iTrent — Recording 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

You last logged in 2 hours ago T

Pecple — Click on ‘My
links’ and

then ‘People’.
Organisation Structure

Task Redirection >

~ ~ 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 3 Unit & Job title & Sex 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.
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June 2026



19/10/2020

e Using this drop down menu
' you can change how you

Search for
Resulis 5 People want to search e.g. surname,
forename, NI number or

employees here.
=P [sumame | RSN
reference number.

Save this group )

....................................................... A list of your direct reportees

Lela, Organa will automatically appear.

Skywalker, Luke

Solo, Han

Vader, Darth

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.

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

Personal ref.) Crade &

Payroll ref.) rade

C (Social security) Reporting post

]
Calendar 1Jan 2021 - 31 Dec 2021 17 Mar 2020 - 17 Mar 2021
<@ VIEW FULL CALENDAR /
17 - 20 March 2021 preivyaisieg
18 19 20 21 22 23 24 25 26 27 28 29 30
Holidays remaining Days off sick
LA E 8 AL LI N 22 12 ALK ) (as of last calculation) (as of last calculation)

LINKS

> Paternity Leave > Adoption Leave

> All Absences > Annual Leave

> Sickness > Matemity 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.

X O @ectricreopemanacer) ()

i Nam;:skywalker, Luke L @
Unit:Personal Development Mr LUke SkyWaIker c
Job title:Personal Development Advisor
2 Sex:Male
East Dunbartonshire Col
L Do of birthi21/06/1960 Employment

Social security no..YX799176A 960
Personal ref.. TR1000007
Leaver:Ne rsonal ref.)

Personal Development Advisor

Results 1 Person Position reference: TROD0O7A 1 -

Skywalker Position accupancy reference

TRO0D07AZ
Select all Savd -

() Skywslker, Luke

LINKS

[V Personal information > Profile > Reviews >  Employment > Payroll > Expenses

> Health and safety > Absence >  Attachments

B o

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 — F0|del"S
> Health and safety > Absence > Attachments
Bo
Address details Address history (Addresses) Contact details Emergency contact details Next of kin details L_ k
—— INKS
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
Folder Links
Reviews e PDR information
LINKS
> Personal information > Health & Safety > Employment
> All Absences > Annual Leave > Sickness > Maternity Leave
> Paternity Leave > Adoption Leave > Shared Maternity Leave > Permissible Absence
= &
=
Review details Review details - New



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.

Review details New  ~ MENU @ 9 @

Jobtitle®  Training Advisor vl

Review type” 2020/21 End of Year PDR v
Date occurred  19/10,2020 E

Overall rating  Final - Objectives met ﬂ
Mext review date  g1,/02/2021 E

Click save once you
have completed.
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