed via the calendar view, which is selected the view in calendar
buttons.
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Amending an existing request

Employees can request an amendment to a leave request only if the dates are in the future. If the
dates have already passed, then the manager or Team Administrator must make the amendment
directly into iTrent.

To request an amendment, the employee can select a leave period via the Home screen on My View,
and select view all holidays from this tile on the home page of My View.

100.6

Hours available

,

When the leave period is selected, the employee can make the required changes directly into the
leave form and select Save.

Once saved, the employee will receive an email to acknowledge their amendment request:

UNIVERSITY of
U9 WORCESTER

Holiday Amendment Request

Holiday Amendment Request
Dear Elspeth,

The holiday amendment request you have submitted between 03/06/2024 - 17/06/2024
has been sent for authorisation.

You will be notified when this request has been authorised / not authorised.
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And the line manager will receive an email to alert them to the amendment request:

UNIVERSITY of
U9 WORCESTER

Holiday Amendment Request

Holiday Amendment Request

A holiday amendment request has been submitted by Elspeth King (012777) between
03/06/2024 - 17/06/2024 which requires your authorisation.

Please log into iTrent to view the absence calendar and authorise / not authorise this
request.

Notes: Hi Luke. This is my summer holiday. Please approve I've added one more day to
my original request

( @ View details )

( / Authorise )

The manager can authorise the request from the email itself by select Authorise. Or they may wish
review the form first and then authorise.

If approved, the leave record and leave balance are update in iTrent. The employee will receive the
following email as confirmation of leave adjustment approval:

L2 UNIVERSITY of
=Y WORCESTER

&

Holiday Amendment Request - Authorised

Holiday Amendment Request - Authorised
Dear Elspeth,

The holiday amendment request you submitted between 03/06/2024 - 17/06/2024 has
been authorised.

Notes:

If the request is rejected, the leave record and leave entitlement are not adjusted. The manager can
provide a note for the employee in the Reason field on the form before rejecting. The employee will
receive the following email notification to advise that the request was rejected and contains any
notes from the line manager:
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L2 UNIVERSITY of
%Y WORCESTER

Holiday Amendment Request - Not Authorised

Holiday Amendment Request - Not Authorised
Dear Neil,

The holiday amendment request you submitted between 15/05/2024 - 16/05/2024 has
not been authorised.

Notes: No can do

Withdrawing a period of leave

Employees can withdraw a period of leave only if the dates are in the future. If the dates have
already passed, then the manager or Team Administrator must remove the leave period directly from
iTrent.

If an employee withdraws leave, they can delete it via My View.

This does not workflow, but the employee and manager will receive an email to confirm the deletion:

L2 UNIVERSITY of
=) WORCESTER

&

Holiday Absence Deletion

Holiday Absence Deletion
Dear Elspeth,

Your holiday absence between 26/02/2024 - 26/02/2024 has successfully been
deleted.

UNIVERSITY of
U9 WORCESTER

Holiday Absence Deletion

Holiday Absence Deletion

A holiday absence has been deleted by Elspeth King (012777) between: 26/02/2024 -
26/02/2024

Bank Holidays

In iTrent, Bank Holidays are included in the total leave entitlement. These are allocated in hours, so
are converted using the following calculation:
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Full time daily hours = 37 hours + 5 days
Full time daily hours=7.4
Number of Bank Holidays = 8
8x7.4=59.2
Employees who work full time will have 59.2 hours added to their holiday entitlement.

If an employee works part time (and we will use 22.5 hours as an example), their Bank Holiday
entitlement is calculated as follows:

(59.2 +37) x22.5 =36 hours
Bank Holidays are pre-booked for all employees. If a Bank Holiday falls on a day an employee

normally works according to their working pattern, the number of hours for that day are deducted
from their leave balance.

Crediting Bank Holidays

In rare circumstances where a colleague works on a Bank Holiday, this day can be credited, and the
hours added back to their holiday balance.

From the page Holiday Absence details, change the filter on the left-hand menu to Bank Holidays as
shown below.

