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iTrent – Attaching PDRs Guide 

1. Finding your way about/Navigation 
 

Searching for an employee 

To search for an employee on iTrent Electric click on My Links and select People  

  

 

A list of your direct reportees will appear on the left, these can be filtered by Unit etc by 

clicking on the up/down symbols. 

 

You can also search for other employees in your Team who are not direct reportees using 

the name search. 

Click on ‘My 

links’ and 

then ‘People’. 
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2. Viewing Employee Related Data 

 

Once you have searched for the employee you are looking for in iTrent, click on their name 

from the panel on the left hand side. You will then be brought to the summary page. 

From this page you can view information relating to that employee; dashboard, address, 

position details, absence details etc.  

 

 

Search for 

employees here. 

 

Using this drop down menu 

you can change how you 

want to search e.g. surname, 

forename, NI number or 

reference number. 

 

A list of your direct reportees 

will automatically appear.  
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If there is more than one employee with same surname in your team, then more than one 

name will appear on the panel. To check you are clicking on the right employee you can alter 

the search to reference number or hover over the name and it will give you information on 

that employee.  

 

 

Folders and Links 

iTrent Electric is driven through folders and links meaning when you click on one of the 

folders it will display links that are related to that folder.  

 

  

 

 

 

 

 

Folder Links 

Reviews • PDR information 

 

Links 

Folders 
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3. Recording PDRS 

 

To view any review related information click on the link review and click on review details  

or review details - new.  

To input new PDR information click on the link review details new. This screen will allow 

you to enter details relating to the employees PDR – Please ensure you select the correct 

year and type under “Review type”: 

If an employee has more than one role make sure you select which role this review is for. 

 

 

 

 Click save once you 

have completed.      




