
My View 

Viewing your team calendar 

This is iTrent My View. From here employees have access to a range of HR 
facilities via Employee Self Service (ESS). 

Here we will be looking at the personal and team calendars. These can show 
you things such as you or your teams’ upcoming leave or what your teams’ 
working patterns are. 

There is a small and limited version of this 
calendar that you can see here, on the right side 
of the home screen. 

 

 



Or you can view the full version by selecting View holiday in calendar in the 
Holiday widget.  

This is the full calendar. At the top you can see your own standard working 
days.  

In the top right you can expand the calendar to Month view or shrink it to Day 
view.  



As per the key at the top of the page, any Holiday will be shown in yellow, and 
any Awaiting authorisation holiday will be shown in red. 

To view the team calendar, select the drop-down menu and then select the 
team you work in/want to view.  

 

 

 

 

 

 

 

 

 



If there are no teams available, your Team Administrator can create these 
views for you. (Please see the list of administrators here 
https://itrent.on.worc.ac.uk/help-and-support/). 

You can then use the filters to view what is relevant for your purposes. 

Requesting a period of holiday 

One of the key features of iTrent My View is the ability for staff to book their 
own holiday. 

Ideally conversations should be had with your line manager before you book 
anything. 

Even if conversations have been had, all leave should still go through the 
system. 

There are two ways to initiate this.  

From the home screen you can click Add 
event under the calendar and then select 
Book holiday. 

 

 

 

 

 

 

 

https://itrent.on.worc.ac.uk/help-and-support/


You can also select Book holiday in the Holiday widget.  

 

Both options bring you to the Holiday details page below. 

When booking your leave, you must provide 
the Holiday period. There are the options of 
Part day, Full day and More than one day. 

The page will update depending on the 
option selected.  



Note that if you select 
More than one day, you 
will need to indicate if the 
holiday will start or end 
with a full or part day. 

 

 

 

 

 

 

Once you’re happy select 
Save at the bottom of the 
page. 

This will then be sent to 
your line manager for their 
approval. You will then get 
an email notification with 
their response. 

 

 



Requesting an amendment to a period of holiday 

There may be times where you require a period of holiday is amended. 

This is possible via iTrent My View, but please be aware changes can only be 
made to leave that is upcoming. 

Past dates can be updated by your manager via Manager View. 

To amend your leave, locate it in the calendar and select it.  

 

 

 

 

 

This brings you to the Holiday details page. (In this example the leave has not 
yet been approved).  



Here you can make changes to your holiday as needed and select Save once 
you are done. 

This will then be sent 
back to your line 
manager for re-
approval, and you will 
get a notification via 
email once this is 
done. 

It’s good practice to 
discuss any changes 
to your leave with your 
manager prior to 
making them. 

 

 

 

Cancelling a period of holiday 

There may be times where you require a period of holiday to be cancelled.  

This is possible via iTrent My View, but please be aware changes can only be 
made to leave that is upcoming. 

Past dates can be removed by your manager via Manager View. 

 

 



To amend your leave, locate it in the calendar and select it. 

 

 

 

 

 

 

This brings you to the Holiday details page. (In this example the leave has not 
yet been approved). 

 

 

 

 



To cancel the holiday, scroll to the bottom of the page and select Delete, then 
Confirm in the dialogue box.  

 

 

 

The leave will then be cancelled and no longer show in your calendar. 

Your manager will also be notified of this by email. 

It’s good practice to discuss any changes to your leave with your manager 
prior to making them. 
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