®) » A~ Holiday absence list :
[showall|  (Bankholid... v)
A~ Holiday absence list : 21/04/2025
[Showall | I(AH holidays v) I
All 18/04/2025
There were no r¢ All holidave
queﬂy‘ & ) ca)‘a ; N1 /N1 /150"
personalh 3 01/01/2025
Bank holiday
o’npany Oll a"/' 27‘,"2-.‘2 :.;
Non-working periods
26/12/2024
25/12/2024
24/12/2024
23/12/2024
26/08/2024
27/05/2024
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This will display all the Bank Holiday dates. Select the date to be credited, and check the box Not
taken and then Save.

Bank holiday details john Darcy v MENU -
Sta
Date* |01/04/2024 a
Type | Full day v
Date* |01/04/2024 a
Type | Full day v

Absence type

Bank holiday

Principal Lecturer (Teaching) in

Position £ T
ositio Nursery Education TES

Not taken

Closure days

The University will normally close for 3 days during the Christmas period (in addition to Christmas
Day and Boxing Day), and these are included in the holiday entitlement for all employees. These
three days are pre-booked in iTrent for all employees so there is no requirement to book these days.

The allocation of the three days is reduced pro-rata for part time colleagues. In the same way as Bank
Holidays, if a closure day falls on a day an employee normally works according to their working
pattern, the number of hours for that day are deducted from their leave balance.

Other absence

There are some instances where line managers and holders of the Team Administrator role can input
other absences directly into iTrent. HR Administrators can input all types of other absence using this
navigation.

Other absences have been grouped into three types:

e Other Paid
e Other Unpaid
e Research Leave

Against each absence type, an absence reason is recorded. These absence reasons are:

Other Paid Leave:

Other Unpaid Leave:

Antenatal Care
Compassionate Leave
Emergency Parental Leave
Medical Appointment
Study / Exam Leave

Authorised Unpaid Leave
Compassionate Leave
Emergency Parental Leave
Medical Appointment
Study / Exam Leave

Note that Research Leave has only one absence reason of the same name.
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To enter other absences, from the menu on the home screen, select People > [select employee] >
Other > New — Other absence:

u
‘A People
People ? » »
v Other
I Y(surname v) Q +
Reports ? :

New - Other absence Other absence details Absence calendar Pattern override (Other absence)

The Other absence details page will display.

Other absence details New vMENU C & [
Ab iod :
sence perio The Absence period
Absence period* | More than one day v provides 3 options and the
7
Absence start page will update depending
Date* [26/02/2024 A on the selection made.
Type ‘ Full day v
Part day
Absence end Full day
Date | 27/02/2024 & More than one day
Type ‘ Half Day - AM v
Time ‘
Hours absent ‘
Expected end date ‘ )

m If you have selected More than one day or Part day, you will need to

Part day provide the Absence start type. Select either Full day or Half Day —
Half Day - PM PM. Half day is calculated from the working pattern.

If you have selected More than one, you will need to provide the
Absence end type. Select either Full day or Half Day — AM. Half day

Part day

Half Day - AM is calculated from the working pattern.

If you have selected Part day, you will need to completed the the
fields Holiday start time, Holiday end time and Hours absent (which
will override the working pattern hours).

Part day
Half Day - AM

This part of the page records the Absence type. The highlighted field is a pick-list with these options.
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Absence

Absence type * l Ocher Paid v! Secaadaaul
Absence reason* | Study/ Exam Leave v
Hide absence reason

‘ Other Paid
Other Unpaid
Research Leave
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Paid leave

If Other Paid is selected as an Absence type, there is no payroll action and iTrent will only record the
absence. Select the Absence reason from the drop-down list. In this example we have selected
Study/Exam Leave.

Absence

Absence type* | Other Paid v | [J Set as default

Absence reason* | Study/ Exam Leave v

Hide absence reason [

When completed, select Save. This will record the absence in iTrent. You can calculate the absence to
immediately see the days/hours lost, however an absence calculation will run periodically in iTrent.

Once you have saved the record, the absence appears in a list on the left-hand side bar along with
other absence dates recorded in iTrent.

A Other absence list

Show all

You can expand the left-hand bar using this tab:

iTrent 28022024 X

A Organisation

Once expanded, you can view more information about the absence recorded for the employee
including Working days/hours lost. If your record shows ‘0’ hours, this will update once the absence
calculation has occurred.

A Other absence list 3
Show all

Startdate § Day § Enddate $ Day ¢ Type $ Position & Reason $ Currentstatus o Working days los!

