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1. Introduction to Electric

iTrent Electric is the new upgraded version of the Council’'s HR & Payroll system. You will
still be able to access the following on iTrent Electric:

e Position details

o Occupancy details (details of any contractual fixed term end dates)

¢ Hours and basis (contractual working hours and employment status)

e Grade information (details of the pay grade with minimum and maximum spinal
column points)

¢ Working pattern

e Enter sickness/permissible absence details

e Holiday balances / view adjustments

e Approve holiday requests

Data Protection

Manager Self Service will only give you access to information related to staff who report to
you. It is essential that you follow the council’'s Data Protection Policy when accessing staff
details — please take the timeto read the policy for a reminder of your responsibilities.

Important Security Information

The Council’s Manager Self Service tool contains highly sensitive personal information
about your employees and it is important that you use it responsibly and securely. If at any
point you feel that your information security may have been compromised you should
contactthe IT helpdesk IT.serviceline@eastdunbarton.gov.uk or call 0141 578 x8888.

When you have finished using Manager Self Service please always ensure that you log
out. To do this click on the face icon on the top right hand side of the screen.

2. Finding your way about/Navigation
Manager Self Service is still accessible through the iTrent icon within EDC Apps.

Your username and password is the same as the network username and password you
use to log into your PC or Laptop.

If you are experiencing technical problems logging on please contact the IT helpdesk.
IT.serviceline@eastdunbarton.gov.uk or call 0141 578 x8888.

Access to the system is based on roles. The role you are allocated determines which parts
of the system you can access, what you can see and whether you can update fields or
simply view them.


http://www.essex.ac.uk/records_management/policies/data_protection_policy.aspx
mailto:IT.serviceline@eastdunbarton.gov.uk
mailto:IT.serviceline@eastdunbarton.gov.uk

The Homepage

All information is accessed through the homepage, which is the first screen you will see
once you log in.

NeW VleW — [  (ELECTRIC PEOPLE MANAGER) O

A
Hello ClmmmD
You last logged in 1 hour ago TJ,

My links Log Out

=Q Find iTrent pages

My to do list (0) / Processes (0) Nobody is out of the office today Employee Self Service User Guide

The Homepage Explained:

Menu: Clicking on menu will bring up a panel on the left hand side of your screen. This will
give you two options: Search and Find iTrent Pages.

Search — allows you to search on iTrent.
Find iTrent Pages — this gives you a list of your most visited pages.

If you want to return to the homepage click in the iTrent icon on the top left hand side of the
menu panel.

Click iTrent icon " 19/10/2020 X
to return to the

homepage. FIND ITRENT PA

ORGANISATION

East Dunbartonshire Council

New View: Click this to open a new tab. You are able to have multiple views open without
having to log back in, the new view will automatically duplicate the page you were on when
you opened a new view. If you log out from one view it will log you out from all the open tabs.



At the bottom of the homepage you will see Company News which is currently being

developed with links and guides.

My to do list (0) / Processes (0) Nobody is out of the office today Employee Self Service User Guide

To do list/Processes Out of office iTrent Guides HR forms

To do list/Processes: Shows tasks that require to be actioned in your role as a Manager for
example; if a member of your team has requested annual leave it will show here for you to
authorise.

Out of office: This area will show when one or more of your reportees are shown as absent
(due to sickness, holiday or a learning event).

Employee User Guide: link to the user guide for MSS (Manager Self Service, and also ESS
(Employee Self Service).

Forms: Link to HR forms which are saved on The Hub.

Dashboard: View of Absence details for your reportees.

Searching for an employee

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

You last logged in 2 hours ago T

People — Click on ‘My
links’ and

then ‘People’.
Organisation Structure

Task Redirection >

5 » My dashboard >



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.
Name % Unit 2 Job title % Sex 3 Date of birth 5
Baldernock Primary Janitorial Assistant
Baldernock Primary Team Leader Cleaning

Baldernock Primary Facilities Assistant Day Cleaning

Baldernock Primary * Craighead ... Facilities Assistant Catering * Te...

