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1.iTrent Mobile App User Guide

1.1. Downloading the app

The iTrent mobile app is available on the Apple App store and Google Play store:

Play store App store
Compatibility: OS is Android 10 and up Compatibility: iOS - Version 16+
& ] “wll vodafone UK = @) 1128 2% 1%
Q_ itrent mobile © Cancel
iTrent Mobile
MHR international UK Limited
wekkkenl (D MHR International UK Limit & Business
- - - - -
w8 " —
= & (=
v Phone 0 = =T 3 )
Rate this app g e

w W W A W

Write & review

App support o
Open
About this app -
7 Produ
[ paysh
88 Q B
3
N = @ 4 S < Q

1.2. Connecting to RBWM iTrent

Once you have downloaded the iTrent app, open the app and you will be presented with
a ‘Connect to environment’ page.

wil vodafone UK &

(:—: Scan QR code >

Environment URL What is this?

To connecttoiTrent, you can click on ‘Scan QR code’ and then scan the below QR code
with your mobile device’s camera.




1.3. Login

You will need to log in using the same method that you currently use to log into
Employee Self-Service on the web. Click on ‘Login with SSO’.

iTrent

Login to shib1056

Change environment

(p Login with SSO )

Or

Username

Password

W Powered by MHR

The familiar ESS login page will be displayed, and you can log in the usual way.

iTrent
Login a

* Email address (required)

[ ]

* Password (required)

[ l

Forgotten password?

Login >

Don't have an account? Register

Organisational login >

Please follow the steps on the next page to assist you with logging in.



1. Logging In

Open your web browser and go to: myselfservice.rbwm.gov.uk

Alternatively on your mobile device you can scan the QR code below to access the login
page.

SCAN ME

Select ‘Organisational login’.

— -

iTrent
Login a8

* Email address (required)

* Password (required)

Forgotten password?

Login &

Don't have an account? Register

Organisational login [k

Input your corporate password, this is the same password you use to access your work
laptop.

WINDSOR &
MAIDENHEAD
hbfa82@rbwm.gov.uk

Enter password

Your organisational policy requires you to sign in
again after a certain time period.

Password

Sign in with another account

Accessing this resource constitutes agreement of all
corporate identity policies.



file:///C:/Users/Aaron/AppData/Local/Microsoft/Olk/Attachments/ooa-05658d22-c414-4051-a70e-c774d3ab46da/65708b05ae3a6a02756a3f619bfc314a7d1ef9081386135ce4466ee50960d2f5/myselfservice.rbwm.gov.uk

You will be prompted approve your sign-in request. To do this, open your authenticator
app and follow the instructions on screen to input the number displayed on the iTrent
login page.

Please note, the number in the screenshot below is for the demonstration purposes
only.

WINDSOR &
MAIDENHEAD

hbf382@rbwm.gov.uk

Approve sign in request

G Open your Authenticator app and approve the
request. Enter the number if prompted.

Didn't receive a sign-in request? Swipe down to
refresh the content in your app.

| can’t use my Microsoft Authenticator app right now

More information

Accessing this resource constitutes agreement of all
corporate identity policies.




2. Home

Once you’ve logged in, you will be presented with your home screen dashboard.
Featuring widgets like ‘Holiday’ and ‘Time & Expenses’ (highlighted in red below). For
this guide, we’ll be focusing on the navigation menu located on the left-hand side of
the screen.

Dashboard News

Saira Igbal
& View profile

Good afternoon Saira, welcome back!  Events present

2025 =

14 Reorder dashboard

™ Mytime

Latest company news View all news >

B My pay
_~_ oy
@ Corporate Training \',,, =S
gt b
Raiows Sign up to Email iTrent ESS app now Notifying HMRC of
Payslips! available! Changes to your...
a» Current vacancies > §
°e 0 !
Time & View all Time & "
expenses ow “P:‘:ﬁ > Holiday View all holidays >
—
O Authorised (] Reviews
Latest payslips View my pay >

218.6

Hours available

O Awaiting authorisation

@ 25 Aug 2025

Click to download

|4

(Q Provisional 8
O Errors o

@ 25 Jul 2025

(¢ Book holiday

View holiday in calendar )

-
N

Current vacancies

Requests & View requests & Sickness View all sickness >

-
ST surveys surveys

Other View all other | A L |

absence absence p =
& View sickness in calendar

3 New surveys 8
+ Add other absence

< View other absence in calendar )

View current vacancies ) O Surveys in progress :

ey

Saira Igbal
& View profile

o Events present

2025 ~ Today < >

™ Mytime

B Mypay

@ Corporate Training
Sign up to Email Payslips!

Reviews

&% Currentvacancies >

oo Add event

My events

[ 4
Google Play App Store

235ep 2025




3. Profile

This section is used to access your personal information such as home address,
sensitive information, emergency contacts and bank details.

