@ University of
Reading

iTrent Guidance

i Tren

iTrent or ‘Trent’ is the HR and Payroll system at the University of Reading. It allows
authorised users to view and/or edit information stored in Trent about University staff.

Access is controlled by role groups: People Manager and School Admin. People Manager is
based on reporting lines and so users can only see staff within their reporting line. School
Admin is a level of access aimed at School/Departmental Administrators. This role group is
based on the Organisation Structure in Trent, enabling the user to see information about all
staff within a specific unit irrespective of the line-reporting relationship. This profile has
been designed to facilitate the devolution of records access and routine maintenance to key
staff within each School, Department or functional area of the University. Access can also be
provided to information about staff in a specific department or team if it exists as a separate
unit on Trent.

Please note that users are currently only able to access Trent using PCs that are part of the
University’s network; attempts to access Trent from outside the University will be denied.

This document provides guidance on using Trent with a School Admin profile. Should you
encounter any problems or have any queries please contact hr@reading.ac.uk.
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Effective Date

‘Welcome’ Screen

Effective date

09/09/2015

User name: Mr Aidan Charnley
i- Today: Wed 09/09/2015

[ # ) orgaisation unversty ffandng

Organisation

%, University of Reading

@ University of
Reading

Hide Menu
(Left Pane)

Log Out

Role People Manager

| Personal Details

EJ contact Details

EJ Address Details

To do fist (0) & Key Employment Dates
EJ Work permits

Out of office (0)

Processes (0) —
== Organisation Explorer
Employment

E4 current Position Summary

EJ probation Details

£J Change an employee's Reporting
Manager

Hide Home page
Training & Qualifications

Messages

User settings

== Personal Learning Account
EJ Add a Local Training Event
= Qualifications

EJ professional Memberships
Absence

Ed Absence Calendar

== Holiday Entitlement

E3 credit back a bank Holiday or Closure
Day

EJ Add a Personal Holiday

FIoloRe:

Online
Help

Recruitment

8 Vacancy Summary

EJ applicant List

Reports

= People Reports

8 Structure Reports

E3 Absence Reports

EJ pownload Report Output
Useful Internal Websites
&) HR Home Page

& HR Forms

&’ Employee Self Service

€ 1T Services Planned Service
Interruptions

&) SRF portal

Contacts

3 Email the HR Operations Team
L Email the Recruitment Team

& Request an update to the Reporting
Structure

g Request a change of working pattern

When you log into School Admin (People Manager) you will see a screen similar to that

above. There are 7 tabs:

Links

The main navigation menu for users where you can access all available screens, direct links to
forms in Trent, and to useful websites and contacts.

Bookmarks

Any ‘bespoke’ links added by the user can be found here.

Out of Office

By default this will display absences for immediate reporting lines only but it is possible to
amend this in the ‘My Settings’ area. Included are training courses, annual leave, sickness,

maternity and paternity absences.

To Do List

Any outstanding workflow tasks, such as authorisations, can be accessed here. For Reporting
Managers, we have enabled Tasks to be available in ESS as well so that they don’t have to
login to Trent to authorise annual leave and other tasks.

Processes

Shows the status of any background processes initiated by the user, such as reports and the
bulk application print which may have been run in the last 24 hours.
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Messages
This area displays any systems messages (such as notification of downtime) input by the HR
Systems Team.

User Settings
You may change the default Out of Office levels, font size and other options here. (E.g. font
size, how long tasks are displayed for, colour settings etc)

Views and Searches

-
People Manager users can view reportees by clicking on the icon in the top-left corner of
the screen. Use the +/- buttons to drill-down the view of the structure.

Both of the views available here will show only the area of the structure with reporting lines
to the user logged-in. In order to see a read-only view of the whole University choose
‘Organisation Explorer’ from the main Links page (see section below).

i- User name: Mr Thomas Jones Effective date
Today: Thu 09/02/2012 09/02/2012

[ A} orgamation: unversty ot Renang ) Reportng

Positions =m0

Views ¥
[ = University of Reading

= d Mr Thomas Jones
E_} Mrs Julie Carter

People Reports

= 4 Miss Suzanne Smith Ed Personal Details Ed People Reports

4 Mrs Sally Sotherby E4 Contact Details Ed structure Reports
Out of office (0) EJ Address Details EJ Absence Reports
Ed Key Empl t Dat EJ Download Report Out
Todolist  (0) = ey Employment Dates ownload Report Outp
Winrk Parmit e |

You will be presented with a view of your direct reports. If you click on the ‘Views’ icon you
can change to the People Search area where you can search for an individual or groups of
employees by Surname. You can also access the Advanced Search from this view.

Advanced Search — People Manager
You can generate a list of employees from basic criteria by making use of the Advanced Search
facility.

Choose ‘People Search’ as your selected view and then click on ‘Advanced’. The right-hand
pane will now show selection criteria in the form of drop-down lists. Once your search has
completed, the results will show in the left-hand pane, from which you can then navigate to
other areas of the system, save as a Smart Group (see below) or download into excel.
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& User name: Mr Donald Drake Effective date
ISl -5 257 10/2009 01/10/2009

| # ) Organisation: Universty of Reading People: Rat, Rowland

@ Search @ Smart groups £ @ O Advanced

I™ Include leavers Results 1 Person Advanced search:

| sumame ] [
Select al Edit this group Information

@ Using the conditions CONTAINS, DOES NOT CONTAIN and IS NOT may result in the search taking a long

Name Unit Job title Sex I
time.