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

19/10/2020

FIND ITRENT P

Using this drop down menu

Fal

you can change how you
Results 5 People want to search e.g. surname,

A ST forename, NI number or

Search for
employees here.

. reference number.
Save this grou )

S A list of your direct reportees
Leia, Organa will automatically appear.

Skywalker, Luke

Solo, Han

Vader, Darth



3. 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.

© IS <
Personal Employment

17 Year(s) 0 Month(s) in service
35.00 hours | Employee | Full time | Permanent | Single Status 35 hrs

Personal ref.) e
Payroll ref.) rade
C (Social security) Reporting post
¥ a—
Calendar 1 Jan 2021 - 31 Dec 2021 17 Mar 2020 - 17 Mar 2021
@ VIEW FULL CALENDAR /
17 - 30 March 2021 gyt
18 19 20 21 22 23 24 25 26 27 28 20 30
Holidays remaining Days off sick
LA E 6 AL LI NE A 28 2 AL JIL ) (as of last calculation) (as of last calculation)
LINKS

g ———l  § "

> Sickness > Matemity Leave > Paternity Leave > Adoption Leave > Shared Maternity Leave

> Permissible Absence

=
=

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.

O  @ectricPeoremanacer) ()

iTrent 20/10/2020 X
SEARCH FIND (TR
re——
: e e e ) Mr Luke Skywalker I

Unit:Personal Development
Job title:Personal Development Advisor

| Sex:Male

Date of birth:21/06/1960 Employment

Solal seguity Ao 9N176X 960 Personal Development Advisor

Personal ref.:.TR1000007

Leaver:No rsonal ref.)
Results 1 Person Position reference:TRO007A L . ———
Skywalker [Suname | Position occupancy reference:

TRO007AZ
Select all d =

LINKS
I v Personal infonnahon > Profile > Reviews > Employment > Payroll > Expenses

> Health and safety > Absence > Attachments

=



Viewing the Manager Dashboard

The Manager Dashboard will show you a graphical representation of absence data for your
team. The dashboard provides a visual representation of real-time data in the form of various
charts.

B O (ccrrereopiemanacer) ()

|
Click on ‘My

Hello Julie

You last logged in 17 minutes ago

p— Links’ and
b then ‘My
Organisation Structure d aS h b O ard ’

d My dashboard

Another way to access the dashboard is click ‘My dashboard’ on the carousel along the
bottom of the iTrent homepage.

Employee Self Service User Guide My dashboard

Click here
to show
dashboard

Top sickness reasons* Sichkress trenc*

Totale: Thayow 37 dugw buwt Lawtpons 10 .
'
H .

L

= O @ |

Aratety Gre-

f

Hghest sckness absencet



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.

LINKS

[ \/ Personal information ] > Profile > Reviews >  Employment > Payroll > Expenses C—
» Health and safety > Absence >  Attachments
=
Address details Address history (Addresses) Contact details Emergency contact details Next of kin details
C—
Driving licence details Driving licence details - New Vehicle scheme details Vehicle scheme details - New

Private vehicle details Personal details Key date details Miscellaneous details Address history Checks summary

Folders and their related links:

Folders

Links

Folder

Links

Personal Information

Address details & history
Contact details

Emergency contact details/next of
kin details

Driving licence details
Vehicle scheme details
Private vehicle details
Personal details

Key date details
Miscellaneous details
Checks summary (PVG)
Visas/Work Permit /Passport

Reviews

PDR information

Employment

Position details
Hours and basis
Occupancy details
Work Pattern
Payscale Values
Position history

Health and Safety

H&S details

All Absences

All Absences - View absence
calendar, view all absences (past &
future) & absence history (can
specify a date range to view history
for).