3.1. View profile

Select ‘View profile’ in the top-left corner of the screen.

Saira Igbal
2 View profile

Once you have selected ‘View profile’, you will be able to see all available information
relating to you as an individual. To amend the information on ‘My personal details’, click

‘Edit’. For Confidential information, you will need to click on the link in the widget. To
add an address or add contact details, select ‘+ Add address’ and ‘+ Add contact
details’.

My profile

Employment Talent

& View profile
My personal details Confidential information
i Home 2025 ~ Today & 5y
Select the links below to view or amend your information
Name: Sara igbal ion
Myt KNOWN At Saura o
B Mytime Date of burty

B Mypay

Contact information
@ Corporate Training

5 Home - Maiog Address: 9 1 4
Reviews
B ome E-mall address: 15 % 7
a8 > i s
e Q= .
PO )

B asco User 10

B User e-mai address

8 use o My events

235ep 2028

B Work email address

No events to display

3.2. Upload your profile photo

Click ‘View Profile’.

Saira Igbal Dashboard News
& View profile
. Good afternoon Saira, welcome back! © Events present

A Home

2025 ~

1, Reorder dashboard

m My time

Latest company news View all news >

B8 My pay
€ Corporate Training m
b
L@ Reviews Sign up to Email iTrent ESS app now Notifying HMRC of
Payslips! available! Changes to your...
a» Current vacancies >

ee (®




Click the Edit button, then select Upload Image. Your device’s file browser will open,
showing your saved documents. From there, choose an image file that you’ve previously
saved to your device.

2 Back to Pe I
My personal details ¢ Backto persona l

My personal details

Name: Sara igbal
KAy B 800N
Date of barth:

A custom image is currently in use

To ensure your image uploads successfully, scroll to the bottom of the screen and click
‘Save’. The upload won’t be completed until this step is taken.

3.3. Updating confidential information

Click ‘Sensitive information’ highlighted below and the form will appear. Complete the
fields marked with an asterisk (*). Ensure you save the form once completed.

e

My personal details Confidential information

A Home

o g your nfermaton

9 Myome

B Mypsy
¢ -y Contact information
orparate Training

8 e Vsing Adhmis:

© reviews

B some Emad sddress
% Current vacancies >
- B ome mobie
B buance e i

B Uter e adree

® v

Please note that each dropdown menu on the Confidential Information page includes a
‘Prefer not to say’ option, allowing you to withhold any information you’d rather not
disclose.

My profile

*Marital status (required)

Prefer not to say

*Religion (required)
Prefer not to say
Hindu
Jewish
Muslim

No religion

Sikh

Prefer not to say

Sex identifier

Prefer not to say

Gender reassignment

Prefer not to say




3.4. Updating other personal information

To update your other personal information such as contact details and friends and
family information, simply click ‘“+ Add ...... You will be required to fill out the fields on
each form that populates after doing so marked with an asterisk (*).

Please note, once you have completed the relevant fields in each section, you must
select ‘Save’ for your changes to be updated.

My profile

Saira Igbal Personal Employment Talent
& View profile
.........
"o
oW Friends and family
B wy
Type Cortact rame Eratonang COoNact number Primary coneact
3
® Corg
vow v ' 9
.
&% Currer - > 2 :
B B i

Bank details

3.5. Employment history

To view your employment history, correspondence and surveys, select ‘Employment’.
See below.

My profile

perona

@ & View profile

A Home

My employment

9 Mytime
B Mypay
@ Corporate Training

Reviews

My profile a v
Personal Employment Talent

Saira Igbal
& View profile

A Home 2025 ~
Correspondence status
Template name Al

My correspondence » Events present

™ My time
Start date [dd/mmiyyyy) B End date (dd/mm/yyyy)

01/10/2024 30/09/2025

B My pay

® Corporate Training

Correspondence Created Status Changed date/time Download

Reviews

TEST RBWM - Sabbatical 21 Aug 2025 11:50 Rejected 03 Sep 2025 03:32 !

an Current vacancies
TESTRBWM - Allowance 21 Aug202510:18  Signed 21 Aug 2025 10:33 .




Saira Igbal

& View profile

A Home
™ My time
B My pay
® Corporate Training
Reviews

= Currentvacancies

My profile 2~

Personal Employment Talent

 Events present

Requests & surveys

2025 ~
OICD] - - JCTEDICEE))

All New Current In Progress Completed
WAL (N ) € P

Title Due date Position(s)

Mon  Tue

Gifts & Hospitality Declaration v1.1 HRIS Assistant

Declaration of Interests v1.1 HRIS Assistant

Private Work Declaration v1.1 HRIS Assistant

T e DR -

3.6. Updating bank details

To update your bank details, you’ll need to type over your existing information by

entering a new Sort Code, Account Number, and Account Name. This will replace your
previous bank details.