& Rat, Rowland|HCW Test Unit 10.6/P ml

Criteria

| starting date ~| [isafter ~| [o1/01/2000

|5umame v| \s'artswth v| \R
Match|al % |of the search criteria

Build specil criteria r

Output options
Generate batch

Save as smart group

& For Trent ¢ For export

&= & 2

To download into excel, right-click on the search results and select Export to Microsoft Excel.
This is a useful means of getting a quick list of employees, such as all members of a particular
Reporting Unit.

A Smart group is simply a saved search, with results that you can return to time and time
again. When you run the Advanced Search, select the ‘Save as a Smart Group’ checkbox. You
will be prompted to choose a name for the group and also decide whether you want it to be
fixed or dynamic. A dynamic Smart group updates itself as employee data is added or
amended. For example, it can be a useful way of grouping together all staff of a particular
grade in your area of the organisation.

Organisation Explorer

: User name: Mr Phifip Southwell Effective date
iTrent = @

Today: Thu 09/02/2012

| # ) rganiaton:unnersy o esdng ) organisation explrer )

2 &2 ® Scarch B & 2

= .32 University of Reading

Organisation & Tk Fees and Claims

. University of Reading & & Non-University

& I Pensioners

= 1% University of Reading
& 2 Vice Chancellor
& 1% External Affairs Directorate

23]

k Facilities Management Directorate
& Faculty of Arts Humanities & Social Science

2]

Use '+ to drill-
b Faculty of Life Sciences
down through & % Faculy of science
.rhe S.I,r,uc.t.ur‘e & Finance & Corporate Services Directorate

8

&

Gowernance Directorate

& W

Graduate School

®

B

@

The Organisation Explorer is a diagram of the University organisation hierarchy. The structure
is maintained by Human Resources and the HR Systems Team. The Monthly Departmental
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Staff list should be checked and used to inform us of any changes. Alternatively, contact us

using the email link on the Links page.

Use the icon to conduct a quick search for any member of the University and see
where they are based.

All areas of the structure will be ‘greyed-out’ and therefore inaccessible except for the
Departments, people and positions that the person logged-in has been given access to.

Key:

Search
Drill-down

Organisation
Reporting Unit
Post

Occupied Position
Empty Position

Vacancy awaiting Recruitment/Transfer/Start of Employment

O EYRIR S ] o

Refresh Data
Employee Information

Navigate through the Links in the various folders on the Welcome screen sections to view a
selection of data relating to the employee you have chosen. You will be able to access data
relating to the employee (such as contacts, start dates) and their job (hours, salary) by using
the links in the People and Employment folders.

To return to the main Welcome screen at any time, either click on the l icon at the
bottom of the page or click on ‘People’ in the navigation trail at the top of the page.

Position Summary

The position summary screen gives an overview of various details relating to the reportee’ s
position effective at that date. As well as giving general information on the position you can
click the + icons to view further information on:

o Reporting Manager - Who their reporting manager is

o History - The history of their contractual status

o Category, Basis & Type - The category, basis and type of their employment
o Hours - The number of hours they are budgeted to work in a week

o Costing Levels - The cost code that the position is accountable to

o Payment Details - Basic details of the position's salary

. Working Pattern

A working pattern is a representation of a member of staffs’ working week, the days of the
week an individual works, and the hours they work on each of those days. Working patterns
can also accommodate rotational patterns, shift and compressed hours etc. The accuracy of
a working pattern is essential for all staff members as it is used within absence calculations
(such as sickness and annual leave).
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B

University of

Reading

= Reporting manager

Reporting manager Mr Richard Speight

Reporting manager position HR Systems Manager

Reporting manzager unit HR Systems

History
= patterns
Start date End date Type Value
27/01/2015 Qualifying Pattern Absence
27/01/2015 Waorking Pattern 35:00 total (M7 Tu7 W7 Th7 F7 Sa0 Sul)
Abbreviation Staff Category Grades Contracted Hours Annual Pension Increment
per week leave Scheme date
entitlement
AAS Academic Grades1-5 36 35 Days URPS 1 August
Administrative (21 Personal
Support Holiday, 8 (first year
AOS Manual BH, 6 subject to
KTP Knowledge Transfer Closure starting
Partnership Days) point)
(4 extra
personal
days after 5
years
service)
P&M Professional & Grade 6 and 35 40 days uss 1 October
Management above
Clinical Tutor Lecturers (26 Personal (first year
A&R Academic & Research Holiday, 8 subject to
Research Fellows BH, 6 starting
Associate Closure point)
Professors Days)
Professors (no increment
Sessionals date for Grade
Administratio 9 and Senior
n Pay)
Managers
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Change of Reporting Manager

School Admin users have the ability to change the Reporting Manager for staff in their part of
the Trent Organisation Structure in order to maintain the information more easily. You will
not be able to assign a Reporting Manager from outside your School/Department/Unit that
your access covers.

The effective date for this change is critical. If it’'s an immediate change then use today’s
date. If a future change, the effective date at the top of the screen needs to reflect the
future date when the change should happen.

If you have a Reporting Manager away from the office for an extended period of time (for
example long term sickness), you can change the reporting manager for their reportees and
put the formal Reporting Manager back as a future dated change for when they are due
back into the office.

Effective date o =
13/08/2015 E= M mE

B UDFs ¢ Anachments ™ Notes W & O

Assign reporting manager: Reporting positi Close X
-— A
Sty poskkey Job title Post OrganilP - [erenceocay
= P ref,
Positions to assign D::l:ion ref. no.
Position Indude Surname

HR Systems Developer / Miss Helen Watts /]

e e

Reporting Manager Reports — If you want to check whether any staff in your
School/Department are missing a Reporting Manager rather than checking individually, you
can run a report from Trent yourself.