This list can be used as an ‘other absence’ report for the employee and can be
exported to Excel. Select the 3 dots as shown below and select Export to excel.

Advanced search
Smart groups

Person level absences

Export to excel
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Pattern override

iTrent calculates time lost based on the employee’s working pattern. If the employee was due to
work on the day/days absent according the work pattern, they will be counted as absent days. In rare
circumstances, and usually only if the employee works a flexible work pattern or fractional days, the
work pattern may need to be amended to record the correct number of days lost. This is known as
‘pattern override’.

To check the work pattern, expand the menu and select Pattern override (Other absence), ensuring
that the relevant absence is selected from the left-hand bar.

VMENU C &

Other absence details New Aess C & [

New - Other absence [ Other absence details ] [A:ser:e caie’*dar] Pattern override (Other absence)

This will display the Pattern override page. Check and update the work pattern to correctly reflect
the hours that would normally have been worked on each day. Select Validate to check the amended
total hours, and Save when you are done.

Pattern override Pattern Override 26/02/2024 - 27/02/2024 v MENU (& a

Pattern information

Position* ‘ V|

Pattern type | Working Pattern v |
From date* | 26/02/2024 A
Todate |27/02/2024 |

Number of days in this pattern ‘ 2 |

Pattern date details

Mon Tue Total

Week 1 107:30 | 107:30 | 1500

o ©

This action only amends the work pattern within the period of absence and ensures that the number
of hours to be deducted from the leave balance is accurate. The employee’s work pattern on either
end of the absence stays the same.

Page 38



Unpaid leave

If Other Unpaid is selected as an Absence type, iTrent will record the absence and make an
adjustment to pay. No manual intervention is required for this, therefore no notification to payroll is
required.

Select the Absence reason from the drop-down list. In this example we have selected Compassionate
Leave.

Absence

Absence type* | Other Unpaid v | O Setas default

Absence reason* | Compassionate Leave v

Hide absence reason |

When completed, select Save. This will record the absence in iTrent. You can calculate the absence to
immediately see the days/hours lost, however an absence calculation will run periodically in iTrent.

Once you have saved the record, the absence appears in a list on the left-hand side bar along with
other absence dates recorded in iTrent.

A Other absence list

Show all

26/02/2024

You can expand the left-hand bar using this tab:

ifrent ©a2s022024 X

~ Organisation

Once expanded, you can view more information about the absence recorded for the employee
including Working days/hours lost. If your record shows ‘0" hours, this will update once the absence
calculation has occurred.

A Other absence list :

Show all

Startdate & Day ¢ Enddate & Day & Type $ Position & Reason & Current status & Working days lost &

26/02/2024 Mon 27/02/2024 Tue Other Paid Technician and Technical Dem... Study / Exam Leave Payroll processing pending 15
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Pattern override

iTrent calculates time lost based on the employee’s working pattern. If the employee was due to
work on the day/days absent according the work pattern, they will be counted as absent days. In rare
circumstances, and usually only if the employee works a flexible work pattern or fractional days, the
work pattern may need to be amended to record the correct number of days lost. This is known as
‘pattern override’.

To check the work pattern, expand the menu and select Pattern override (Other absence), ensuring
that the relevant absence is selected from the left-hand bar.

VMENU C

Other absence details New

New - Other absence [Otrer absence deta 15J [Azsence ca\eﬁ.carJ Pattern override (Other absence)

This will display the Pattern override page. Check and update the work pattern to correctly reflect
the hours that would normally have been worked on each day. Select Validate to check the amended
total hours, and Save when you are done.

Pattern override Pattern Override 29/02/2024 - 29/02/2024 V' MENU

Pattern information

Position * ‘ Technician and Technical Der v ‘

Pattern type ‘ Working Pattern v ‘
From date* |29/02/2024 |
To date |29/02/2024 =

Number of days in this pattern 1 |

Pattern date details

Thu Total

Week 1 07:30 | 7:30

e X )

This action only amends the work pattern within the period of absence and ensures that the number
of hours to be deducted from the leave balance is accurate. The employee’s work pattern on either
end of the absence stays the same.

Research Leave

This type of leave is only available to Academic colleagues who job title contains ‘Lecturer’, ‘Senior
Lecturer’ or ‘Principal Lecturer’, but does not contain ‘Teaching’.
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Eligible employees can take 20 days Research Leave per academic year. This is reduced pro-rata for
part-time colleagues.

