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iTRENT ACCESS

Please follow the instructions below to access iTrent.

To log into the system using the following link:
https://ce0230li.webitrent.com/ce0230li_ess

1. Login to iTrent using your ESS login (username and password).

*7 digit user name can be found on Staff ID Card*

iTrent
Login

* Username (required)

{ 1234567

Forgotten username?

* Password (required)

Forgotten password?

S

@ Contact administrator

2. When logged into iTrent, the home screen will appear. Please click on My Pay at the left
hand side of the screen.

& MrHernan Crespo Dashboard News
2 View profile

W Good morning Hernan, welcome back!

Latest company news View all news >

[ mytime

B My pay

€ Learning Personal Data Check Mandatory Academic Coronavirus Message

Staff update from the Vice...

A7 Performance

©eo0Q®

X OrgChart

Other absence

Sickness View all sickness >

View all other absence >

+ Add sickness

+ Add other absence


https://ce0230li.webitrent.com/ce0230li_ess/ess/index.html#/login
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3. To Submit a timesheet, click on Times and Expenses at the top of the page.

Mr Hernan Crespo My pay Benefits Time & Expenses

2 View profile

Payslips View my bank details >

@ Ssearching with neither Start date nor End date will return all payslips.

A Home

™ My time

Start date (dd/mm/yyyy) = ‘ End date (dd/mm/yyyy) =

® Learning

Pay date Net pay Download
A" Performance

25 Dec 2020 0.00 b4
A Org Chart

m  25Nov2020 0.00 ¥
23 Oct 2020 0.00 ¥

4. To submit a new timesheet please click on the Add Claim button at the bottom of the screen.

ESS Home

r Hernan Crespo My pay Benefits Time & Expenses

[+] N\
& View profile T End date (dd/mmyyyy)
01/09/2021 E ‘ 17/09/2021
E My time Claim name Startdate  Reference  Cutoffdate  Status

Associate
Lecturer

® Learnin aseciciat i
e 5 T 015ept2021 ASOD00334 AR nmary R
Lecturer autherisation
A/ Performance
Associate
01 Sept 2021 ASO000333 Provisional Summary S
Lecturer =
ime ~
Associate Awaitin
01 Sept 2021 ASO000332 8 Summary (=
Lecturer authorisation
+ Adddaim

01 Sept 2021 ASO000331 Provisional

A Org Chart
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5. Time and Expense Claim entry form will appear. Fill out the form accordingly, selecting the
appropriate Date, Job and Claim Template. Then Click New.

*Pay attention to the start date of your claim as this will determine the payroll you will be paid in.
The best option is to choose the 1%t of the month you are expecting to be paid on*

For this example, | have chosen:

Date: 01/09/2021

Job Title: HR Test HC 2™ Position

Claim Template: Casual General Timesheet

iTrent \@ Cluck—in::\ 2~

< Back to Time & Expenses

Please pay attention to the date you enter on the
start date above as this will determine when you
are paid. The start date should be the earliest
recorded entry for your claim and no more than
60 days prior to today's date. If your claim is for
more than 60 days ago please speak to your line

Time & Expenses claim entry: New
B ¥ manager.

Start date

14/09/2021 =

Job title

Disney Director- 11111111111365 -

Claim template

Casual General Timesheet -
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6. Timesheet Template will load; fill out the template accordingly for the hours you wish to submit.

*Please leave cost code blank unless told otherwise by your line manager*

iTrent

4 Backto Time & Expenses

Time & Expenses claim entry: (New)
Jobtitle: Disney Director
Emplaye: Miss Micky Mouse
Page 1
Enter date. details of claim and ameunt of units (Hours)
*Flease Leave costing blank unless told otherwise by Line manager*

Once you've submitiad the claim you'll be ssked to re-enter your password (battom of the scresn)

Element Date Details Cost Code Units
Basic Pay Casual| 08/09/2021 H Open day 6.00 + =
Basic Pay Casusl| 09/00/2021 M School Visit 400 + -
000

To add an additional line, click on the + button

To save your timesheet to add future date before submission, click on save draft



Page 6 of 7

7. Once the template is ready for submission please click on submit.

iTrent

< Back to Time & Expenses

Time & Expenges claim entry: (New)