Training & Qualifications

The Personal Learning Account screen shows information on the training courses, internal and
external, that the employee has attended. Historical data has been loaded into Trent from
previous University training systems.
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Today: Thu 09/02/2012

ED Ty p—r— Centrally-run
Positions Il 2. & D courses

Views w

=l ;2% University of Reading Personal learning account: Mrs Julie Carter
= {} Mr Thomas Jones
J£Y1rs Julie Carter

i User name: Mr Thomas Jones Effective date
iTrent

= {} Miss Suzanne Smith Participant events - Book a place en a learning event

(b mrs sally Sotherby Learning activity Status Startdate  Failed/Reason  Renewal  Cost

PROJECT MANAGEMENT ( 1 DAY SESSION ) Completed 26/11/2009 No

Personal learning events - Create a new personal learning event

Learning activity Status Start date  Failed/ Reason Renewal  Cost
LOOKING AT ENROLMENT RECORDS TN RISIS Completed  12/11/2004 No

CHANGES TO UNDERGRADUATE STUDENT FINANCE Completed  17/11/2005  No

MANAGING PEOPLE THROUGH CHANGE Completed  08/02/2005 No

LOOKING AT ADMISSIONS RECORDS IN RISIS Cump\eted 13/10/2004 No
Local events and
MEW STAFF INDUCTION Completed 25/06/2002 No

external Training DIVERSITY AWARENESS THEATRE Completed  11/02/2004  No

added by the
emblovee -

Add a local training event

It is possible for a manager to add additional training events (such as locally held courses) to
their employee’s records. Click on ‘Add a Local Training Event’ on the main Links screen or,
whilst in the Personal Learning Account, select ‘Create a new personal learning event’.

i User name: Mr Thomas Jones Effective date
i oo/ 001 = =
0 rgmiation: eyl cedg
E &0 £ Attachments ™ Notes B & O
e iy Personal learning event details: New (=Y
I NEW STAFF INDUCTION 25/06/200
Event
| DIVERSITY AWARENESS THEATRE 11/02/200/ bk
. -
| LOOKING AT ADMISSIONS RECORDS INRISIS  13/10/2001 LeparimentSaleny{Behing

I LOOKING AT ENROLMENT RECORDS IN RISIS 12/11/200 Start date B
I MANAGING PEDPLE THROUGH CHANGE 08/02/200 End date s
;1 CHANGES TO UNDERGRADUATE STUDENT FINANCE 17/11/200 Duration
1 PROJECT MANAGEMENT ( 1 DAY SESSION ) 26/11/200 Learning hours

Renewal date [01/01/2013 =

Score
Completed ¥

Failed |~

-_— @ )

Book an employee onto a centrally run course

We encourage staff to book onto centrally-run courses via Employee Self Service but also
recognise that some individuals may not be able to access a PC on campus to do this. It is
therefore possible for you to book staff onto these centrally run courses by clicking on the
‘Book a place on a learning event’ link on the Personal Learning Account screen.
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irent Today: Thu 09/02/2012 @ E’J

[ 4 organisation: uersty o esig

© Search ® Smart groups A &2 Advanced £ Attachments M1 Notes [ & 2

All | | Participant event details: New Learning event scarch Sores
£ ~
Select all - e _ B Re =
Learning event details [Learmng activit v| 16
Event name Status  Bookin Eventname [ . : 3 Re
) PROJECT MANAGEMENT ( 1 DAY SESSION ) Completed Financi Start date Learning activity
Start time 2/ INTRODUCTION TO PROCUREMENT WITH OF

End date
End time

2 INTRODUCTION TO PROCUREMENT WITH OF

< | INTRODUCTION TO COACHING SKILLS
Learning event request

2 INTRODUCTION TO AGRESSO - PART 2 T
Origin of request ‘ A

Date requested [01/02/2012 =
) INTRODUCTION TO PROCUREMENT WITH OF
by p I INTRODUCTION TO AGRESSO

) INTRODUCTION TO PROGRAMME AND QUALT -

= .

! INTRODUCTION TO MICROSOFT OFFICE 200

Search for a course using the spy glass icon. You will only be able to select from courses that
have available spaces. Select an ‘Origin of Request’ from the drop-down list and then in the
‘Requested by’ field you may wish to select the employee’s name or your own.

Qualifications
Again, employees are encouraged to update these themselves via Employee Self Service but
on occasion you may wish to add a qualification for a member of your staff.

Click on ‘Qualifications’ from the main Links page. Select a Subject from the list at the top or
alternatively tick the ‘Subject not in list’ box and type in the name of the subject manually.
Complete the rest of the fields as relevant, completing both the ‘Study expected end date’
and the ‘Date obtained’ for qualifications that have been completed.

: User name: Mr Thomas Jones Effective date
ilrent Today: Thu 09/02/2012 E m

[ #) organisation: unversy o Resdng

A &2 B Attachments ¥ Notes [ & 2

Subject Level Grade Qualification details: New 3]

There were no records found for this query Selected Subject(s):
v ~ B

Agriculture

A JAct i
Subject [T-aceouningand Francs
Janimal Science

Tick this box to type a
Subject that does not Subject not in list I~

appear in the supplied list Level [Degree vl
Achievement/grade | 2.1 vJ
ion type ‘Higher Educal :‘

Place of learning |University of Reading

Study commencement date =

Study expected end date =
Date obtained = Approx. date [

Valid until :l =

Date verified M =

_s @ ()

Please note that when a PhD is entered via Employee Self Service the employee is asked to
bring their certificate to the HR office. We therefore ask that you complete similar verification
when entering qualifications for your staff.

Professional Memberships
These can also be maintained via Employee Self Service or via People Manager. Please
complete the free-text box supplied and also seek verification from the employee.
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Absence

As part of moving to recording annual leave within Employee Self Service (ESS), additional
functionality has been added to the People Manager ‘School Admin’ profile in Trent to help
Schools and Departments manage and maintain staff absence records. Some of this
functionality is also available to People Managers.