Research Leave cannot be carried forward from one year to the next.
To record this type of leave, select Research Leave, as an Absence type.

Select Research Leave as the Absence reason from the drop-down list as shown in the example
below. When completed, select Save.

Other absence details New vvenw C &
Absence period
Absence period* ‘ More than one day 4 ‘
Absence start
Date* |04/03/2024 =)
Type | Full day v
Absence end
Date |08/03/2024 ™
Type ‘ Full day v ‘
Absence
Absence type * ‘ Research Leave v ‘
Absence reason* ‘ Research Leave v ‘
«<»

Absence Calendar

All absences can be viewed on the absence calendar. The absence calendar can be accessed the
Absence Calendar link, which appears on all the absence sections available to you or from the
person’s home screen.

Absence calendar

Calendar 1 Sep 2023 - 31 Aug 2024 26 Mar 2023 - 26 Mar 2024
| @ VIEW FULL CALENDAR |
26 Mar - 08 Apr 2024 of 303.4

hours
27 28 29 30 31 01 02 03 04 05 06 07 08

Holidays remaining No sickness
(as of last calculation) (as of last calculation)

7
7,

When selected, the calendar expands.
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Position v

44 4 | 26 Mar-26 Apr2024 vi» o

April
27 28 29 30 31 01 02403 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26

@+ Academic

8 Stjohns Campus

© Andy Jones L D DO DD

@ Bank holiday ® Company holigay © Holiday @Sickness ®earning activity @ Other ® Maternity / Paternity @ Adoption

Please click on a day fof further options B = Awaiting authorisation E =am/pm split = Clashing events

The view can be amended fronf the date range, which will display the following options:

26 Mar - 26 Apr 2024 v

Month from today
Specific date range
Yearly view

Yearly view (Monday to Sunday)

Try amending this to a yearly view.

You can extend the calendar to view more employees in your team. Use your search facility to find all
employees in your team. In this example, we have searched for ‘Education’ and the criteria is
‘Organisation Unit’".

A~ People

(Education )(Organi... V)Q +

Whilst the calendar is displayed in Month from today view, hold down the CTRL key and select a few
employees. The calendar will display as follows:

«E | 26 Mar - 26 Apr 2024 v E »

April
27 28 29 30 31 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26

g+ Academic

3 StJohns Campus 26th March  *3Workingdays  * 0 Holidays authorised  * 0 Holidays unauthorised  * 0 Other absences  * 100% Availability
° , B2 B0 Y, ul
o 0@Ze ) ) 12 20 22
o LlZlzZommll17l7 20 DUD

You can move forward or backward by one month by using the arrow keys highlighted. This is useful
when approving annual leave to see the absence view for your team.
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Peer Groups (viewing Team’s absences on a calendar in MyView)

The calendar in My View defaults to the employee’s own calendar. However, it is possible to view the
leave and absence information of a team. Only the leave type (holiday, sickness, other) is displayed.
The reasons behind the absence type are not displayed.

A team is defined using the Peer Group functionality, and is highly flexible, which also means that it
is manually maintained (much the same as a distribution list in Outlook). This is a two-step process.

Create a Peer Add people to

Group Peer Group

Using Find iTrent Pages, search for and select Peer group details (add new).

iTrent _o2sw0s2024 X Peer group details New v MENU

SEARCH FIND ITRENT PAGES | » Peer group name * | | School of Psychology (Academics

Peer Group details xQ =
— «<»
Organisation structure > Peer groups

Peer group details orjAdd new

Organisation structure > Peer groups > People In
peer group

Person in peer group details or
Add new

Give your Peer Group a recognisable name.

Next, expand the menu at the top of this page and select Person in peer group details - add new.

e - ——

Person in peer group details (as of 26/06/2024) New

This will open a page where you can search for and list the people to be included in this group. Select
the search icon as demonstrated below.

Person in peer group details (as of 26/06/2024) New

Single person selection

Name * -
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Search for the person and select their record. You only need to click once on the record, and it will
appear in the list. The search box remains open so that you can quickly search for another person.

People Search ]

e | surname vi|Q

Name $ Unit S Jobtitle $ S

BN | School of Psychology| Head of the School of Psychology] R

A useful trick is to select and hold the blue bar at the top and move the window to the side so that
you can see people being added to your group.

