S4rsh) University

&7 of Exeter

&

Entering Hours into Paid Time



Table of Contents

Entering Hours into Paid Time
How do | edit my paid time?

How do | clock in and out

20of 10



Entering Hours into Paid Time

LogintoiTrent.

https://staff.exeter.ac.uk/hrpr_ess/

Employee Self Service

i Trent
Login a8

Please logon using either

[ Single Sign-on account

Or

[ A different account

Powered by MHR

Choose Single Sign-on account.

Login using your username and password provided to you, if you are

unsure, please contact your line manager.

\
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From the home screen, click on “My Time” on the left-hand side of the
screen.

Mrs Lauren Stroulger
2 View profile

Dashboard News

@® Clocked in at 09:26 for paid time.

M Mytime

View all news >

iTrent User guide, how to
and helpful links

B Mypay

Mandatory Training Emergency Leave

From here you will be taken to an overview of your paid time, with two
tabs “in progress” and “authorised”.

Paid time

o

Start date (dd/mm/yyyy) (required) = End date (dd/mmyyyy) (required)
23/08/2023 ‘ 23/11/2023

Search
Duration Reason

Type Position

Record TSBMAY22 Thu 09 Nov 09:26

+ Add paid time

Click on + Add paid time. On the next screen you will be able to add the
details of the hours that you have worked.


https://staff.exeter.ac.uk/hrpr_ess/

231172023, 09:02 Paid time - ESS End date - The end date that you are cloiming for.

¢ Backto Overview End time - The time your shift ended.

Pilz;:;(dmmmmu.m Employee Comments - Add any extra information relating to your claim.
e
*Start time (hh:mm)(required)
( J To submit your hours, click “save” at the bottom of the page, this will then
*Position (required) be sent to your line manager for authorisation.
Lp\eaﬁe choose -J

My time

*Reason (required)

{ Please choose - }
. ¥ End date (dd/mm/yyyy)

End date (dd/mmsyyyy) al

L &

End time (hh:mm)

End time (hh:mm)

( )

Additional reference

Additional reference

BS Test
Employee comments

[ Please choose - W

Employee comments

hitps://staff2 exeter.ae uk/itx_t . P ”

Start date - The start date of which you are claiming for.
Start time - The time your shift started.

Position - From the drop-down list choose the position that you are
claiming for.

Reason - The reason you are claiming.
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My time

iTrent will also advise you of how many hours you have left to claim should

< Backto Overview you have an amount left over based on your visa conditions, as shown
Paid time be'OW.
"
* Start date (dd/mmyyyy) (required) @ My time

161172023 | (8

*Start time (hh:mm) (required) < Back to Overview

o

Paid time
*Position (required)

TRU Administra

/1112023, PB9450) NULL_FIELD.DUMMY You have now worked 17 hours this week. Your student visa only
llows to work 20 per week. You can only claim 3 more hours this week

*Reason (required)

@ Changes have been saved.

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

Hours Worked

Break length (minutes)

08/11/2023 | (8

* End date (dd/mm/yyyy) (required) *Start time (hh:mm) (required)

09:00

Please note based on your conditions of work iTrent will not allow you to
input any hours worked over your entitlement and will advise you of this
and not be saved.

*Position (required)

TMP - HR Advisor (16/12/2021, P80432)

For example - if your student visa only allows 20 hours of work and you try
to claim for over this amount, the below warning will be shown.

< Back to Overview

Paid time

5 You cannot save this claim. You have worked 23 hours this week. Your student visa only e
allows 20 work hours per week.

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

08/11/2023 =

*Start time (hh:mm) (required)

09:00

*Position (required)

TMP - HR Advisor (16/12/2021, P80432)
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Should you try to claim for a shift that overlaps another shift that is being How do | edit my paid time?

claimed for, the below warning will be shown.
Should you need to edit your paid time this can be done right up until it is

My time

authorised by your line manager.

< Back to Overview

Click on the “record” button for the hours that you want to change,

Paid time

X You cannot have an overlapping shift

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

a

indicated below.