Annual Leave, Sickness, Maternity Leave
etc are all listed separately.

Annual leave/Annual leave
entitlement
Maternity/Paternity/Adoption leave
Sickness absence

Permissible Absence (Other)




4. Recording Absence

4.1 Viewing absences

To view all absence information for an employee you follow the same process as viewing
employee data.

1. Search for the employee
2. Click on the absence folder which will bring up all absences
3. You can then select the type of absence you are looking to view or amend.

4.2 Absence calendar

Clicking on the absence calendar link will allow you to view all the employees’ absences on
a calendar view.

If you hover over the box with an absence logged it will display more information relating to
that absence

Absence calendar v mEnU

Position Personal Development Advisar [DE,I[ﬂ

You can alter
4 4 01 Jan-31 Dec 2020 [V b gy — the dates using
this dropbox.

2020 i3 04 05 06 07 02 09 10 191 12 13 14 15 16 17 18 19 20 21 22 23 24 25 2§ 27 28 29 30 o1
w100 00 00 00
Fabruary 00 an 00 0
s 00 00 00 00
A 0dL el 00 00 (0
v Jle (0 00 0d
June

Name: Mr Darth Vader )
Auly » [:][: Position(s): Personal Development  (— Emp_loyee
August Advisor details.

Personal reference: TR1000005 =
September E Payroll reference(s):
October :]E] Day: Monday

i 26 27 7 Date:28/09/2020
Havember
D Type: JuryDuty ¢=m= | Ahsence type.
Absence st Prriod: 28/09/2020 - 28/09/2020 P >
dates. Position: Personal Development
Advisor (TRODD5A)
Please Occupancy: 08/01/2015 - | events

Reporting: blank - Personal
:I D Development

Working pattern: 35hrs (7) M-F (7 Hrs)

Working Pattern Start Date:

08/01/2015

Position: Personal Development
]D Advisor (TROD05A)

Occupancy: 08/01/2015 -

Reporting: blank - Personal

Development

OO

M

10



If you click on the link absence details it brings up all the absences for that employee in the
left hand side panel.

21/10/2020

The effective date you
FIND ITRENT PA are searching from.

Skywalker, Luke

Solo, Ham

P ABSEMNMCES LIST

WL

15/10/2020 Family & Domestic Emerge

List of all Use the scroll to
28,/009,2 '

absence dates g 28/09/2020 Jury Duty ¢ | move up and

and types. 12/08/2020 Sickness down the list.

29/06/2020 Si

18/06/2020 Si

08/05/2020 Si

04/05/2020 Si
240472020 Si

08/04/2020 Si

11



To view more details about a specific absence, click on the absence from the list of the left
hand side panel. This will show you; length of the absence, the absence start and end dates
and the reason for the absence.

Sickness absence details MrDarth Vader v MENU

Sickness period

Sickness period” More than one day ﬂ

Absence start

Absence start date  29/06/2020 E
Absence start type  Full day |
Absence end
Absence end date  (03/07/2020 a
Ahsence end type Full day ﬂ
Expected end date a
Abszence
Absencetype Sickness ﬂ
Absence reason”  <None= ﬂ

Hide absence reazon [

Personal Development

Posii
OO pdvisor (Current)

4.3 Annual Leave

To view an employee’s annual leave click on the annual leave folder. This will bring up the
links related to annual leave and annual leave dates for that employee on the left hand side
panel.

LINKS

> Reviews > Health and safety > Al Absences H
Annual leave Links

d ates W | I I b e ity Leave >  Paternity Leave > Adoption Leave > Shared Maternity Leave rel ated to
shown here.

\.
SE /

Absence calendar (Holiday) Holiday absence details Holiday absence details - New

annual
leave.

12



Your to do list on the homepage will alert you that you have annual leave requests pending
and from there you can accept or reject the request. You can also enter annual leave
manually.

