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1. Introduction

1.1 Overview

ESS now has a function added to the Absence page where a Team member can add their Other Sickness.
Please use the following link to see what is included as Other Absence (NCG Non Sickness Policy)
https://people.ncgrp.co.uk/policies/health-wellbeing/absence/

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

i Trent
Login a

Please logon using either

[ Single Sign-on account

Or

[ A different account

M Powered by MHR

e

3|Page


https://people.ncgrp.co.uk/policies/health-wellbeing/absence/

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) o

- . . .
W Good morning Test, welcome back! You last logged in 1 minute ago 1,
People >
NCG I_—©' PAYROLL ﬁ
= 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 Other Absence

3.1 Authorising Other Absence via the To Do section

When an absence is submitted you should receive an emalil to state that there is a absence 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
&% 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 absence to review

Filter All active ~ Sortby Due date ~ L Q.
Select all
Manager Completes End of Year Review Form Miss Test User 3
Due: 18/10/2019
\_ OVERDUE | NOT STARTED More...
Manager Completes End of Year Review Form Mr Test User 5
Due: 18/10/2019
(COVERDUE ] [ NOT STARTED More...
Manager Completes End of Year Review Form Mrs Test User 4
Due: 18/10/2019
(COVERDUE ] [ NOT STARTED More...
01/11/2020 (1) Select all for 01/11/2020

her absence details Miss Test User 3- 37874 * NCG. * Start date: 01/12/2020 * End date: 21/12/2020 * Due: 01/11/2020
REQUIRES AUTHORISATION More..

03/11/2020 (1) Select all for 03/11/2020

Other absence details Mrs Test User 4 - 37875 * NCG. * Start date: 18/01/2021 * End date: 18/01/2021 * Due: 03/11/2020
REQUIRES AUTHORISATION More...

Click on the description as above and the following screen will appear

M O (People manager (New))

< To do list / processes G Miss Test User 3

Other absence details Miss TestUser3 v Menu @ @ @

Absence period
Absence period® More than one day v
Absence start
Date® 01/12/2020
Type Full day
Time
Hours absent
Absence end
Date 21/12/2020
Type Full day
Time
Hours absent
Expected end date
Absence

Absencetype® Paid Non Sickness Absence v

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

Absence
n Paid NSA - Jury service

on Authorised

n Test User (Current)

Authorisation

name TUSER1
Authorisation statu: v
Authorised
Reason Not authorised
On hold

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.
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TO DO LIST (5) PROCESSES (0) p 4

Authorised
Sortby Due date v N Search existing results Q
Not authorised

on hold | ACTIONS

18/10/2019 (3) [ Select all for 18/10/2019

Manager Completes End of Year Review Form Miss Test User 3
Due: 18/10/2019

O OVERDUE NOT STARTED More...
Manager Completes End of Year Review Form Mr Test User 5
Due: 18/10/2019

] OVERDUE NOT STARTED More...
Manager Completes End of Year Review Form Mrs Test User 4
Due: 18/10/2019

[[] (COVERDUE ) [ NOT STARTED More...

01/11/2020 (1) [ select all for 01/11/2020
Other absence details Miss Test User 3 - 37874 * NCG. * Start date: 01/12/2020 * End date: 21/12/2020 * Due: 01/11/2020 N
REQUIRES AUTHORISATION More...

4. Adding Other Absence

4.1 Adding an Other Absence on behalf of an Employee

If for some reason that an Employee cannot enter their Other Absence, you can do this for them. To do this go to
People.

Q, Find rent pages Tl.
People >
Workflow >
Management information >
55 Organisation chart >

Then select the person and click on Absence then New Non sickness absence details

\ LINKS
- > Employment > Personal information > Profile > Payroll > Reviews

> UDF Details

= [l

‘ Absence calendar | ' Absence details ] ‘ Absence history l ‘ Additional paternity absence details l I Adoption absence details ]

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

‘ Holiday entitlement adjustment I l Holiday entitlement summary ] ‘ Maternity absence details I ‘ New Holiday Absence I

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

‘ Run document merge ] ‘ Sickness entitlement summary I ‘ Sickness absence details ’ ‘ Peer Group Details ’ ‘ Add People to Peer Group I

New Certification
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The following will appear, fill the absence period. Add the start date if it's more than one day add the end date also
stating if it was a full or part day.

Other absence detailsNew ~ MENU 000
Absence period Part day
Full day

Absence period* LY CRUENTTER Y
Absence start
Date ﬂ

Type Full day

Absence end

Date Iﬂ

Type Full day

Expected end date m

Absence
Absence type [ Set as default

Absence reason <None>

SAVE

Next add the absence type and reason.

[] Set as default

Absence type

Paid Non Sickness Absence
Absence reason |Unpaid Non Sickness Absence

Coronavirus - Confirmed diagnosis

Coronavirus - Dependant

Coronavirus - Self Isolation

Coronavirus - Self Isolation (Home working)
Coronavirus - Self Isolation (Shielding)

Coronavirus - Special Leave

Covid-19

Paid NSA - Auxiliary / Reserve force training

Paid NSA - Beareavement of near relative

Paid NSA - Court attendance (representing NCG)

Paid NSA - Disability leave

Paid NSA - Exams / study leave

Paid NSA - Hospital appointments

Paid NSA - Jury service

Paid NSA - Other

Paid NSA - Serious illness of near relative

Paid NSA - Union duties

Paid NSA - Voluntary work

SA - Anxiety/stress/depression/ psychiatric illness (non-work related)
SA - Anxiety/stress/depression/ psychiatric illness (work related)
SA - Asthma

SA - Back problems

SA - Benign and malignant tumours, cancers

SA - Blood disorders (e.g. anaemia)

SA - Burns, poisoning, frostbite, hypothermia

SA - Chest & respiratory problems

SA - Cold, cough, flu

SA - Dental and oral problems

SA - Ear, nose, throat (e.g. hay fever, laryngitis, tonsillitis)

SAVE
When complete press . and this will be added to their absence record.
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