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Introduction

Employee Self Service (ESS) is a module of the iTrent integrated HR and Payroll system that is managed
by Newport City Council. ESS is a secure web based interface that enables employees to take
ownership of their information and is accessible to every employee of the Council.

The benefits of Employee Self Service include:

¢ View, amend and add your personal information
e View your current and historical employment information

e View and update your bank details

e View, save and print your current and historical payslips
e View and print your P60 (Annual Pay Summary)

e View your absence history

e View your learning history

e Book annual leave

e Purchase additional annual leave

e Submit expense claims and timesheets

Please note:

There are more comprehensive user guides for specific aspects of ESS to be found in the iTrent
User Guidance Directory, which can also be found on the NCC Intranet (home page > My

Employment > Online Access).

Getting started

To log in to your Employee Self Service account you will need access to a computer or tablet with an
internet connection. Open your internet browser and enter the following web address in your address
bar: www.newport.gov.uk/ess. Alternatively, if you have access to Newport City Council’s internal
network, you can access the login screen from the Intranet home page: My Employment > Online
Access > iTrent - Employee Self Service (ESS) Login.

Employee Self Service

1 Trent
Login ]

* Username (required)

| |

‘ Forgotten username?

* Password (required)

| |

Forgotten password?

{ Login

@ Contact administrator

Your username is your 6 digit personal reference
number (sometimes known as staff number).
Initially, your password will be set to a combination of
your National Insurance (NI) Number, with the first
letter in uppercase, followed by your full year of
birth. Your NI number can be found on an old paper
copy payslip (if applicable) or any documentation
received from HMRC.

Forgotten user name — enter your email address and
we will send you your user name.

Forgotten password — complete the details to send
yourself a password reset link. Please note that this
link needs to be used within 6 hours of requesting it,
otherwise a new one will need to be requested.

Contact administrator — this will prompt you to send
an email to the Trent Helpdesk:
trent.helpdesk@newport.gov.uk
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You have successfully logged into Employee Self Service. The cards on the home page take you directly
to information already stored, and in some cases directly to the forms needed to send a request to

your manager.

Person Menu

My profile — view and update your personal information,
My profile such as addresses, contact info, emergency contacts, bank
details and vehicle details.

Requests & Surveys

Useful links

Requests & Surveys — access forms related to your
employment, which can be completed and submitted via

Settings

Eform preferences your ESS account.

Change password

[J Dark mode

Change password — change password. All users should be required to do this upon logging in for the
first time.

E-form preferences — allows you to sign up for emailed payslips and to set a password for them.

Sign out — this will disconnect you from the system, taking you back to the login screen.



Profile

Clicking on ‘View Profile’ will take you to Personal, Employment and Talent pages:

My profile

Personal Employment
Robert W

& View profile

™ My time

Personal

This page will allow you to view and update your personal details, including your bank details.

. g o , My Personal details — includes your
My personal details # Edit Confidential information

name and other basic information.

Select the links below to view or amend your infarmation |
o Name: Robert Ward Sensitive information >
@ View attachments . . . .
Confidential information —

disability, ethnicity, marital status,

Contact information etc.

B Home - Mailing Address: 1]

Contact information — mailing

B =-mail address:
address, personal email address,
B Home telephone: - _o0 L .
home phone number, mobile
B internal telephone:

phone number.

B Mobile telephone:

B User el address | Friends and family - Emergency

contacts: who would be contacted
- J ‘just in case’?

Friends and family :

Type Contact name Relationship Contact number Primary contact

=

Wife Yas

Fathar N

o

+ Add Emergency Contact

Bank details
+ Add buttons allow you enter additional information, for example:
Edit buttons allow you to update information already stored: # Edit



Employment

This page includes information about your current and previous employment history, including
reporting manager and working hours. Each row in the My employment section can be clicked to show

more detail.

You can also submit your resignation from your current job details screen.

Requests & Surveys lists forms which are available to you to complete and submit, for example to
request maternity leave, make a Flexible Working Application, or complete a Wellbeing Support Plan.

My employment
Period of employment Position Department
. 03 Jan 2011 - present Business Development Officer Newport Intelligence Hub
|
01 Aug 2007 - 02 Jan 2011 HR Admin Officer Administration Support
07 Feb 2005 - 31 Jul 2007 HR Admin Assistant Administration Support

Requests & Surveys

VBN~

o

| Title Due date
_J Mew Starter Form (MHR) 12 Oct 2020
B
Composting Respiratory S5creening 09 Jul 2021

Register of Employee Disclosures Ve

Position(s)

Business Development Officer

Business Development Officer

Business Development Officer

Status

In progress

In progress

New

[TEN}




Talent

This page lists your Qualifications and

Qualifications

Skills & Expertise. Each row is clickable

oED D

to view more detail.

Subject Level Grade Sratus Attachments
History A Level C Authorised =

|

|
Religious Studies A Level A Authorised = |
English Literature A Level B Authorised =

-
English BA 2 Autharised [S] ]
Introduction to Teaching Certificate Pazs Authorised =
Photography - Level 1 City & Guilds Authorised =
English Language GCSE A Austhorised =

Music GCSE B Authorised = ||
|
Click here to add a qualification* > i

Skills & Expertise

o CCd

Skill 3 Score Sxill expiry date Stanus
Welzh Language - Written _ Authorised
Welzh Langusge - Understand — Authorised
Welsh Language - Spoken — Authorised
! Welsh Langusge - Reading _— Authorised

Click here to add a skill >

|
*Completing the new Qualification details form: < Back o Talent
Qualification details
As you type the subject of your qualification, the text *Subjec (raquired)
will be auto-populated from a list. If the subject does [ esse chooze .
not appear automatically, [ 5 cequren L] sesectracinee
. ‘¢ *Level (required)

you will get the message ‘No Culinany] e 7
matches found’. Mo results found .