To input a new holiday manually select holiday absence details - new. You will then be
brought to this page where you can; edit the length of the holiday, amend start and end
dates.

Holiday absence detailsNew v menu @O0

Holiday period

You can alter
Holiday period® More than one day ﬂ — the length of

the holiday.
Holiday start
Enter the start mmm—) Holiday start date 5
date.
Holiday start type Full day ﬂ
Holiday end
Enter the end =) Holiday end date )
date.
Holiday end type  Full day ﬂ
Absence

Absence type” Personal Holiday ﬂ
Authorisation Not applicable

+ Holiday balances

@ C—— C||Ck save

13



4.4 Amending and cancelling annual leave

To cancel / delete annual leave click on either the absence details link or the holiday
absence link. This will then bring up any annual leave dates on the left hand side of the
screen, you can then select any of the dates you wish to cancel.

Once you click on the date of the annual leave you want to cancel you will be taken to this
screen, where you can delete the entry. Click on delete and if you wish to enter a new

annual leave date click on new which will take you to the holiday absence details - new
screen and follow the process detailed in the section above.

To amend the dates of the annual leave follow this same process. If you are changing the
dates of the holiday by only a couple of days you might find it easier to amend the annual
leave rather than delete and create a new entry. From this screen you can edit the length of
the annual leave, start and end dates.

Holiday absence details MrDarth vader  ~ menu

Holiday period

Holiday period

Holiday start
Holiday start date
Holiday start type
Holiday end
Holiday end date
Holiday end type
Absence

Absence type

Authorisation
Position

+ Holiday balances

|

More than one day

29/10/2020

Full day

30/10/2020

Full day

Personal Holiday
Mot applicable

Personal Development
Advisor (Current)

W

N —

8 —

M

8 —

v

v

To amend the period of
leave e.g. part day or full

day.
\

7

\

Click here to amend
the start date.

7

\

Click here to amend
the end date.

|

Ensure you If you want to To create a new

save after any cancel the annual leave

amendments. annual leave entry. You will be
entry. taken to a new

screen.

14



4.5 Sickness Absence

To enter a sickness absence for an employee click on the sickness absence - new link. All
fields with a blue dot must be completed for the entry to save.

If an employee has more than one role you should ensure you update for all positions

Sickness absence details New v mMENU

Sickness period

Sickness period® More thanoneday ||

Absence start
Enter the start date of the

Absence start date a C— absence.
Absence start type  Full day ﬂ
Absence end
) This should not be
Absence end date E entered until the
Absence end type  Full day vl employee returns to
Expected end date B
Absence
The absence | ™ Absencetype V| set as default O
type is
. Absence reason” <Nones L*]
sickness. Y ~—
Hide absence reason [ Choose the
Click absence
ICK Save once you @ reason from
have entered the

the dropdown

r ired information.
equired informatio menu.

Ensure that when an employee returns to work you enter the absence end date, this could
result in the employee not receiving their salary if not closed off on return. To do this click on
the sickness absence details link and all the employees sickness absence dates will
appear on the left hand-side of the screen. Once you choose the absence you are closing off
you will be taken to this page where you should enter the end date of the absence.

15



Sickness absence detailsMrHanSolo  »  menU

Sickness period
Sickness period
Absence start
Absence start date
Absence start type

Absence end

Absence end date
Absence end type
Expected end date
Absence
Absence type
Absence reason

Hide absence reason

Position

More than one day

06/07/2020
Full day
10/07/2020 I
Full day
Sickness

Dental & Oral Problems: Tooth Extradv|

O

Training Team Leader
(Current)

Enter the end date here
and click save at the
bottom of the screen. This
absence will now be
closed off.

J

16



4.6 Certification details

You must update the certification details for all sickness absences. To do this click on the
certification details — new link. On this screen you can select the type of certification e.g.
Fit Notes, and enter the start date, end date and submission date. You must fill out all fields
with the blue dot and save when completed.