Please note, once you’ve entered the new information, click ‘Save’ to complete the
update. The bank name will automatically populate only after the changes have been
saved. If you do not click ‘Save’, the bank name will not appear.

My profile

< Back to Personal

Bank details

These details are used to pay your salary and any changes will take immediate effect
Please check the details carefully before saving.




4. My Time

Important note: As you reach the end of your holiday year, any remaining balance up to
5 days will be automatically carried over into the next leave year. If your remaining
balance exceeds 5 days, please ensure you obtain approval from your Assistant
Director to carry over the additional hours. Once approved, forward the confirmation to
trent.support@rbwm.gov.uk so we can process the request.

¢ 105ep2025-035p 2028 > How to convert your hours to days by using the formula:

218.6 Hours available + hours worked per day = Days.

Hours availabie

Example=218.6 hours + 7.4 = 29.5 days

4.1. Booking annual leave

To book annual leave, you need to select ‘My time’. The screenshot below is displaying
an ‘Overview’ of your absence details. You will need to select ‘Book holiday’.

Saira Igbal Calendar

& View profile

o Events present

Holiday

A Home 2025 ~

< 10 Sep 2025 - 09 Sep 2026 >

View balances

(& Your next booked holiday is

No holidays c Joked

B mypay
@ Corporate Training

Reviews

Sickness View all sickness >

&% Current vacancies >

75 N\
k- View sickness in calendar )

You will then be required to select from the relevant option from the drop-down menu
and complete the fields marked with an asterisk (*).

My time

< Back to Overview

Holiday details
*Absence type (required)

Holiday

*Holiday period (required)

|m0d5l‘ choose .I

Full day

More than one day



mailto:trent.support@rbwm.gov.uk

< Back to Overview

Holiday details

*Absence type (required)

Holiday

*Holiday period (required)

Part day

* Start date (dd/mm/yyyy) (required)
01112025 | [

*Morning or Afternoon (required)

Morning

Once you have completed the fields, you will be required to select ‘Save.

My time

*Hoiiday period (required)

Part day

* Start date (Sd/mmvyyyy) (required)
01/11/2025 ®

*Morning or Afternoon (required)

Morning

Notes

To review your annual leave history, select ‘View All Holidays’.

My time

Annika Memhi Overview Calendar
£ View profile

© 18 Jun 2025 - 17 Jun 2026 >

» Events present

A Home

View balances |

. Your next boaked holiday is
Friday 07 Hovemiber 2025

B My pay

| Corporate Training

Q Reviews

Sickness
&% Current vacancics »

View sickness In calendar

View ocher absence in calendlar

My events

31 Oct 2025



4.2. Booking other absences
The method to book other absences is similar to how you book holidays. Click ‘+ Add

other absence.

My time

Annika Memhi Overview Calendar
& View profile

Holiday View all holidays »

« Events prosent

A Hame

2025 =

¢ 18)un 2025 - 17 Jun 2026 >

Wiews balances

I Vour next backed holiday is
Friday 07 November 2025

166.75

B wypay

# Corporate Training

[B Reviews
Sickness Other absence View all ather absence >
&% Current vacancies »

View sickness in calendar

My evenis

B 1 oans

Use ‘Other Absences’ to request time off for reasons not covered by annual leave. Refer
to the attached examples for guidance.
My time

< Back to Overview

Other absence details

*Absence type (required)
Please choose =
Reservist Mobilisation

Volunteering Leave

Annika Memhi Overview Calendar
£ view profile

» Events present

Holiday View all holidays >

A Home

< 18 Jun 2025-17 Jun 2026 *

Vi balarees

. Yaur next booked holiday is
g
Friday 07 Nevember 2025

166.75

B wypay

# Corporate Training

@ Reviews L™ :
Sickness View all sickness * Other absence absence *
&% Current vacancies »

View sickness in calendar

My events

o roans




4.3. How to view sickness

To view your sickness history, click ‘View All Sickness’. Please note that entries are
uploaded by your line manager, and you will have view-only access to the details.

My time -

Annika Memhi Overview Calendar
£, View profile

Haoliday View all holidays »

» Events prosent

A Home

2025 =

< 18Jun 2025- 17 Jun 2026 *

View balances

&, ¥our next baaked holiday is
Friduy 07 Nevember 2025

8 My pay 166.?5

# Corporate Training

@ Reviews

Sickness

&% Current vacancies »

View sickness in calendar

My events

31 Oct 2025

4.4. how to buy annual leave

Click onto the ‘my time’ section

Home
Aaron Butcher Dashboard News
& View profile

Latest company news View all news >

M Mytme

B Mypay
__Paysiip
L =10
@ Learning Sign up to Email Payslips! Spice Up Your Workday Notifying HMRC of
with Coffee Roulette! Changes to your Person...
Reviews
% Current vacancies >