Person in peer group details (as of 26/06/2024) New ALESS C &=

[ person in peer group cetaris) [ Peer group detalls - New ) [ Peer group detalls ] Person In peer group detalls - New

Single person selection [

Name * et ~
Jemima Puddle
John Darcy People Search () mmp ()
Stephen Frier
frier surname v Q
Name 2 Unit $ Jobtitle &

Stephen Frier| Education, Society & Culture| Principal Lecturer (Teachir

—

When done, close the search page and select Save.
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This of people will now appear in the left-hand menu.

A~ Peer groups 3
PAS Team
School of Psychology (Academics) ‘
~ People in peer group :
Darcy, john

Frier, Stephen

Puddie, Jemima

You can select a person’s record to remove them if needed, or you can select a person and select
New to add more people.

School of Psychology (Academics)

Person in peer group details (as of 26/06/2024) Jemima Puddle Vv MENU

Name*

‘Jemama Puddle |

Position *

Senior Lecturer (Teaching) in Vv ‘

oo X e )

Everyone in the group will now be able to view this group in their calendar as shown below (in this
example, we are viewing the calendar of Jemima Puddle who is a fictitious employee).

Jemima Puddle

2 View profile

My calendar > ] 2

Home i
f School of Psychology (Academics)

[ sensotorpsye. | [ Today | [ < | > | 11Mar-17Mar, 2024
O v R =]
Monday Tuesday Wednesday Thursday Friday ‘Saturday ‘Sunday

Mar 11 Mer 12 Mar13 Mar 14 Mar15 Mar16 Mar17

cep oh Steat

‘Stephen Frier Principal Lecturer (Teaching)in Nur...
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Section 3 —iTrent Reports

A variety of reports come as standard with iTrent. These can be accessed from the main menu by
selecting Reports:

Q, Find iTrent pages n

People >

Reports >

A new set of categories are displayed, which group the reports into the following groups. To view a
report, select the category, and then select Run Report.

People reports

In the example below, we have selected People Reports. We then select Run report.

LINKS

\/ People Reports > Absence Reports

Run report ‘ Download output ‘

~ People reports : | The available reports are displayed in the left-hand bar. Select the

desired report and select Run Report once again.
New Starters

Organisation Leavers

In this example, we have selected the People Headcount report.

Effective date

> u & This report is date effective, so provide a date in the date selection box and
¥ b select OK.

oK CANCEL

In this next screen, you can refine your report as follows:

Organisation starting point: Select the unit (department) in the structure you wish to report
from. By leaving ‘University of Worcester Group’ at the top, you will
be able to report on the whole workforce.
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Organisation view: Decide if you wish to report on the selected unit alone, or all units
below the point selected.

Reference Number: Leave this defaulted as ‘Personal reference’
Full path display: Leave this ticked as default.
Include cover pages: Decide if you wish to include a cover page which summarises the

design of the report.

Output type: Select how you wish to view the report; the options are pdf
document, or an Excel (csv) file.

Report comments: You can add a comment to your report, which will be displayed
when you view your report in a list of downloads later.

In this example, we are reporting on the whole University, and we have defined that we wish to view
all data by unit in a CSV file. When ready, select Run.

People headcount (s of 10/01/2024) VMENU C =

Organisation start point* | University of Worcester Group | Q

Organisation view* ] Show all data by unit v \

Reference number* | Personal reference v |

Full path display

Include cover pages

Output type* | CSV File v

‘ This is a test.

You will see a message in the top bar of this screen notifying you that your report is being processed.

Report run comments
Yz

People Headcount

o Generating report "People headcount”. You will be notified upon its completion.

Wait until you see a bell symbol in the top blue bar, which will display when the report is ready.

When the symbol appears, select Menu from the top of the screen:

People headcount (as of 10/01/2024) VMENU C =

This will display an option to Download output. Select this option.
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People headcount (as of 10/01/2024) A LESS

=
Download output ]

Your report is now available to download. You can see the comment that was placed against this
report here.

