
How do I...
Add an hourly payment?

You can find this information in iTrent People 
Manager by clicking on People from the 
main screen:
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Select the colleague from the left hand 
menu

Ensure there is a Job title showing on the screen

From the Links menu, click on Payroll then New - Time 
& Expenses Claim claim 

Click on the Claim template drop 
down and select Hourly Payments



Add the hours the member of staff 
worked on each day. Additonal 
information can be found on the 
sheet. Click Save when you have 
completed the entry.