Latest payslips Time & View all Time &
>

expenses

|

@ 25 Jul 2025

9 Authorised
Click to download

() Awaiting authorisation

|4

lg 25 Jun 2025

Click to download

Q Provisional

~

Click onto ‘buy annual leave’

My time
- - Overview Calendar

‘ & View profile

Holiday View all holldays >
A Home

< 08Jun 2025-07Jun 2026 > ( View balances )
B Mypay & Your next booked holiday is
No holidays currently booked

@ Corporate Training ® Book hobiday
& Reviews

Sickness View all sickness > Other absence View all other absence >
&% Current vacancies >

Add other absence
View sickness In calendar
N
View other absence in calendar )




Select your current position, scheme and the holiday year that you would like to
purchase leave for. Then select ‘Buy’.

< Back to Overview

Holiday buy/sell

* Position name (required)

‘ HRIS Specialist (Current) X w ‘

*scheme (required)

‘ Anniversary Scheme with Bank Holidays X - ‘

*Holiday period dates (required)

‘ 08/06/2025 - 07/06/2026 X ‘

Benefit window is open from 08 Jun 2024 to 07 Jun 2025 and 09 Jun 2025 to 08 Jun 2026.
*Action (required)

Buy X w

Input the number of hours you would like to purchase in the ‘No of hours’ field. Click
the Tab key on your keyboard or click anywhere else on the screen and the system
will calculate the annual cost of the hours you would like to purchase.

Min/Max allowed

| 1/37 ‘

*No of hours (required)

¥ )

Total value

| 877.29 ‘

Click on ‘Save’ to submit your request to your line manager for approval.




5. My Pay

5.1. Signing up for email payslips & P60s

Click the person icon in the top-right corner of the page.

Home -

Dashboard News

Saira igbal
& View profile

#:- Good afterncon Saira, walcome back

Latest company news View all rews +

B8 Wy pay
B n 'h 5 :
™™ .
@ Reien Sign up to Emall Trent ESS app now Notifying HMRC of
) Payslips! available! Changes to your...
o rre MANCH ]

T\
°o0 )

Select the ‘Settings’ button and then click ‘E-form preferences.

-~
1board News 2 My profile
!l Requests & surveys |
& Useful links >

Preferences £ Settings
e?semﬂwzﬁ
i
13 14 15 16 17 18 19 ;
EE
0 21 2 @) 2 5 %
& ¥ ¥

27 2.8 29 30 3 !

Fill out your email address that you want the payslips and P60 to be sent to and a secure
and memorable password. To keep your payslips and P60 documents secure, they'll be
sent as password-protected PDFs. Once this information has been filled out, click save.

[ Dark mode

About iTrent

E-form preferences

o The payslip/PE0 passwords can only use the characters A-Z, 8-z, 0-9,0r! "$% A &* ()- _+[
J}2., . @#-1 | <>

Payslip options
Email payslip

*Email address (required)

p—
“*Password for payslip (required)

*Confirm password (required)

P60 options

Use the same email and password for PE0's




5.2. Viewing and downloading payslips

To view your payslips, navigate to the ‘My Pay’ section. To download a payslip, click
the downward-facing arrow. Once downloaded, the payslip will be saved to your
browser’s Downloads folder, where you can easily view, print, or share it as needed.

Saira Igbal
& View profile

Payslips View my bank detalls >

. Searching with neither Start date nor End date will return all payslips.

Start date (dd/mm/yyyy) () | Enddate (ddimmiyyyy) (a]

¥ Download all

Net pay

@ Corporate Training

Download

Reviews

5.3. Viewing and downloading P60

To view your P60, go to the ‘My Pay’ section and scroll down past your payslips. To
download a P60, click the downward-facing arrow. Once downloaded, the P60 will
be saved to your browser’s Downloads folder, where you can easily view, print, or
share it as needed.

My pay

Saira Igbal My pay Time & expenses

£ View profile

P60
A Home

Start year End year
2019/2020 | 202472025

M Mytime

Employment period

5.4. Viewing and downloading P45 (Leavers Only)

Your P45 will be issued after your employment ends. To access it, navigate to the ‘My
Pay’ section and scroll below your payslips and P60. Click the downward-facing arrow
to download your P45. Once downloaded, the document will be saved to your browser’s
Downloads folder, where you can easily view, print, or share it.

Please note: If you have opted into receiving your payslips/P60s via email, a copy of your
P45 will be sent to you via email at the end of your final pay period.

r——— by pay Tire & euperaes




5.5. Submit Time & Expense claims

To add a new claim, select ‘Time & expenses’ and then click ‘+ Add claim’

Saira Igbal
& View profile

A Home

i 2
Time & expenses ® Events present

2025 ~

S
In progress

9 mytime

Seart date (ddimenyyyy)
23/06/2025

End date (ddimmvyyyy)
23/0912025

o]

@ Corporate Training

There are o Time & expenses dlaims to display

@ Reviews

&% Current vacancies >

My events

23Sep 2025

No events to display

From the drop down select the relevant claim template. Once you have chosen the
correct template, you then need to select ‘New’.