User name: Effective date
IS T 1370872015

13/08/2015

[ #) Orgencaion ety of s

4 Personal Details
4 Contact Detzils

4 Address Details
Todolist  (0) 4 Key Employment Dates
4 Work Parmits

4 Organisation Explorer

Out of office (0)

Processes (0]

Messages Employment

User setfings 4 Current Position Summary
4 Probation Details

Training & Qualifications
4 Personal Leaming Account
4 Add & Local Training Event

Hidz Home page

4 Change an employes's Reporting Manager

sence
4 Absence Calendar
4 Holiday Entitlement

4 Credit back 2 bank Holiday or Closure Day
4 Add a Personal Holiday

ruitment

4 Vacancy Summary
4 Applicant List
Reports
4 Paople Repors
YT Keport Uutput
Useful Internal Websites

2 Qualifications & HR Home Page
4 Professionzl Memberships & HR Forms
Reviews £ Employee Seif Sarvice
4 5=ff Development Review History £ IT Senvicas Planned Sarvice Interruptions
4 Add a new Staff Development Review &) SRF portal

4 Additional Review Details Contacts

L:4l Email the HR Operations Team

L4l Email the Recruitment Team

L4 Reguest an updste to the Reporting Structure
L4l Request a change of working pattern

Absence has its own menu section in the Links screen:

Absence Calendar (enabling you to view department absences)

Holiday Entitlement (an overall summary of an employee’s entitlement)
Credit back a Bank Holiday/Closure Day (amend an employee’s entitlement)
Add a personal holiday (input an absence on behalf of a staff member)

Remember — Trent uses the effective date when displaying data and so make sure that you
enter the right date relevant to your search. Use ‘t’ as a quick way to enter today’s date.

Absence Calendar

Sickness, Maternity, Paternity, Adoption and Unpaid Leave have been record in Trent since 1%
April 2008. The Absence calendar displays all staff absences that have recorded in Trent
including:

o Sickness (following completion of USP1 and input into Trent by HR Operations)
o Learning activities

o Bank holidays/University closure days

o Maternity/Paternity absences

The Absence Calendar allows you to view single or multiple employees, and includes annual
leave (for Schools/Departments using Employee Self Service to book annual leave).

The display has three sections:

1. Calendar selection options
2. Calendar colour options
3. The Calendar
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The Calendar selection options are displayed at the top of the page. The display period can
be changed by selecting drop down list items or change to an earlier or later start date using
buttons above the calendar.

Additional information

o Half day AM absence - When an absence has been recorded as a Half day — AM the
left side of the cell is in the absence colour.

o Half day PM absence - When an absence has been recorded as a Half day — PM then
the right side of the cell is in the absence colour.

o Clashing events - When an absence has been recorded that clashes with another
absence (A sickness on the same date as a personal holiday for example) the day of the
absence will display an exclamation mark. The pop up will display the details of the absences
that are clashing.

. Working pattern — the employees working pattern is shown by a thicker line around
the box for a given day. Ensure that your staff have the correct working days marked — this is
a useful quick overview for seeing if any patterns have accidentally cut across a weekend.

Example: To view the Absence Calendar for multiple employees, hold ‘Ctrl’ and click on each
employee’s name in the view pane then select ‘Absence Calendar from the Links page.

Positions [l & & D B uprs M Attachments ¥ Notes [F & 2

=) 2a University of Reading Absence calendar:

= ¢} Mr Thomas Jones '=/ Calendar selection options

& Mrs Julie Carter Display period | Specific date range v

EREYiss Suzanne Smith
Period from [01/01/2012 =

J£] s Sally Sotherbyl
gk o = Use these icons to select
the period covered

You may view more than ey =
i Leoming oty I+

one employee at a time — = ] K £
Matermiy / Paterniy

Please click on a day for further options

0102 (03 |04 |05 |06 1011|1213 15|16 (17|18 (18|20 24|25 2728|2930 (31 DI‘DZ‘DS|\
Pp—— HE#DD DDDDF ]| |:| Elil:l DH:EIEIEIEIEI
Saly Sotherby Ooogog ooogon |_||_||:| gooo O

| |
= Awaiting authorisation D = am/pm split = Clashing events

I:I = AM absence [I = PM absence D = Working pattern

(o)

You may select the period that the calendar covers using the date fields at the top of the form
or the calendar icons.
To view further details on a particular absence, hover over the highlighted cell in the calendar.

Flease click an a day for further options

01|02 |03 |04 05 06 |07 |08 |09 10 |11|12|13|14|15 16 17‘18|19|ZD|21|D|13|Z4|15|15|17 28|2930 |31 UllUZlU}‘\
ogo ooooo 10000 | O000COM Coogoo
Name: Suzanne Smith
Sally Sotherby oooo oooog il . oo

< Personal reference: 335362 >
= Payroll reference(s): 885362 =

= Aviaiting authorisation | = am/pm spli Day-saturday

I = Am absence [ ] = pm absence [ {1, sickness
— Period: 28/01/2012 - 28/01/2012
( P ) Position: HR Systems Manager
Cny (00006032)
(Occupancy: 01/11/2006 -
[Reporting: Head of Financial & HR
|Systems - Financial & HR Systems

O
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By right-clicking on a particular day in the calendar, the user may opt to view the employee’s

entitlement summary.

Please click on a day for further options

January
01|02 |03 |04 (05 |06 |07 (08|05 (10 |11 |12 (13 |14 (15|16 (17 |18 |19 20‘21|22‘23‘24 25|26 |27 (28|29(30 |31 |01 (02|03 |1
Suzanne Smith D D DD D D r‘P:t‘tlm ulverl\'d_aﬂn i D D D D D
Sely Satheroy 00000 | 00000l | O00 ses o Dh
< Authorisation 5

= Awaiting authorisation D =am/pm split | { | = [ e e
I:| = AM absence [I =PM absence D = Wol
(i)

Check 'other’ entitlement

Selecting ‘Check sickness entitlement’ from this list will open up a new screen.

