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The Holiday Summary page is one of the most commonly used links within Itrent. This is where 

People Managers can view their reportee’s previous and future holidays as well as how many hours 

are remaining in their entitlement.  

To view the holiday summary page in iTrent please follow the instructions below: 

Once you have logged into iTrent People Manager you will then be greeted by the 
following front screen. 

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/groupservices


3 

Once you have clicked the Absence option you should have the following options to 

choose From.  Select the option for ‘Holiday Entitlement Summary’; 

You should then be taken to the next page which shows the breakdown of all holiday taken 

and the remaining entitlement.  

Please click the ‘People’ option on the 

home page here. 

At the bottom of the dashboard is a list of 

links. The link you will need in this case is 

the ‘Absence’ tab as highlighted below.  

You will then be asked to choose a member of 

staff from the list of reportees available on the 

left side menu.  Simply click on one of the 

names and a dashboard should appear. 
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As you can see above this page summarises the holiday used in the selected year. It also shows the 

remaining entitlement as holiday is taken.  

You can also access screen by clicking on the Annual Leave donut on the front screen dashboard; 

Any holiday queries please contact the HRMIS team at NCGRP.HRMIS@ncgrp.co.uk 

If you believe entitlement is incorrect for any staff then this can be changed in the ‘Holiday 

Adjustments’ section below. Please seek authorisation from your line manager when doing so or if 

unsure please contact the HRMIS team on NCGRP.HRMIS@ncgrp.co.uk 

This donut shows at a glance the number of 

holiday hours remaining and the colleagues 

overall annual entitlement.  Clicking on the 

donut will take you to the Holiday summary 

screen for more detail. 
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