< Back to Time & expenses

1) Future dates are not allowed; a
AND
2) Any claims more than three months old (from today's
date) will be accepted but identfied for review and may not
be paid as per the expenses policy.

By submitting these forms you are providing an electronic ']
signature to the claim.

Start date (required)

01/09/2025 ()
Job title {required)

HRIS Assistant - R04067A0008 v
Claim template (
I RBWM - Mileage/Expenses vI

v

For ‘mileage claims’, you must select ‘Page 1°.

< Back to Time & expenses

Employee: Saira Igbal
Payroll: REWM Monthly

-~
Time & expenses claim entry: (New)
Job titie: HRIS Assistant

**CAR MILEAGE ONLY**
If you have VAT receipts to cover your miles, please select the VAT option from the vehicle list, otherwise select the NOVAT option.

H you are claiming for additional passengers, do not count the driver as a passenger.

(Once you have submitted your claim, any receipts should be retained for a period of 3 years from the claim date. Your manager will not authorise any VAT mileage claims without the receipts. v E




You will then be required to input the fields as displayed in the screenshot below and
select ‘Submit’. Please note that itis crucial that you ‘Submit’ the claim and not click
‘Save draft’ as it will be sat as a provisional claim and your manager will not be notified,
in turn it will not be authorised.

< Back to Time & expenses

If you have VAT receipts to cover your miles, please select the VAT option from the vehicle list, otherwise select the NOVAT option.

If you are claiming for additional passengers, do not count the driver as a passenger.

Once you have submitted your claim, any receipts should be retained for a period of 3 years from the claim date. Your manager will not authorise any VAT mileage claims without the receipts. %
]

Vehicle Scheme
VATRO4067 v || Business Miles ~
Date Miles claimed ~ Additional Passenger(s) From To Reason for journey
v

v (@[ [ . o+ -

i

For ‘expense claims’, you must select ‘Page 2.

< Back o Teme & saparaes

Tormn Bwmperran (e ety | e

Fol L S A
Frrphopes: Aavrdics Wisrrand

Praryro | VIR P iy

FEEFEMSESYS

Tiws g (85 B b 0 Gy By GaSH FRPETaRS. Tou TN ek T eufenit T iraem th Fhement drop-doeen b5 and then Igedt e Cath Smaesrt pang clmes

e Dot ady Canh
o I - -

Flmens Dune




You will then be required to input the fields as displayed in the screenshot below and
select ‘Submit’. Please note that itis crucial that you ‘Submit’ the claim and not click
‘Save draft’ as it will be sat as a provisional claim and your manager will not be notified,
in turn it will not be authorised.

< Back to Time & expenses

-
O cranges have been saved.
Time & expenses daim submission:
Claim template
RBWM - Mileage/Expenses

Job tite

HRIS Assistant

REWMTEQD02437

Payroll
REWM Manthly

Seart date

Time and expenses claim reference %

0140972025 o

5.6. Vie
To see all claims that you have previously submitted, whether they have been

authorised, in progress or rejected, use the status dropdown to select your preferred
filter. Then, choose a start date to see the time period you’d like to review.

Time & expenses
Time & expenses
Al
FR— [ropee—
Status 0110172025 ” o] 311102025 o [l
In progress -
2025 < >
oo n - e
In progress 31/10/2025
Provisional N . oo — ®
2 3 i
uthorised 14
7 8 s w on ! ®
Awaiting authorisation R
13 4 15 16 7 1] 19
g Cut off date —
Errors w» n o2 n u » P n -
Rejected 7 2 29 W N
i - -

A list of claims will appear and to view a claim, select ‘Summary’.

My pay a2~
Saira Iqbal My pay Time & expenses
& View profile
: & "
Time & expenses © Events present
A Home 2025 -
Seacur
In progress
B mytime
Scare e (d/mmiyyyy) End dace (dammiyyyy)
23/06/2025 B | | 2309205 al

@ Corporate Training

Claim name Startdate  Reference Cutoffdate  Status

I Reviews

&% Current vacancies >

8 My events

23Sep 2025

No events to display




6. Corporate Training

6.1. Booking a course

To book a course, select ‘Corporate Training’. You’ll then see a list of available course
options. Once you’ve found the course you’d like to attend, simply click on it to proceed
with your booking.

Learning a-
Saira Iqbal Courses My activities
& View profile
Courses o Events present
A Home 2025 ~
@ Searching with neither Start date nor End date will return all courses.
9 Mytime —
Nt
B Mypay Keywords o

Start dace (dVmmiyyyy)
2310072025 () | Enddate (d/mmyyyy)

® Corporate Training

Reviews

Learning activity 1 Type Duration Events available

[‘,eltu,m Uteracy

&% Current vacancies >

My events

Once you’ve selected your preferred course, click ‘Book onto course’ to complete your
registration.