T User name: Mr Thomas Jones Effective date
iTrent Today: Thu 09/02/2012 09/02/2012 E E @
| # ) Organisation: University of Reading &, People: Smith, Suzanne Sickness absence fist: 28/01/2012p Sickness entitlement summary
& Search @ Smart groups E & Advanced B UDFs ¢ Attachments &7 MNotes [ & O
shoy all | Type| Al 2
S Lotonat | e[l e 3
Start date Day Enddate Day Type  Position Reason

@ 23,-‘01,"2012 29;01,“2012 HR Systems Manager Absence details

Calculated to date Calculation pending
_101/04/2011 Fri  01/04/2011 Fri  Sickness HR Systems Manager Mental Healt!

Employment details
103/03/2011 Thu 03/03/2011 Thu Sickness HR Systems Manager Mental Healt!

102/03/2011 Wed 02/03/2011 Wed Sickness HR Systems Manager Mental Healtt
124/02/2011 Thu 24/02/2011 Thu |Sickness HR Systems Manager Dizziness
123/02/2011 Wed 23/02/2011 Wed Sickness HR Systems Manager Mental Healtl

Position
Period details

Absence scheme type | OSP - Sickness v

Length of service at relevant date 6 year(s) 7 month(s) 28 day(s)

114/12/2010 Tue 16/12/2010 Thu Sickness HR Systems Manager Stress e nces Framewark

_113/12/2010 Mon 13/12/2010 Mon Sickness HR Systems Manager Concussion Membership dates 31/05/2005 -

Rl SRR e R HE N Stokness (RS y=temelRpager| Strese Band/Rate Full Already used Available Used by absence Avallable at end
115/11/2010 Mon 15/11/2010 Mon Sickness HR Systems Manager Concussion 1: 100 130 days 5| 125 0 125
1101/11/2010 Mon 11/11/2010 Thu  Sickness HR Systems Manager Stress 2:50 130 days 0 130 0 130

101/02/2010 Mon 10/02/2010 Wed Sickness HR Systems Manager Concussion

This screen shows which sickness absence scheme the employee is entitled to as part of their
terms and conditions of employment, as well as the days already used in this absence period.

If the employee has more than one Position in the manager’s area, it is possible to select the
relevant one from the drop-down list. Please contact your HR Operations Administrator for
gueries on sickness absence.

Printing the Calendar

You are able to print the Absence calendar by clicking the Print icon at the top of the details
page:

e  When the calendar is printed to a colour printer then all of the colours displayed will
be represented on the print.

e  When the calendar is printed to a black and white printer, the colours will either be
represented as shades of grey or, they will not be represented at all. If the cell shading
is missing then you will need to set an option in your browser to enable the browser
to interpret the colours accordingly. This is achieved as follows:

Internet Explorer: Click Tools > Internet Options, Advanced Tab, scroll down to Printing,
check the Print background colors and images checkbox

Firefox: Click File > Page Setup, click Format & Options Tab, in the Options section, check the
Print Background (colours & images) checkbox
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Holiday Entitlement

If an employee wants to know their entitlement for the year you need to select the link for
Holiday Entitlement Summary. This screen will show details of the leave booked by an
employee. This includes their annual leave entitlement, all the annual leave they have
requested and any bank holidays/ University closure days which have been automatically
loaded in to the system (up to two years ahead). Employees do not need to book off bank
holiday or closure days as the system automatically calculates these. These will show in an
employees scheduled for future dates. In Trent they will show in the Holiday Entitlement
Summary screen with the dates pre listed, as below.

Soemen

ey parod deses (DR OR 2015 - 3098 2033 v )
g of e ot et dace % o) T moneh(s) 39 dnk
Schama rama sy - Grade & an 330w Duys v ]
et S 04042015
e 4o pariod 105 days (40 dugn Pvs R

Duason Rorann; eezare
i s
gl
ws
1 155

s

If someone is off sick during a period of booked annual leave, the holiday can be credited
back by the HR team on receipt of the USP1 form if accompanied by a doctor’s certificate.
The School/Departmental Administrator needs to request this as part of the submission of
the USP1.

Credit Back a Bank Holiday/Closure Day

There are occasions where staff at the University may be required to work one of the
University Bank Holiday/Closure days (e.g. Sports Park, staff at Greenlands). School Admin
users are able to ‘credit back’ a BH/Closure day that has been automatically deducted at the
start of the holiday year.

[ 4 Organimion ey esirs ) Pople. s voen ) oldaysbenc e 512205 ) Company Bank holday NP et

