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1. Introduction

1.1 Overview

All claims that your team members submit must be reviewed and either approved or declined by the 21 of each
month (unless advised other by Payroll), in order for them to paid at the end of the month. The workflow of the

expenses is depicted below

Employee Complete Line Manager Claim Processed For
Timesheet/Expense ———P» Review Claim—  |——P»
. . Payroll.
Claim. Approves/Rejects.

Please note: Please ensure that your team members submit their claims on a weekly basis to ensure that there
is no build of claims by the 21° of the month. This ensures that you don’t have to frantically approve or decline
expenses at the last minute.

1.2 How to log in

iTrent can be accessed via the NCG intranet and
clicking the iTrent people manager icon.

If you are accessing iTrent when on campus or connected to the VPN, you will now be automatically

logged in via single sign on.
iTrent application

iTrent
Login a

Please logon using either

[ Single Sign-on account

Or

[ A different account

E Powered by MHR

—a
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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:

m M O (PEOPLEMANAGER) @

- . . .
W Good morning Test, welcome back! You last logged in 1 minute ago 1,
People >
NCG I_—©' PAYROLL #
= Workflow >
POLICIES == ]
NCG Policies Payroll and Cut-off Dates People Systems User Management information >
Guides
sk Organisation chart 4
O]
My to do list (0) / Processes (0) - if office today (Mr Test User 6)

To Do
v —_—
e

Organisation chart

Menu — Access to quick search.

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

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

N =

3. Authorising expenses

3.1 Authorising claims via the To Do section

When a claim is submitted you should receive an email to state that there is a claim in to approve/decline.
Log into iTrent and go to the home page. Click on the To Do section

W You last logged in 51 minutes ago
’

People >
4 I —
= Workflow
POLICIES =]
NCG Policies Payroll and Cut-off Dates People Systems User Management information >
Guides
sh Organisation chart >

My to do list (0) / Processes (0) Out of office today (Mr Test User 6)
To Do 1
) —
v— v
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You will see that there is an expense claim to review

0 LIST (2 R

Filter All active v Sortby Due date ~ N Search existing results

Select all

01/11/2019 (1)

O Colleague completes End of Year Review Form 4 -, —

Due: 01/11/2019

Select all for 01/11/2019

UE NOT SJARTED More...

03/11/2020 (1)

Select all for 03/11/2020

@ Timesheet details | = *F00021955 (Newcastle College)  NCL Estates * Business Costs Claim Form * Due: 03/11/2020
REQUIRES AUTHORISATION More.

Referer EXP00021955

Newcastle College

Reason

Page 1

Expenses must be claimed in accordance with NCG Staff Travel & Subsistence Handbook which can be accessed via the link on the home page

declare th

Expenses

nable and unavoidably incurred in the pe

& of my duties journeys

onfirm that | will ke of this claim in line with HMRC regulations and prod

e the

Please enter the details of claimed Expenses using the relevant Expense type from the drop down list

Element Date Details of Claim* Amount Claimed
6 Test do not approve

You can authorise the claim here by clicking on the Authorisation status drop down and press save

¢ (9] itrent ncl-collac uk s @ 8

M O (Feoplemanagerivew)

2002020 X

Time & Expenses claims

Time & Expen

Authorised
Reason | Not authorised
On hoid

Or if you click on the iTrent icon Dthen go back into your To Do list, you can authorise from there by
selecting the claim using the tick box and press Actions then either Authorises/Not Authorised/On Hold.

R TODOLIST (2) P s (0) x
‘Authorised
Sortby Due date v M Search existing results Q,
Not authorised
on hold

- ~
REDIRECT ~ ACTIONS

01/11/2019 (1)

O Colleague completes End of Year Review Form_

Due: 01/11/2019
] (CovERDUE NOT STARTED More...

03/11/2020 (1)

("] Selectall for 01/11/2019

Select all for 03/11/2020

\@ Timesheet delall_XPDUOZW55 (Newcastle College) * NCL Estates * Business Costs Claim Form * Due: 03/11/2020
REQUIRES AUTI

HORISATION More...
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4. Adding a Time/Expense claim

4.1 Adding a claim on behalf of an Employee

If for some reason that an Employee cannot enter their Time and Expenses, you can do this for them. To do this go

to People.
v

People ?

|
Workflow >
Management information ?
&%, Organisation chart >

Then select the person and click on Payroll then New-Time & Expenses Claim

- > Employment > Personal information > Profile Payroll > Reviews

> UDF Details

\ New - Time & Expenses Claim Time & Expenses claim Time & Expenses claim summary Time & Expenses claim submission

[ Notification of working pattern change

Add the Start Date, ensure the correct role is selected if they have more than one, select the claim template and

press new

Time & Expenses claim New VMENU C & )
Start date* [31/10/2022 =)
Joh title* | Test user 10 V|

Claim template * |
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Enter the details in of the hours in or other dependant on the claim used, then click save and the Expenses have

now been added.
M O (People manager (New)) @

Claims should be entered and authorised on a weekly basis to ensure payment is made promptly.
Claims submitted and authorised by the 21st of the month will be paid at the end of that month.
If you are submitting a claim on, or close, to the 21st of the month you should check if your manager is available to authorise it.
If your claim is not submitted and authorised by the 21st of the month it will be paid at the end of the following month.
Hours worked should be entered as a decimal: e.g. for one and a half hours enter 1.50 and for one and a quarter hours enter 1.25.

If you are paid piece work (a set rate for a piece of work completed) enter the number of items completed per day in the piece work section and select the
appropriate rate of pay.

To calculate a decimal from minutes you can use the Decimal Calculator.

Mon Tue Wed Thu Fri Sat

Element / 26/10 27/10 28/10 29/10 30/10 31/10
Casual Hours 1.00 2.00 3.00 4.00
Overtime 1.0
Overtime 1.5
Overtime 2.0

Mon Tue Wed Thu Fri

Element Rate of Pay 26/10 27/10 28/10 29/10 30/10

Piece Work *Please select the rate of pay* ~
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