Achievement/grade

‘ Please choose - ‘
In this case, tick the ‘Subject '

o, [] subjectnotin list Placa of lsarming

not in list’ box, then re-type the \ \
subject into the field. oy et en e iy '

| 8
If you do not know the exact date Dace obtained (d/mmiyyy)
on which you obtained the | oo dace ( =]
qualification, tick the ‘Approx. date’ [ Aeproc dets
box. Valid until (dd/mmiyyyy)

| =
Click the ‘Save’ button once the form has been
completed, or ‘Cancel’ to close the form without

saving.



My Pay

2 View profile

7 Performance

Clicking on the download button for
any payslip will begin the download,
which may take a few seconds. You
will see a message informing you that
the download has begun.

Once the download has completed,
you will receive a message asking you
if wish to ‘Open’ or ‘Save’ the
document. Clicking ‘Open’ will open
the document using your default PDF
reader software. If necessary you can
then save or print the document.
Please be aware that if you do not
have PDF reader software installed on
your computer or device, you may not
be able to open the document.

Robert Ward This section contains links to download your payslips and P60s.

The list of payslips shows those from the last 12 months by default, but you

A Home can search on a specific period using the date period search at the top.
™ My time
® Learning :1:“|=:.ay;-lgps View my bank details >

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

‘ Start date (dd/mmiyyyy)

B

End date (dd/mm/yyyy)

B |

Pay date Net pay Download

20 Nov 2020 1,760.52 @
20 Ocr 2020 1,792.72 !

20 5ep 2020 1,949.47 ¥

20 Aug 2020 1,716.53 L4

20Jul 2020 1716.33 !

20Jun 2020 171653 4

20 May 2020 1,716.53 !

20 Apr 2020 1,716.53 L4

L 8 | T YT

This section also contains Benefits (annual leave purchase) and Time & Expenses pages. More
guidance around these can be found in the relevant user guides, contained in the iTrent User Guidance

Directory.

Benefits Time & Expenses
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My Time

O

Robert Ward
& View profile

This section contains your annual leave, sickness absence, other absence
(e.g. unpaid leave, funeral leave, bereavement leave) and TOIL (if

applicable).

A Home

You can request annual leave, see
your past and future bookings, and
link to Annual Leave Purchase from
the Overview page.

My time

Overview Calendar

Please note that sickness absence is read-only here: your line manager
would be the one to enter sickness absence period dates, not yourself.

B My pay

® Learning

A~ Performance

Annual leave View all annual leave >

)
)

< 01 Apr 2021 - 31 Mar 2022 >

View balances

Annual leave purchase

236.8

& Your next booked annual leave is
Hours available

No annual leave currently booked

vp

y\ Book annual leave
Sickness View all sickness > Other absence View all other absence >
View sickness in calendar Add other View other
N ) absence absence in
calendar

TOIL View all TOIL >

There is no TOIL scheme currently attached

There is also a useful calendar view, showing all your absences for whatever period you choose:

P

Calendar

Overview

| My calendar  ~ ‘ ‘ Today ‘ | < | > | 24 Jan - 30 Jan, 2022
+ All Flexitime Annual leave | More filters - ‘ \ Day - Month ‘I
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Jan 24 Jan2s Jan 27 Jan 28 Jan 29 Jan 30
07:24 Business Developm...  07:24 Business Developm... | 07:24 Business Developm... | 07:24 Business Developm...  07:24 Business Developm...




Learning

This section lists all of the corporate training you have been on (starts with

Robert Ward
‘¢ ’ . B ‘ ’
O 2 View profile CORP’), plus any elLearning you have completed (starts with ‘ELP’).
A Home
My activities
B My time
Learning activities View my talent profile >
B Mypay remm—
‘ Current -
a Leaming No fearning activity details have been added yet |
A" Performance b=
Please note that you will need to change the Learning Learning activities
=t ‘¢ ’ ‘ ’
activites drop-down from ‘Current’ to ‘All’, in order to [Lea,.i.gm.i._‘es ]
. . .. Current =
display the list of completed training (you could also A
‘ ”n. Awaiting authorisation ails|
choose ‘Completed’): Sonked
Cancelled
Completed
Current
Expired
Refused
Waiting list
Learning activities View my talent profile >
Learning activities
All -
Event name Status Start date 4 Failed / reason Renewal Cost
ELP - Display Screen Equipment (D5E) Completed 01 Jul 2020 No | |
ELP - The General Data Protection Regulation .
(GOPR) Completed 01 Jul 2020 No
ELP - Carer Awareness Completed 08 jun 2020 No
ELP - Safeguarding involves us all Completed 21 May 2020 No
CORP - Cynlluniau Gorau a Hawdd fel Dwr / The .
Best Laid Plans and A Walk in the Park Completed 23 Nov 2018 No h
I
ELP - DSE Completed 08 Nov 2018 No
ELP - Violence Against Women Domestic Abuse Completed 30 Nov 2017 No
and Sexual Violence
CORP —:‘1\ Wales Anti-Slavery and Human Completed 27 Sep 2017 No
Trafficking
|s=-9 L_8_}

Social Services employees will also see training which starts with ‘SWBH’: this is social work specific
training which you have undertaken, which is provided regularly by the Social Services Training Unit
for upload into the HR & Payroll system.