O Search® Smart groups Advanced & O
) [Showal | TypeBankholidsy <] © Cranges have been saved,
S i o Oy s ot 097 V8 oo ol o Bank holiday details: Miss Helen Watts 5
28/08/2017 Mon 28/08/2017 Mon Bank holiday HR Systems Developer Payroll processing per
1 29/05/2017 Mon 29/05/2017 Mon Bank holidzy HR Systems Developer. Pzyroll processing per Start
) 03/05/2017 Mon| 01/05/2017, Mon Bank holiday| HR Systems Developer Payroll processing pent Dace (BSOS
17/04/2017 Mon | 17/04/2017 Mon Bank holidzy HR Systems Developer Payroll processing pe: Type
14/04/2017 Fri | 14/04/2017 Fri | Bank holiday HR Systems Developer Payroll processing pen Tme
12/04/2017 Wed 13/04/2017, Thu | Bank holiday| HR Systems Developer Payroll processing pen| Howsabsent| |
02/01/2017 Mon | 02/01/2017 Mon| Bank holidzy| HR Systems Developer Payroll processing peny End
28/12/2016 Wed 30/12/2016 Fri | Bank holidzy| HR Systems Developer Payroll procassing pe Date &
1 27/12/2016 Tue | 27/12/2016 Tue | Bank holidzy HR Systems Developer Payroll processing per Type
26/12/2016 Mon 26/12/2016 Mon| Bank holiday| HR Systems Developer Pzyroll processing per Time [:
1 23/12/2016 Fri |23/12/2016 Fri | Bank holidzy HR Systems Developer. Payroll processing peni Hours absent :’
29/08/2016 Mon 29/08/2016 Mon Bank holidzy| HR Systems Developer Payroll processing pen| Absence
) 30/05/2016 Mon| 30/05/2016, Mon | Bank holiday| HR Systems Developer’ Payroll processing peny Absence type Bank holiday
02/05/2016 Mon| 02/05/2016 Mon Bank holiday| HR Systems Developer Payroll processing pen| Position HR Systems Developer
) 29/03/2016 Tue | 30/03/2016 Wed Bank holiday HR Systems Developer. Payroll processing peny MNot taken
28/03/2016 Mon | 28/03/2016 Mon| Bank holiday| HR Systems Developer Payroll processing per
25/03/2016 Fri | 25/03/2016, Fri | Bank holiday| HR Systems Developer Payroll processing per
01/01/2016 Fi | 01/01/2016 Fri | Bank holiday HR Systems Developer Payroll processing pe w @ -
) 28/12/2015| Tue | 31/12/2015, Thu | Bank holiday HR Systems Developer Payroll procassing pen) ——
) 28/12/2015| Mon| 28/12/2015 Mon| Bank holidzy| HR Systams Developer Payroll procassing peny
ST R T o e s g ey |
24{12/2015, Thu | 24/12/2015 Thu  Bank holiday| HR Systems Developer, Payroll processing pen
31/08/2015 Mon 31/08/2015 Mon| Bank holiday| HR Systems Developer Payroll processing pen
1 25/05/2015 Mon| 25/05/2015 Mon| Bank holidsv| HR Svstems Develooer. Pavroll orocessing oen ¥

v1. 3 September 2015 Page 14 of 22



@ University of
Reading

Select the BH/Closure date you wish to credit back from the type and check the tick box ‘not
taken’. The next time that absence processing runs in Trent (usually every night) the extra
day of personal holiday entitlement will be reflected to the staff member.

Add a Personal Holiday

School Admin users are able to enter annual leave on behalf the employee if they have
transitioned to using Employee Self Service to request leave. Please note that this should be
used in exceptional cases as it will automatically be entered as ‘approved’. No authorisation
workflow will be initiated to the employees Reporting Manager.

DT
'O Search @ Smart groups Advanced 2 O
4 | Show all | Type[All holid:
ETT ) — X Holiday absence details: Neis
Sartdate | Day Enddate |Day Type Position Reason Current status
01/10/2015 Thy 09/10/2015 Fri Personal Holidzy HR Systems Developer Payrol procassing penc| Holiday start
301072015 Tha 30/0712015 Ths Persoal Holday HR Systems Developer. | Payrl pocessing ene] ow [
10/04/2015 Fri  10/04/2015 Fri | Personal Holidsy HR Systems Developer Payrol processing penc| e L |
Holiday end
Oace [
Type
Absence
Absence type [Peonalfioseey | V]
Authorisation Net spplicable
+ Holiday balances
o o)
Recruitment

You are able to view any Requisitions for which you are the Recruiting Manager, or have access
to in the organisation structure. Please note you will only be able to access any Requisitions
that began on or after 01/10/2011.

From the main Links screen click on ‘Vacancy Summary’. Type in the name of the Requisition
you wish to view, or the Requisition reference which you will have been provided by Human
Resources. You may use ‘*’ before a word to perform a wildcard search. Please do not run a

blank search as this may take a long time.

This screen will show you summary data and links to the SRF, Job Description and advert:
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B User name: Mr Thomas Jones Effective date
iTrent Today: Mon 13/02/2012 13/02/2012 E E
n Organisation: University of Reading Requisitions: EKR Test isition March m

@ Search @ Smart groups &, & D Advanced UDFs g Attachments 1 Notes [ & 2

R Requisition campaign summary: EKR Test Requisition March
E HRequisitiun name Vl | 1
R Requisition name EKR Test Requisition March (ER89898)
Select all Save this group Job title EKR Test Requisition March
Requisition name Requisition reference Requisition start date 01/02/2011

Requisition end date
Application closing date 31/03/2011
Published Yes

= Requisition details
This section contains further information that is relevant to this requisition
Totals
Vacancies 1
Appointments 0
Applicants 6

Document attachments Documents relating to the

SRF ER89898.pdf | & vacancy

Persan Spec ER89898.docx | (5

Job Description ER89898.pdf | (&

Applications

Additional links

You may also view a list of all applicants, and download their application form and any
attachments:

Requisition name Requisition reference S = Applications

|
@ EKR Test Requisition March|ER89898 19 Candidate applications are listed below and are filtered by current application stage, please expand stages for the candidate

information

= offer (Applications: 3) Hide detail

& Lord Paddy Hammond (17895) - External a

Application print L&

Click on the green

Rdg_Poster_with_picture.dot | & .
icon to download

Invite to interview HR | (&

= Sir Winston Churchill (17894) - External a2
Application print | (&
UCEA Hints and Tips.docx | &
Invite to interview HR | &

(=l Ms Helen Watts (17870) - Internal a

No application print or document attachments available

Download applications for this stage =Y

[# Reject following interview (Trent only) (Applications: 1)

# Invite to interview (Trent only) (Applications: 2)

Bulk Application Print

To print out all application forms at once (not including the attachments), click on Bulk
application print in the ‘Additional Links’ section. Click ‘Search’ and a full list of all Applicants
will appear. You may exclude any from the print at this stage by clicking the checkboxes to the
right of the form. Once you are happy with your selection, click ‘Run’ and the process will run
as a report in the background. You will receive a message when the process is complete.