Job title: Disney Director
Employes: Miss Micky Mouse

Page 1

Enter date, details of clzim and amount of units (Hours)
*Plzzse Leave costing blank unless told atherwize by Line manager

Once you've submitted the claim youll be asked to re-enter your psssword (bottom of the screen)

Element Date Details Cost Code Units
Basic Pay Casual | 06/09/2021 B opendey 6.00 + -
Basic Pay Casual| 09/09/2021 B | school visit | 400 + -
10.00

Save draf ' Submit ’ Primt
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8. You will be presented with a summary screen which wil outline when you will be paid if your
timesheet is authorised before the cut off date. For security reasons you will be required to enter in
your password on the summary sheet. Once entered, click on submit.

< Back to Time & Expenses

[i ] e

Time & Expenses claim ssberission
Claim tamplata

Cagual Ganaral Timashes:

Job it

D¥sney Director

Tima and @xpanses claim Rarnca
CASDO0ISE

S Marys University

Stari et

13709307

Cun cfrdass

DES01/ 2027 - This claim wil| nat aw be paid urtil
8022021

Comments

Once Submitied the timesheet will be sem 1o the Line
Hiamager for aparovel. Croe Approved you will recene
notfication.

Auoricing groug

CERRLT o

9.0nce submitted, you will be taken back to the pay and benefits section and you can see that your
submission is “Awaiting Authorisation”.

iTrent

Benefits Time & Expenses

Mr Hernan Crespo
2 View profile
Time & Expenses
M Home
ﬂ My time (" Start date (ddrmmiyyyy) 1 [ End date (daimmiyywy)
01/09/2021 o ‘ 17/09/2021 o

* Learning Claim name Startdate  Reference  CutOffdate  Status

Associate
Lecturer

A Org Chart - .
Associate Awaiting i
01 5ept 2021 AS0000332 5 E
W ecturer i authorisation >ummary

A~ Performance 01 Sept 2021  ASOD00331 Provisional summary <]

=)

Associate Awaiting

| ectuirer 01 Sept 2021  ASOQ00335 BethaaEata summary (=]
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10. You will receive a receipt of your submission via email for your records. It will look like the
below example.

=] LA = =R =T You have submitted this claim - Message (HTML) T EH - X
FILE MESSAGE

Fri 08/11/2018 15:50
hrsystems@stmarys.ac.uk
You have submitted this claim

To HRSYSTEMS

@ If there are problems with how this message is displayed, click here to view it in a web browser.

ﬂ Time & Expense Claim Summary

liss Example 2 Electric has submitted a Time & Expense claim

Reference: STAODD004

Start date: 01/11/2019

Position: Marketing Officer (Position) - Occupant(s) Miss Example 2 Electric
Payroll: St Marys University

Element Type Time/Units/Miles Cash amount
Basic Pay Casual Units 9 94.95
Total 94.95

These values are provisional. The final values will be shown on the payslip.

11. Once authorised by your line manager you will receive an email saying your timesheet has been
approved.

*If rejected you will receive a rejection timesheet email with the reason of why it's been rejected.

= Tl e R & Accepted - Timesheet Claim - Message (Plain Text) 7 = x
FILE MESSAGE

Fri 08/11/2018 10:27
hrsystems@stmarys.ac.uk
Accepted - Timesheet Claim
To HRSYSTEMS

Your Ti been accepted

This canned for spam & viruses. If you believe this email should have been stopped by our filters, click the following link to report it (https://portal.mailanyone.net/index.htmk#/outer/reportspam?
token=dXNlcjlocnN5c3RIbXNAC3REYXIScyShYy51azt0cz0xNTczMjA40DY503V 1aWQSNURDNTQzM{jUxNkY3NUFDOUIDRUMOMTIER]BBNjQONDIZd G SrZW4SMzhhOTdIZjNkY2I14MzVhZDIzOWIXNWY20G ExZWQANDIhNjI
ANjEwWNDs%3D).

Please note:

All timesheets not authorised by the 4th of the month will not
be paid until the following month.

Please make sure that you submit your timesheets within 2
months of the claim date.
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