*Start time (hh:mm) (required)

My time

*Position (required)
Miss Test Employee8

2 View profile

*Reason (required)
Paid time

Break length (minutes)

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

This will take you into the paid time where you can edit what is needed
once this has been done click on the “save” button at the bottom of the

page.
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My time

Once your Reporting Manager has changed the status of your leave

< Bockto Overvew request (i.e., authorised or not authorised), you will receive another

Paid time

confirmation via email.

* Start date (dd/mmiyyyy) (required)

02023 |8

*Start time (hhmm) (required)

University
of Exeter

*Position (required)

TMP - HR Advisor (16/12/2021, P80432)

*Reason (required)
Hours Worked

Timesheet Approved

Timesheet reference: TRU0O00009

Timesheet start date: 23/11/2023

Position: TRU Administrator (Position) - Occupant(s) Miss Test EmployeeA
Approver comment:

Payment date: 30/10/2023

Break length (minutes)

* End date (dd/mmiyyyy) (required)

w2023 |8

Element Type Time/Units/Miles Cash amount
Alternatively, if you need to delete these hours you can do so by clicking on AW

Set Units 5,000.00
the “delete” button. Fee

My time Total 5,000.00

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

Duration (ht:mm)

Additional reference

Employee comments

Authorisation status.

Awalting authorisation

O 2«

You will receive a confirmation via email and your Reporting Manager will

also receive a notification via email to authorise, reject or put your request
on hold.
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Once your hours have been authorised, it will appear in the overview How do | clock in and out?

“Authorised” section as shown below.
From the home screen, click on the “clock in” button in the right-hand

corner, as indicated below.

My time

Overview
O Miss Test EmployeeB Personal Employment
& View profile -
My personal details 7 Edn Confidential information
P A Home e =
Paid time i « Selct e ks bekow o view o amen your nformaton
S » Name: Miss Test Employee8 Sensitive information >
- B mytime Known as: Test
B Mypay -
Start date (dd/mmiyyyy) (required) B €nd date (dd/mmyyyy) (required) E -
24/08/2023 24/11/2023 Contact information
Type Position Start ¥ End Duration Reason Status
i Bar Lemon Gr ed 22 4 Wed 22 Nov 14:30 € Hours Worked  Authorised

You will be taken to the paid time screen and some criteria will
automatically be filled, start date, and start time.

Please Note: Your paid time can take up fo 3 days to be authorised. You will need to fill in the position that you are claiming and the reason.

Paid time

* Start date (dd/mmiyyyy) (required)
28/11/2023

*Start time (hh:mm) (required)

09:01

*Position (required)

TMP - HR Advisor (16/12/2021, P80432)

*Reason (required)

Hours Worked

Break length (minutes)

End date (dd/mm/yyyy)

o]
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Click on the save button at the bottom of the page.

Paid time

Additional reference

Please choose

Employee comments

You will be taken back to the home screen where the “clock in” button will
have changed to “clock out”.

The time that you clocked in will be shown on your dashboard.

News

O Dashboard

W Good morning Test, welcome back!

@ Clocked in at 10:42 for paid time.

Lo v

rder dashboard

Please remember at the end of your shift to click on the “clock out”
button in the right-hand side of the screen.
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You will be taken to the paid time screen; the end date and end time will
automatically be filled in with today’s date and current time.

Any additional comments that you would like to add can be filled in in the
employee comments at the bottom of the page, then click save to submit
the hours worked.

Paid time

Authorisation status

O O O ==

Changes will be saved, close the screen at the top and you will be taken
back to the home screen.

If there is an issue with your claim after it has been authorised, you will
need to contact your manager directly as it cannot be edited or changed
in Paid Time once it has been authorised.

Please note it is advisable that you submit your paid time daily to ensure
consistency and prevent a backlog of your hours. By doing this it will
ensure also that you are paid on time and within the payroll deadline.



IMPORTANT SECURITY ADVICE As this Self-Service system includes
some very sensitive information about you it is important that you use it
responsibly to ensure that the security of your personal information is
maintained. You should therefore always log out of Self Service once you
have finished using it and should never let anyone know your university
username & password. To log out of Self Service always click on 'Sign out
which can be found in the Utility menu in the top right-hand corner.
Alternatively, please ensure you close the browser or tab as this will log

you out automatically.
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