The forms will be merged into a single PDF file which can then be printed out or emailed to

panel members as appropriate. You will need to print out any attachments separately from
the Vacancy Summary Form.
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ame: Mr Thomas Jones Effactive date

Mon 13/02/2012
%Y organisaon: unwersty of iy
s ma

2 =0
Bulk application print:
Report name Status Last run date  Last run time Applicant search
_ Speculative enquiries [~
" Equal Oppertunities Monitoring Requisition name 4 &
(] Resource Cost Summary Requisition status
I Resource Stage Details On hold requisitions
Recruiting manager I:l 4@
Requisition administrator I:l 4 &
Application closing date I:l =
Applicants held on file
Recruited internally
Don't worry too much about Applcant stage [l J
these fields; just click - S -
\ , X Last update date I:l )
Search’ to find all P
Application type
swname[ ]

Applicants
Name Requisition Exclude
- =
Sir Winston Churchill EKR Test Requisition March [~
Lord Paddy Hammond EKR Test Requisition March [

Professor Stephanie Seymour EKR Test Requisition March [~

Short listing and Processing
You are able to record your shortlist of applicants or progress applications on the system by
clicking on ‘Requisition processing’ on the Vacancy Summary form.

+ User name: Mr Thomas Jones Effective date
|- Today: Thu 09/02/2012 09/02/2012 E m m
n Organisation: University of Reading

© Search @ Smart groups & & © Advanced B ubFs g Attachments ¥ Notes [ &

Requisition campaign summary: EKR Test Requisition March
name o isition name EKR Test isition March (ER89898)
Job title EKR Test Requisition March

Requisition start date 01/02/2011

Requisition end date

E Application closing date 31/03/2011

Published Yes

Select all Save this group

Requisition name Requisition reference S

# Requisition details

# Applications

= Additional finks
This section contains additional navigation links
Bulk application print

Requisition processing
[Click here for Requisition processing

o

Selecting ‘All’ from the ‘Stage Selection’ drop-down list will produce a list of all people that
have applied for this vacancy.
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User name: Mr Thomas Jones Effective date
irent Today: Mon 13/02/2012 E m
n Organisation: University of Reading Requisitions: EKR Test Requisition March Requisition processing

& Search ® Smart groups 2 &2 Advanced B ubFs g Attachments ™1 Notes & & 2

| ion name v | % Results 1 Record isition pi ing: EKR Test
Select all Update information

Requisition name Requisition reference Status Start date End dat¢ Stage selection \AII v

@ EKR Test Requisition MarchlERs%Qs Open (01/02/2011 - - - .
Move to \ Invite to interview (Trent only) Sl
Resource person Mailing job title Start date End date
Applicants
Applicant name Applicant stage [zi
Sir Winston Churchill offer r
Lord Paddy Hammond offer L
Professor Stephanie Seymour Invite to interview (Trent only) v
Miss Suzanne Smith Invite to interview (Trent only) 2
Ms Helen Watts Offer r
Miss Helen Watts Reject following interview (Trent only) r
] (.

Tick the checkbox next to anyone you wish to progress through the recruitment cycle and then
select the relevant stage from the ‘Move to’ drop-down list. Click ‘Save’.

NB: Please ensure that you also complete the hardcopy shortlisting form as normal in
addition to this screen. We still require you to retain notes of your shortlisting decisions.

Offers
Once you have completed the interview stage you can come back to this screen and move the
successful applicants to ‘Offer’ and reject all others.

When you move any applicant to Offer you will receive an email reminding you to send the
Chairperson’s report to HR who will then produce a written offer and contract of employment.
Your Recruitment Administrator will also receive an email to let them know that the
Requisition has been progressed to Offer stage.

Recruitment Reports

HR Systems are working on producing a Recruitment summary report which will be sent to all
Recruiting Managers after a vacancy has closed. The report will utilise the information that
has been input during the short listing and interview stages to provide managers with an
overview of the campaign and breakdown of where applicants originally saw the advert.

Information on Trent by managers and administrators during the campaign will also aid us in
producing annual diversity monitoring returns and information for other purposes, such as
Athena SWAN.

Applicant Lists

You may find it useful to be able to retrieve an electronic list of applicants which you can then
transfer to a short listing document or print out. To do this, select the ‘Applicant List’ link from
the main links screen. A list of Applicants for this Requisition will appear on the left-hand side
of the screen. Highlight any of these names to view the current status of that person’s
application.
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. User name: Mr Thomas Jones Effactive date
(SR ) von 13702/ 2012 13/02/2012 = =2
n ‘Organisation: University of Reading isiti EKR Test isition March Applicants: Churchill, Winston p Application details

E P

< B uDFs (M Attachments M Notes [F & 2

Application details: EKR Test Requisition March
Sir Winston
Churchill

Applicant reference Stage Stage details

JHammond, Paddy 17895 offer
. Offer v
1 Seymour, Stephanie 17857 Transferred €r ‘ |O =
"1 Smith, Suzanne 15247 Invite to interview (Trent only)
(1 Watts, Helen 17870 Offer B ot
(1 Watts, Helen 17893 Reject following intervie ol
Offer Details
The Applicant's current ]
pp Expected pancy end date =
status is shown here Expected occupency end reason | v

Right-click on the list of Applicant names in the left-hand pane and then select ‘Export to
Microsoft Excel’ from the menu.