Download output People Headcount VMENU C &=

View output from

] Today v ‘
| e
Available report outputs
Run date & time Comments Download Delete
Select all
27/02/2024 07:45 This is a test. E O

To download, select the download icon. You can then retrieve this document from the download list
from the top right-hand corner of your screen as follows:

SSION=9A858D2B3391D3F9B4... & &,

u] _PPLHEADCNT_272202

47452_0123062CnT.csv
854 KB « Done

Or you can find it in the Downloads folder of your pc/laptop.

It is good practice to return to the list of reports and delete them when they are no longer required
(both in iTrent and your downloads folder).

You can also retrieve reports from your To Do list which is in your Home Screen.

My to do list (0) / Processes (0)

()

% N

Select this link, and then select the tab called Processes from the top. You can see the report that you
have just run in the list. This is useful to know if you do not wish to wait for the report to run (as
show above) and wish to return to it later.
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COMPLETE | 27/02/2024 07:44

Report - People Headcount, University of Worcester Group

Absence reports

In this next example, we will select Absence Reports, then select Run report.

=

Run report Download output

> People Reports Vv Absence Reports

A Absence reports
Absence Frequency
Absence History
Absence Summary
Authorisation Status
Friday Monday Absences

Holiday Entidement Breakdown

Outstanding Holiday Entitlement

The available reports are displayed in the left-hand bar. Select the
desired report and select Run Report once again.

In this example, we have selected the Absence History report.

Effective date

R, m S This report is date effective, so provide a date
in the date selection box and select OK.

In this next screen, you can refine your report as follows:

Unit/Employee

Organisation starting point:

Absence group:

Absence from and to

Reference Number:

Full path display:

Select whether you wish to report on whole department/s or one
individual employee.

Select the unit (department) in the structure you wish to report
from. By leaving ‘University of Worcester Group’ at the top, you will
be able to report on the whole workforce.

Decide if you wish to report on all absences or one particular
absence group.

This is the date range that you wish to report for. Select a start date
and end date.

Leave this defaulted as ‘Personal reference’

Leave this ticked as default.
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Output type: Select how you wish to view the report; the options are pdf
document, or an Excel (csv) file.

Report comments: You can add a comment to your report, which will be displayed
when you view your report in a list of downloads later.

In this example, we are reporting on the whole University, and we have defined that we wish to view
all data by unit in a CSV file. When ready, select Run.

Absence History - People

»

Absence history

Unit/Employee * ‘ Unit V‘

Organisation start point* ‘ University of Worcester Group ‘ Q

Absence group ‘ Sickness v ‘

Absence type ‘ Sickness v ‘
Absences from * ‘ 01/02/2023 ‘ a
Absences to* |31/01/2024 =

Reference number ‘ Personal reference v ‘

Include leavers [

Full path display [

Organisation view * ‘ Show all data by unit v ‘
Naws naca for sach aroanication unit [
New page for each organisation unit [
Output type ‘ CSV File v ‘

Sickness absence
report YTD end Jan 24 P

You will see a message in the top bar of this screen notifying you that your report is being processed.

Report run comments

Absence History - People

o Generating report "Absence history". You will be notified upon its completion.

Wait until you see a bell symbol in the top blue bar, which will display when the report is ready. n
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When the symbol appears, select Menu from the top of the screen:
Absence history vMENU C &

This will display an option to Download output. Select this option.

Absence history

Run report Download output

Your report is now available to download. You can see the comment that was placed against this
report here.

Absence History - People

>

Download output Absence History - People

View output from

‘ Today v ‘
~iw
Available report outputs
Run date & time Comments Download Delete
Select all
28/02/2024 06:55 Sickness absence report E 0
' YTD end Jan 24

To download, select the download icon. You can then retrieve this document from the download list
from the top right-hand corner of your screen as follows:

SION=7F175E483ACDF763B91F... & ¥r &,

Recent download history ® '

n] _ABSHISTP_282202465

339_2939192Cp1l.csv
248 KB « Done

Or you can find it in the Downloads folder of your pc/laptop.

It is good practice to return to the list of reports and delete them when they are no longer required
(both in iTrent and your downloads folder).
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You can also retrieve reports from your To Do list which is in your Home Screen.

My to do list (0) / Processes (0)

ix )

0

.~ -

Select this link, and then select the tab called Processes from the top. You can see the report that you
have just run in the list. This is useful to know if you do not wish to wait for the report to run (as
show above) and wish to return to it later.

Report - Absence History, University of Worcester Group

28/02/2024 06:58
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