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1. Introduction

iTrent People Manager has now been moved to cloud based and has a new look. 

If you are accessing iTrent when on campus or connected to the VPN, you will now be automatically 
logged in via single sign on.

http://intranet.ncgrp.co.uk/SitePages/Home.aspx
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2. Navigating the Home Page

2.1 The Home Page 

One of the biggest changes in iTrent is the redesign of the home page, as shown below:

1. Menu – Access to quick search.

2. New View - You can have multiple views open within a single browser window.

3. Top Menu – Allows you to change roles, your preferences, learn more about iTrent and Log off.

4. Sections –  Here are the links to navigate to different pages within iTrent You can view information on

staff, run reports on staff amongst other options.

5. My to do list / Processes - Any processes working in the background of ITrent can be found here. This

could be when you are running a report or have Time & Expenses to approve for example.

1

5

2 3

4



iTrent l"'I 2s11012022 x 

81%iiii FIND ITRENT PAGES 

" Organisation 

" People 

c=:J(surname v) Q. + 

Results 4 People 
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Hovering over a name it will allow you to see a preview of thei details. These details include Name, 

Unit, Job Title, Personal Reference Number etc. 

"' People 

Results 4 People 

Save this group 

t, MrTestUser6 

• M1ss TestUser7 

QINCG 
1EJ POLICIES 

NCG Policies 

Jobtitle: Testuser10 

Sex: Female 

You can also do an advanced search by clicking on the ellipsis■ 

Then click on Advanced Search, there are also other features which you may find beneficial. 
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Include leavers 

Advanced search 

Smart groups 

Reporting view 

Export to excel 

Once you have selected an individual, their dashboard will generate. The Personal Summary page 

provides you with staff information and links to pages to view different information for that person. 
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You will be able to view Personal Information for the member of staff, Employment Details and also a 

quick overview of the remaining holiday allowances for that person. Here is the overview in 2 images: 
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Employment 

Test user 10 I NCG. 
37.00 hours I Employee I FT - Permanent 
Occupancy started on 04/05/2020 

Reporting m,mager 
Mrs Test User 1 
iTrent LIVE Test Area 

28 Oct 2021 - 28 Oct 2022 

No sickness 
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I Absence calendar I I Absence details I I Absence history I I Additional paternity absence details I I Adoption absence details I 

Authorisation details Certification details I Company/Bank holiday/NWP details I I Correspondence details I I Holiday absence details I 

Holiday entitlement adjustment I I Holiday entitlement summary I I Maternity absence details I I New Holiday Absence I 

New Sickness Absence I I Other absence details I I Ordinary paternity absence details I I Other entitlement summary I I Pattern details I 

Run document merge I I sickness entitlement summary I I sickness absence details I I Peer Group Details I I Add People to Peer Group I 

New Certification I 



2.3 Find iTrent pages 

Using the menu button at the top left of the Home Page, you can use the quick search to find links 

more quickly. To do so, select Find iTrent Pages and in the search bar type in what you are looking 

for. The Find iTrent Pages will also load the most frequently visited pages you open. All you will need 

to do is click one of the options and it will load straight to the page. 
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2.4 Using Effective date 

X 

iTrent 

SEARCH 

Find iTrent pages ... 

MOST VISITED 

Organisation structure> People 

Absence calendar 

Organisation structure> People> Holiday 
absence list 

Holiday absence details 

Organisation structure> People> Positions 

Position details 

Organisation structure> People> Sickness 
absence list 

Sickness absence details 

Organisation structure> People 

Key date details 

Management information> Absence repons 

Download output 

organisation structure> People> Checks 

Check details 

Organisation structure> People> Objectives 

Objective details 

Organisation structure> People> Sickness 
absence lfst 

Absence calendar (Sickness) 

organisation structure> People> Time & 

iTrent can look at data at 'a point in time' so by changing the effective date, iTrent will present data at 

that point in time. Normally, the effective date would be the current date which can also be 

represented by entering a 't' into the effective date field. 

The effective date in Electric can be found on the menu here: 

I 
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3. Using links within the Person Summary

Absence

,.. New Holiday Absence Details - You can add employees holiday details in on their behalf. 

,.. View Holiday Absence Details - You can view every individual holiday absence. 

,.. Holiday Entitlement Summary - Shows the holiday entitlement for the year including a list of the 

breakdown of each period of holiday absence and the length they were off. At the bottom of the list 

it shows the balance remaining which correlates to the holiday absence gauge on the Employee's 

dashboard. 

,.. Holiday Entitlement Adjustment - You can amend employees holiday entitlement for example any 

outstanding holiday from the previous year hasn't been carried forward, you make an adjustment 

here. 

Please Note: Managers will still approve/decline holiday requests through their To Do list on the Home 

screen. 

,.. New Sickness Absence Details - You can add employee's sickness details in on their behalf. 

,.. View Sickness Absence Details - You can view every individual sickness absence. 

,.. New Certification - Add certificate details in here such as fit notes 

,.. Certification Details - View all employee's certificate details 



,.. Employment Checks - Where you can look at DBS, Governor Details, Home Office and Identity 

Evidence, Issue Tracking, Mandatory Training, Medical Questionnaire, Reference, Request To Work 

Outside College, Student/Client Contact and Volunteer Details. 

91Page 

,. Maternity Absence Details - Shows all Maternity Absence details. 

,. Paternity Absence Details - Shows all Paternity Absence details. 

,. Adoption Absence Details - Shows all Adoption Absence details. 

,. Shared Parental Leave Details - Shared Parental Leave details. 

,. New Non-Sickness Absence Details - You can add non-sickness absence details for an employee. 

,. View Non-Sickness Absence Details - You can view all non-sickness absence details for an 

employee. 

Employment

Personal Information

Payroll

,. New-Time & Expenses Claim - Where a manager can add Employees Time & Expenses Claim -

Casual Hours/Overtime Claims, Commission Bonus & Fees Claim, Hourly Payments and Meeting 

Hours Claim, if the colleague is unable to do so themselves 

,. Authorise Time & Expenses Claim - This should be used to authorise a claim raised by the manager. 

Claims raised in the normal way by the colleague should be authorised by the manager through their 

To Do List on the Home Screen .. 

,. View Time & Expenses Claim - To view the claim submitted. 

,. Time & Expenses Claim Summary - Provides a summary list of all the claims. 

,. Performance Review Form - Here you can view previous Performance review forms. 

,. End of year Appraisal - Where to complete an employees End of Year Appraisal. 

Review
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The followina oaae should then aooear: 

v MENU C i@i 

[MY- task redirections! 

My task redirection details New

Start date* LI 
�----------� 

End date LI 

Process type V 

Redirect to* 

.. 

Complete the following fields as shown below: 

Field 

Start Date 

End Date (Optional) 

Process Type 

Redirect to 

Password (Optional) 

DescriQtion 

The Start Date you would like the 

redirection to start. 

The End Date of the redirection. 

You can pick from the following options: 

Redirect All, Requisitions or Learning 

Events. 

Search for the member of staff you would 

like to redirect all requests through to. 

You can choose to add a password for 

extra security. 

Once you have entered all of the information please click save then your redirection should now be in 

place. 
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