. User name: Mr Thomas Jones Effective date E E .
l- Today: Mon 13/02/2012 13/02/2012 ﬂ.
n Organisation: University of Reading isiti EKR Test isition March Applicants:  Churchill, Winston p Application details

2 2

B uDFs 5 Attachments M Notes [ & 2
Application details: EKR Test Requisition March
Sir Winsten

Applicant reference Stage il
ppl g Stage details Churchill

94 fFar
: Appicore. REGRIGHITEH
I Hammond, Paddy 17895 Offer ‘ |

S Stage | Offer W
) Seymour, Stephanie 17857 Transferred g ® -
1 Smith, Suzanne 15247 Invite to interview (Trent only)
1 Watts, Helen 17870 e ot

Back

 Watts, Helen 17893 Trent onl

Offer Details
Save Background As...

Select Al Expected occupancy end date l:l =

Expected occupancy end reason ‘ w

S5 Blog with Windows Live
=]
a,
Al Accelerators »

Create Shortcut
po—— [a |
View Source

Encoding »

Print...
Print Preview. ..
Refresh

Convert to Adobe PDF
Convert to existing PDF
Export to Micre el

Properties

Once you have the list of names in Excel you can copy and paste it into other documents or
print out as required.

Reports

Several simple reports are available to managers from the Reports section of the Links page.
Click on People, Structure or Absence Reports and you will be prompted to select a report
from a list. Complete the parameters for the report and select the desired output format, then
click Run.
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= User name: Mr Donald Drake Effective date
l- Today: Thu 29/10/2009 01/10/2009

2 &0

P

Report name Status  Last run date Last rur

) New Starters Start date |01/01/2009 =
End date [31/10/2009 =

Organisation view ‘ Show all data by unit v

_ People By Organisation Unit Complete 28/10/2009 15:16
) Scheduled Reviews

Show details ¥
Full path display ¥ Enfer‘ fhe
Output type [POF Fle “'| parameters of your
- )

You may navigate away from this page, or log out of Trent completely, whilst the report is
running. Once the report is complete you will receive a message at the bottom-right of the
Trent screen and you will also be sent an email. You can also see the status of the report within
Processes.

Bookmarks Report - Holiday Entitlement Breakdown

: University of Reading
Links Running
14/08/2015 11:12
Out of office (0)

< Report - Absence History
ipdulist (O)Univetsity of Reading
Complete

Jet
(€)13/08/2015 18:12

Messages

User settings

From the Links page, click on ‘Download Report Output’ to view the results of the report you
have generated.

Absence Reports
There are a number of absence reports available for Schools and Departments that are live

using Trent to record annual leave. In particular:

e Holiday entitlement breakdown (this shows the overarching entitlement and details
any carry over (called B/F) applied;

e Outstanding holiday (this shows the original entitlement for the year, amount taken,
scheduled and outstanding).

Remember: When running reports, always put in your own unit level rather than leaving at
UoR level otherwise it will take a long time to run.
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Ragont seme e Ll G Lt e O Garmrating raport “Alarce hory”. ¥ou wil e sotfad woom 1 complesion,

Orararcn ven DewdlGabyok V]
N Segn G amct orpataaten Ut
Ovpus type OV Ha e

Ragist o commarsy

-
| -

Reports can be run as a PDF or as a CSV format (which can be saved as an .xls).

Trent UNIVErSITy o Reaaing
Qutstanding Holiday Entitlement
Effective Date: 01102015 Organisational Start Point: Legal Services
Scheme: All Schemes Organisation View: Full
For outstanding entitlements >= 0.00 Days or 0.00 Hours Path Display: Partial
Employee Hame: All Reference No: Personal
Scheme Name Unit End of Entitlement Taken Scheduled Outstanding
Holiday ¥r

Advisor; Reference Number:

Holiday - Grade 6 and above Hours Hours 30/09/2016 22400 0.00 77.00 147.00
legal; Reference Number:
Holiday - Grade 6 and above Days Days 30/0972016 40.00 0.00 14.00 26.00

Outstanding Holiday Report

e Scheme Name: This shows which grade related days/hours scheme has been applied
to the staff member. Staff who work less than 5 days a week or who work different
hours each day will be on an hours scheme.

e Unit: This displays whether the entitlement is calculated in hours or days.

e End of holiday yr: displays the annual leave year the entitlement relates to.

e Entitlement: Absence entitlement in Trent is made up of the total of BH/Closure Days
and personal entitlement. This is displayed as a decimal therefore 103.30 hours
equates to 103 hours 18 minutes. Having the whole entitlement as the starting point
for a leave year is quite a different way of thinking about leave for full timers at UoR
as we normally just think about 21, 25 or 26 days not 35, 39 or 40.

e Taken: This is any leave (whether BH/Closure/Personal holiday) that has occurred in
the past (from today’s date).

o Scheduled: This is any entitlement that has been deducted already, but occurs in the
future. At a start of a holiday year, when no personal holiday requests have been
made, this will display BH/Closure deductions only e.g 14 for a full time staff member.

e Outstanding: This will give the outstanding balance to be used for personal holiday
bookings. At the start of a holiday year, when no requests have been made, this is
the bookable leave entitlement. E.g 26 days
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If you require reports that are more complex or contain further detail then please contact the

HR Systems Team who will be happy to help.

Contacts

e Please contact HR Operations for any queries you might have on an employee’s
details such as job title, reporting line, working pattern, hours, salary or absence or

recruitment queries.

e Please contact the HR Systems Team if you require a report or have a specific
technical query relating to Trent.
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