Learning

< Back to Courses
Carbon Literacy

Date + Time  Tutor




Ensure you click ‘Save’ to confirm the booking.

Course booking details

Carbon Literacy

Course information

Date: 15 Oct 2025 - 15 Oct 2025
Venue: Braywick Nature Centre
Time: 09:00 - 17:00

Event booking details

Other information
Mobility constraints No

6.2. Viewing your courses

To view what courses you are currently booked on to, select ‘My activities’.

Learning

Courses

Saira Igbal
& View profile
A T &
Learning activities S e o o Events present
A Home S
@ Searching with neither Start date nor End date will return all activities
9 Mytime
Lesrring acvmies
Current
B mypay

Start date (dd/mmiyyyy) (5 | End date (dd/mmvyyyy) ]

# Corporate Training

Reviews

Startdate 4 Failed / reason

Renewal

Event name

&% Current vacancies >

To view your past and current courses, click on the ‘Learning Activities’ dropdown. This
will display all courses you’ve booked, regardless of their status. Whether they’re
completed, cancelled, in progress, or waiting authorisation. Then click ‘Search’ below
this for the results to appear.

6.3. How To Upload a Certificate

Navigate to the Corporate Training section and click ‘My activites’

Learning

Courses.

Annika Memmihi
‘ £ Wiew profile
Learning activities » Buents present
A Home
@ Searching with neither Start date nor End date will return all activities
n by timie
B sy pay

% Corporate Training

B Reviews

Status Saant date 4 Failed ¢ roascn

&% Current vacancies »

My events

11 Now 2025

No events [o display

No events to display

ﬂ All Colleague Conference Booked 24 Sep 2025 No



Click ‘+ Personal learning’

Learning -

Annika Membi Courses vy activities
£ View profile
Learning activities Wi iy takent profile
& Home
@ Searching with neither Start date nor End date will resurn all ac
™ sy time
......
B sy pay

Staet date ddemenyyyy) B) | | Enddae iddimmiyyy )

® Corporate Training

B Reviews

Satus Saartdate 4 Faiked ¥ roason

AL Current vacanties »

My everits

11 Now 2025

Mo events fa display

Fill out the relevant fields marked with an asterisk

Learning

< Back to My activities

Personal learning event details

*Event title (required)

[] internal

* Start date (dd/mm/yyyy) (required)

=)

* End date (dd/mm/yyyy) (required)

|8
Renewal date (dd/mmvyyyy)

|8
Attachments

+ Add attachment

No attachments have been added

To attach the certificate click ‘+ Add attachment’ and name the document and click
‘upload file’. Your browser will open up and select the document from where you saved
it.



Document attachment details

*Document name (required)

*Document type (required)

‘ Please choose
[J unk

—




7. Reviews and Obijectives

iTrent reviews video guide: iTrent Reviews Demo (youtube.com)

7.1. Booking and completing review

To schedule a review, click the ‘Reviews’ icon.

Reviews -

Annika Memhil Reviews Objectives
& View profile

Reviews

» Events present

A Home

Scheduled | [ Inprogress | [ Completed
&) Mytime

Review name Date + Time Stawus Locavon
B My pay

& Corporate Training

an Current vacancies

My events

31 Oct 2025

No events to display

Select ‘+ Schedule review’.

Reviews av

@ Reviews Objectives

* Events present

Reviews

All | { Scheduled In progress -

Date 4

2025~  Today < >

Review name Time Status Location

From the ‘Review name’ dropdown menu, select from one of the available options.

Reviews

< Back to Reviews

Schedule review

*Review name (required)

1 Please choose - r

Annual Review

Mid-Year Review
Start time (hh:mm)

End time (hh:mm)



https://www.youtube.com/watch?v=aaCQIIW9ZGQ

After selecting the relevant review, fillin all the mandatory fields (those marked with an
asterisk). When choosing your position, ensure you select the one marked Current. This
is important if you have multiple positions, as it allows your manager to view the correct
one in People Manager access. Select ‘Save’.

Reviews

Schedule review

121

* Start date (dd/mmiyyyy) (required)
2400205 | (8

Start time (hh:mm)
13:00

End time (hhomm)

*Position (required)

HRIS Assistant (Current)

Location

Teams

B o o e

Select ‘Back to Reviews’ to view the review you have just booked.

Reviews

Schedule review

* Start date (dd/mmYyyyy) (required)
24000025 | )

Start time (hh:mm)

To begin the review process, click on the 1-2-1 review. This will open the self-
assessment form for you to complete.