™) Mr Han Solo

Certification details v menu

Certification type ﬂ
Certification reason
Final certificate [
Start date a
End date E
Submission date E

Another option to get to the certification details screen is by clicking menu once you have

saved the sickness absence details.

Sickness absence detailsMrHanSolo v MENU Click on menu
Sickness period and then
Sickness period” More than one day ﬂ Certi_ﬂcation
details.
Absence start
Absence start date”™  pg/07/2020 El
Absence start type  Full day ﬂ
Absence end
Absence end date  10,07/2020 [
Absence end type  Full day [v]
Expected end date E
Absence
Absence type” Sickness ﬂ

Absence reason

Hide absence reason

Position

Dental & Oral Problems: Tooth E:-:'tra-ﬂ

O

Training Team Leader
{Current)

17



4.7 Permissible absences

To input any permissible absences click on the other absence details — new link. This
should be used for absences such as; jury duty, hospital appointments, election work etc.
There is a drop down menu where you can select the type of absence.

Other absence details New v menu

Absence period
Absence period” More than one day
Absence start Click here to
Date ) upload any
supporting
Type Full day documents.
Absence end
Date a
Type Full day
Expected end date a
Absence
Use the drop m— Absence type [J Set as default
down menu to Absence reazon  <None>
select the type of
absence. Hide absence reason [
Save once

@ — | completed all
fields with

the blue dots.

18



5. Recording PDRS

To view any review related information click on the link review and a list of all PDR
information will appear on the panel on the left hand side of the screen.

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

You can upload any supporting PDR documents on this page. These are able to be viewed
at any point and will appear on the panel on the left hand side of the page when you click on
the review links.

Review details New ~ menu

Job title® Training Advisor v

Review type”  2020/21 End of Year PDR v
Date oceurred 9 9/10,/2020 E Click here to
upload any
Overall rating  Final - Objectives met v supporting
documents.

Mext review date 01/02/2021 E

Click save once you
have completed.

19



6. Useful information

When viewing an employee’s information if you click on the name at the top of the screen it
will take you back to the summary page without needing to search for that employee again.

Click here to be
taken back to the
summary page.

%) MrHan Solo ¢

Hours and basis (s of 23/10/2020) Training Team Leader w MENU
Contractual Hours 3500 %
FTE hours 3500 &%
Post budgeted hours O
Annual weeks worked 52 &

Employment is term-time only [

Category ﬂ
Basis ﬂ
Type V]
Change reason ﬂ
FTE details
Override FTE calculation Mo override ﬂ

FTE value (rounded to 5 DF) 0.99731

Summary page

™ Mr Han Solo c
Personal Employment
Born on 02/03/1954 Training Team Leader
TR1000002 (Perscnal ref.)
LINKS
> Personal information > Profile > Reviews > Payroll » Expenses
> Health and safety » Absence »  Attachments
=E
=]
Element details Inheritance chart (Elements) History (Elements)
shift pattems Pattern details (Positions) Pattern override (Positions) - New
Inheritance chart (Patterns) History (Position patterns) Position details

20



Blue dots

If you are inputting information into a screen you must complete each field which has blue
dots as these are mandatory prior to saving the changes.

Sickness absence details MrHanSolo  »  meNU

Sickness period
Sickness pe re than one day ﬂ

Absence start

Absence start date ™ pg/07/2020 a
Absence start type  Full day v
Absence end
Absence end date  0/07/2020 B
Absence end type  Full day ﬂ
Expected end date E
Absence
Absence type® Sickness ﬂ

Absence reason”  Dental & Oral Problems: Tooth Edratﬂ

Hide absence reason [

Training Team Leader

Pesition (Current)

Tasks Redirections

Your tasks should be redirected to another manager when you are on annual leave by
completing the My task redirection details — NEW.

LINKS

[ v Redirection of Tasks

=
|

My task redirection details My task redirection details - New

21
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