Manager View
People reports

A variety of reports come as standard within iTrent. Here we will be looking at
People reports.

From the home screen select Management Information.
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And Select/run report.
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The available reports are displayed on the left-
hand side of the screen.
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In this example we will select the People
Headcount report.
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Here you can refine the report as follows.




Organisation starting point: You can report on all employees or workers in
your line manager hierarchy.

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.

Include cover pages: Decide if you wish to include a cover page which
summaries the design of the report.

Output type: Select how you wish to view the report, either PDF or 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 unitin a PDF file.

When ready, select Run.
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You will see a message in the top bar of this screen notifying you that your
report is being processed.
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Wait untilyou see a bell symbol in the top blue bar, which will display when
the report is ready.

People Headcount

@ Generating report *People headeount”. You will be nodfied upen i compledon.

When the symbol appears select Menu.
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Your report is now available to download.



To download, select the download icon. This can then be retrieved from the
top right-hand corner or be found in the downloads folder of your device.
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The report will look similar to this.

Trent University of Worcester Group
People Headcount
Effective Date: 11/07/2024 organizatlen Start University of Worcestar Sroup
Organisation View: Full

Feaple in multiple positiona and multiple unita will be counted as one.

Forename Surname Fer Ref. Start Date Position Name Length of Service
Jemima Fuddie A =enior Lecturar { Teaching) in Child Oryrs G mihs
Devalopment TEST
Jemnif Lapal D1m12018 Senior Lecturar {Teaching) in Child G yrs G mihs
Devalopment TEST
Jut Dumey D1ME2020 Principal Lecturer (Teaching) in Murssry 4 yrs 1 mihs
Education TEST
Shaun Locker DEMS2024 Seniar Lechurer (Teaching) in Child 0y 2 iths
Development TEST
Unit Headeolint: 4
Organisation Headeount: 4
11072024
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It is good practice to return to the list of reports and delete them when they
are no longer required.

Please note, you can also retrieve reports from your to do list.
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