My View
Viewing and amending personal information

Thisis iTrent My View. From here employees have access to a range of HR
facilities via Employee Self Service (ESS).
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To view your personal information, start
here and select View Profile in the top
left of the screen.
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This is the My Profile page. At the top of the page, you can switch between
Personal and Employment information.
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Emergency contact Jamelia Darcy wife 07777222343
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From here you can edit any personal information including Personal details,
Confidential information, Contact information, Friends and family details
and Bank details.

_m In this example we will edit some Personal

: details by clicking on the Edit symbol here.
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Here you can update things like
your iTrent profile image, marital
status and previous names.
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Once you’re happy with the changes
ome | you’ve made, click the Save button
—— at the bottom of the page.

‘ John ‘

Preferred surname

Previous surname

| | ) There will be a notification at the top

—— - ofthe screen to alert you that the
(e choose ] ' changes have been made.

* Date of birth (dd/mm/yyyy) (required)

‘ 01/04/1988 ‘

Organisation start date (dd/mm/yyyy)
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Reckonable service date (dd/mm/yyyy)

| os01/2024 |

Attachments ’
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No attachments have been added ‘

You can change any of your other details by clicking on the Add... buttons on
this screen.
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Accessing and downloading your payslips

There may be time where you need to check or download your upcoming or previous
payslips.
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To do this click on View my pay in the Latest payslips widget. You can also click on the My
Pay button on the sidebar.
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Both bottons will bring you to the My Pay page.
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The default view will show you all of your available payslips.
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You can also chose to download all of your payslips by selecting Download all.
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