Reviews ar

@ Reviews Objectives

* Events present

Reviews

/ \ ™ ~\
- ._\Scheduled/_ ( Inprogress ) ._\Cornpleted

Date 4

2025 ~ Today < >

Mon Tue Wed Thu

Review name Time Status Location

[ 1-21 245ep 2025  13:00 Scheduled Aaron Butcher Teams ]

20 Aug 2025

Annual Review In progress

Aaron Butcher Teams

- Annual Review 25 Jul 2025 Complete Aaron Butcher

Mid-Year Review 01 lan 2025 Scheduled Nick Middlemiss



Complete the Talking points by adding the relevant comments in the boxes marked with
an asterisk (*), as shown above.

Reviews

< Back to Reviews

1-211

24 September 2025 at 13:.00
Between Aaron Butcher & Saira Igbal
Position: HRIS Assistant

Location: Teams

Status: Scheduled

Talking points Objectives

Talking points

* Please provide an update of your progress against your current objectives. (required)

Add response here

* Dlasea dicrice anu infarmal lasrning ananminitias shat unis umidel liva 1n avalare ek ae b

Once you have completed the form, click ‘Save’.

Reviews

* Have you witnessed or been subjected to sexual harassment or any other type of harassment or
bullying? If 50, are you aware of the reporting process? (required)

GUIDE

Comments

GUIDE

You must then click ‘Submit’. Your manager will be notified that a review has been
scheduled and will be able to view your comments. If you do not click ‘Submit’, the form
will remain in your Employee Self-Service account, and your manager will not be able to
access your comments via their People Manager access.

Reviews

< Back to Reviews

24 September 2025 at 13:00
Between Aaron Butcher & Saira Igbal
Position: HRIS Assistant

Location: Teams

Status: In progress

Talking points Objectives

Talking points
*Please provide an update of your progress against your current objectives. (required)

@ Saira Igbal wrote: 17/09/2025 at 12:17

GUIDE




Submit review

A /e you sure you want to submit?
Once submitted you will not be able to edit the review

"~ T

Reviews

< Back to Reviews

1-2-1

@ You have already submitted this review and it cannot be modified.

24 September 2025 at 13:00
Between Aaron Butcher & Saira Igbal
Position: HRIS Assistant

Location: Teams

Status: In progress

Talking points Objectives
Talking points
*Please provide an update of your progress against your current objectives. (required)

) saira Iqbal wrote: 17/09/2025 at 12:17
GUIDE

Once you have submitted your review, it cannot be modified. Select Back to Reviews to
get to the previous screen. Please note the same method applies when booking in all
review types as the one in this guide.

7.2. Viewing objectives

To view your personal objectives, click the ‘Objectives’ tab.

Reviews

Reviews

Saira Igbal
& View profile
Objectives
A Home <
D (inprogress ) ((Completed )
\ AN /
ﬂ My time
Start date (dd/mm/yyyy) B End date (dd/mmVyyyy) B
B Mypay SEP

® Corporate Training

Startdate 4 Completiondate  Rating

15 1% ° 18 19 20 21

22 23 24 25 2% 2 28

ah Current vacancies



8. Vacancies

To explore job opportunities, click on the ‘Current Vacancies’ tab. This will open a new
window where you can choose between:

RBWM Internal Job Vacancies - Takes you to the internal RBWM jobs page
RBWM External Job Vacancies - Takes you to the external RBWM jobs page

Reviews

Saira Igbal Reviews Objectives

& View profile
Reviews « Events present
A Home i
P (scheduled ) ((In progress ) ( Completed )
M Mytime

Review name Date & Time Status Reviewer Location

B My pay

RBWM Internal Job Vacancies

RBWM External Job Vacancies

& Current vacancies

& My events

235ep 2025




9. Useful Links

Select the personicon in the top-right corner of the page and you will be able to access
‘Useful links’. The list contains links to various video guides, which can assist you whilst
using Employee Self-Service.

Dashboard & My profile

Saira Iqbal
& View profile

RBWM Internal Job Vacancies

RBWM External Job Vacancies M Requests & surveys

Amend your bank details

@ Useful links

Amend your personal information

™ Mytime

& Settings >

Reset your device for shield users

My pay Submit an expense claim

Submit a holiday request

® Corporate Training
Submit overtime

Reviews View interactive payslips

View your current employment
details

&% Current vacancies >

View your payslips and P60s

View your P45

Add event

o
App Store HR Policies/Forms

Staff Benefits

&



10. FAQs

10.1. Payslips and Pay Information
What is my e-payslips password?

The password for your payslips will be the one you set up on your account via self-service.
If you do not remember this, you will need to contact trent.support@rbwm.gov.uk to reset
the password for you.

How do | change the email address that my payslips come to?

Navigate to E-form preferences (shown on page 16) and change the email address in the
email address field marked with the red asterisk and click save to process the changes.

Why can’t | change my bank name when updating my new bank details?

Once you have entered your bank details, click ‘Save’ to complete the update. The bank
name will automatically populate only after the changes have been saved. If you do not
click ‘Save’, the bank name will not appear.

10.2. How Do | Access My P45 and Payslips Once | Have Left RBWM?

After receiving your final pay, you can view and download your payslips and P45 from
home by following the below steps:

Navigate to the ESS homepage at ESS - Login options (webitrent.com)
Click on "A different account".

Your username will be your payroll reference number.

Your password will be your NI number (all uppercase and no spaces).
Once logged in, you will be able to view and download the necessary

documents.

oKD=

You will be required to create a memorable password. Please ensure you remember the
memorable password as each time you log in you will be asked for 3 specific and different
characters from the password.

You will retain ESS access for up to 365 days after your leaving date. After this period,
your access will be terminated and any post-period document requests may incur a
charge.

10.3. Error Messages

Why am | getting ‘check your internet connection’ error message?

This error message means 2 things. Either the email address you are usingto loginis
incorrect, or you are using the incorrect web address for iTrent.

Ensure the email address you are using is your 3 letters and 3 numbers. For example,
ABC123@RBWM.GOV.UK.

Please ensure you are using this link for iTrent Self-Service:
https://myselfservice.rbwm.gov.uk

Why am | getting request entity too large?


mailto:trent.support@rbwm.gov.uk
https://ce0865li.webitrent.com/ce0865li_lss/ess/dist/#/login
mailto:ABC123@RBWM.GOV.UK
https://myselfservice.rbwm.gov.uk/

This occurs when the request exceeds the servers file size limit. To help fix the issue
please follow the next steps.

On Google Chrome:

Click on the 3 dots in the top-right corner of the screen.

Select 'History' then 'History' again.

Click on 'Clear browsing data".

Tick 'Cookies and other site data' & 'Cached images and files'

Click on 'Clear data".

Once cleared, close down Chrome and re-open it. This should then fix the issue

A

On Microsoft Edge:

Click on the 3 dots in the top-right corner of the screen.

Select 'History"

Click on the trash icon at the top of the window that opens.

Change the 'Time range' option to "All time".

Ensure that 'Cached images and Files' & 'Cookies and other site data' are both
ticked.

Click on 'Clear now".

ok o0bd--

N o

Close the web browser and re-open it. This should resolve the issue.

10.4. Annual Leave and Absence Queries

How do | cancel booked annual leave?

Future dated: Click on the holiday request which will be sitting in ‘my time’. Then scroll to
the bottom and there will be a ‘delete’ button in red. You can then delete the requests
according to the ones you do not need.

Past dated: If the annual leave is in the past, your manager will need to delete it from
iTrent people manager.

How do | amend annual leave requests?

Click on the holiday request which will be sitting in ‘my time’. In the fields marked with a
red asterisk update the holiday information accordingly and click save to process the
changes.

How much annual leave can | carry over?

Any remaining annual leave balance up to 5 days will be automatically carried over into
your next leave year. If you are approaching the end of your leave year and your remaining
balance exceeds 5 days, please remember to get approval from your Assistant Director
and email trent.support@rbwm.gov.uk with the confirmation.

What should | do if | had annual leave booked but was off sick during those days?

Before your manager inputs the sickness on the system, either you can delete the annual
leave on self service if it is future dated or your manager will need to delete the annual
leave if itis past dated. Once this has been deleted, your manager can successfully input
the sickness on their end via people manager.


mailto:trent.support@rbwm.gov.uk

	1. iTrent Mobile App User Guide
	1.1. Downloading the app
	1.2. Connecting to RBWM iTrent
	1.3. Login

	1. Logging In
	2. Home
	3. Profile
	3.1. View profile
	3.2. Upload your profile photo
	3.3. Updating confidential information
	3.4. Updating other personal information
	3.5. Employment history
	3.6. Updating bank details

	4. My Time
	4.1. Booking annual leave
	4.2. Booking other absences
	4.3. How to view sickness
	4.4. how to buy annual leave

	5. My Pay
	5.1. Signing up for email payslips & P60s
	5.2. Viewing and downloading payslips
	5.3. Viewing and downloading P60
	5.4. Viewing and downloading P45 (Leavers Only)
	5.5. Submit Time & Expense claims
	5.6. Viewing previous expense claims

	6. Corporate Training
	6.1. Booking a course
	6.2. Viewing your courses
	6.3. How To Upload a Certificate

	7. Reviews and Objectives
	7.1. Booking and completing review
	7.2. Viewing objectives

	8. Vacancies
	9. Useful Links
	10. FAQs
	10.1. Payslips and Pay Information
	10.2. How Do I Access My P45 and Payslips Once I Have Left RBWM?
	10.3. Error Messages
	10.4. Annual Leave and Absence Queries


