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From your internet browser open the University’s home page (www.bath.ac.uk). iTrent has been developed primarily to
run in Firefox, other browsers (Chrome, Edge, Internet Explorer) will work but there may be some formatting issues.
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Open the Online tools menu and in the iTrent section select Manager Self Service.
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Manager Self Service (MSS)

Accessing MSS

Register as a line manager to start using MSS. You will need to register before you can

access any information within MSS.

Once registered, you can securely access and update details on your staff via iTrent for
MSS.

You will have access to only specific information from iTrent and only on the staff you
manage. You will not be able to view sensitive information such as the protected
characteristics of your staff (e.g. disability, gender, race, age, etc).

Need help?

Please contact your HR Operations Administrator via TopDesk or phone

Login to Manager Self Service (MSS)

/

Scroll down and click on Login to Manager Self Service (MSS).




From Human Resources

Manager Self-Service (MSS)

Log in to MSS to securely view and update information on your team.

Procedure

View more corporate information in Human Resources

1) Register as a line manager to start using MSS. You will need to register before you
can access any information within MSS.

2) Once registered, enter your normal University username and password.

For MSS line manager guidance on accessing and updating your employees'
information, including absence, click here.

For MSS line manager guidance on uploading probation documents, click here.

For MSS line manager guidance on uploading SDPR documents, click here.

Log in to Manager Self-Service (MSS)

And then click on Log in to Manager Self-Service (MSS).



iTrent
Roles

* Select role iraquired)

[Manager Self Service - Electric

ST

@ Contact administrator

On the login screen enter your User name and Password and login.



vack! You last logged in 1 minute ago
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My to do list (25) / Processes (0) Mobody is out of the office today

~y

From the home screen select My to do list.

Task rediractigne



Filter All active v Sortby Due date

[(aelect all I Redirect  Actions

_Iselect all for 08/02/2023

Select all for 20/02/2023

MUT STARTED Mare...

27{02/2023 (1) I select all for 27/02/2023

Leaver Check [

MOT STARTED Morsa,,

/02/2023 (2) Select all for 28/02/2023

Time & Expensas Approval _ WVARHROO0125613 (University of Bath (monthly))* Library - Casuals * Variable and Casual Hours *
Due: 18/02/2023

REQUIRES AUTHORIGATION Mare...

@ Tirne & Expensas Claim Approval |_0TMONUODOU1&34 {University of Bath imonthly) * Fnance - Core * Monthly Overtime =
Due: 28/02/2023

REQUIRES AUTHORISATION More..

This screen shows all your outstanding tasks to complete.

You can filter and sort the tasks by selecting option from the drop-down list.



Filter All active w Sort by Due date

Ciselectal

> Ly =

08/02/2023 (1) " ISelect all for 03/02/2023
New Starter IVT)|
@ (e ut |

NOT STARTED Mare..,

20/02/2023 (2) Select all for 20/02/2023
O o o

NOT STARTED Mare...

O  reave cre [

NOT STARTED Mare...

27/02/2023 (1)  Select all for 27/02/2023

O Leove cnecs S

NOT STARTED Maora..

28/02/2023 (2) select all for 28/02/2023

Time & Expensas Approval I R HFOO0 135613 {University of Bath (manthly))* Library - Casuals * Variable and Casual Hours *
Due: 18/02/2013

REQUIRES ALTHORISATION More...

@ Tirne & Expenses Claim Approval I_OTMONUOD{JOI&Bd {University of Bath (monthly) * Finance - Core * Monthly Cwvertime *
Due- 28/02/2073

REQUIRES AUTHORGATION More..

By ticking the box on the left-hand side of each task two new options will appear on top of the list: Redirect and Actions.



Redirect task
Tirme & Expenses Clim Approval - -OTHORNCODD0T634 (Universty of Bath (monthly))

Racipiont ™ Q

To redirect a task to another person, click Redirect. On this screen you can search for new recipient by their surname.

Click Save to redirect the task.



TODOLIST(25)

Filter All active v  Sort by Due date

[Iselect all  Redirect  Actions [uthorised
e T et suthodsed

08/02/2023 (1) [ select all for 08/02/2023

@ New Starter (v I <o of Ei=cironic & Electrical Engineering - Core * Due: 08/02/2023

1]
20/02/2023 (2) Select all for 20/02/2023

I - - Fcuitment & Programmes - Core * Due: 20/02/2023

NOT STARTED Mare...

Leaver Check _u man Resources - Core * Due 2000272023

OVERDUE NOT STARTED More...

3 | NOT STARTED Mare...

27/02/2023 (1) " select all for 27/02/2023
@ Leaver Check I_ Human Resources - Cone ® Due: 27/0172023

I MNOT STARTED Maora..
28/02/2023 (2) _Select all for 28/02/2023
Time & Expensas Approval _V.‘-.RHRDOC":ASH 3 {University of Bath (manthlyl) * Library - Casuals * Variable and Casual Hours *

Due: 18/02/2013

O RCOUIRE S AUTHORISATION More..

@ Tirne & Expenses Claim Approval l_ OTMONO00001634 {(University of Bath (monthlyl * Finance - Core * Monthly Overtime *
Due- 2R/00/2013

REQUIRES AUTHORSATION More..

By clicking on Actions, two options will appear: Authorised and Not authorised. By selecting one of these options, you can
authorise or reject all selected tasks with one click. Please ensure you view and check all the individual claims before
authorising them in this way.

It is recommended to authorise/reject claims individually using the method below.
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TODOLIST{Z5)

Filter All active ~  Sort by Duedate

[Cselect all  Redirect  Actions

] R

08/02/2023 (1) " Iselect all for 08/02/2023
R ———————————

| HOT STARTED Mare...

20/02/2023 (2) Select all for 20/02/2023

S

O NOT STARTED Mare...

© oo et |

NOTSTARTED | More...
27/02/2023 (1) " Iselect all for 27/02/2023
O Leove cnec

| MOT STARTED Mora,,

28/02/2023 (2) select all for 28/02/2023

Time & Expenses Approval I v2RHR000135613 (University of Bath (manthly])* Library - Casuals * Variable and Casual Hours *
Due: 18/02/2013

O REQUIRES AUTHORISATION More...

@ Time & Expensas Claim Approval |_OTMONUOD:)01634 {University of Bath (month ly)) * Finance - Core * Monthly Overtime *
Due- 1802020013

REQUIRES AUTHORISATION More...

To view and authorise the Time & Expenses Claim click on the claim or the grey arrow on the right-hand side.
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This is the Time & Expenses Claim authorisation screen:

iTren‘t B 23022023 "4

T Time & Expenses claim var

»~  Organisation 1

~ People

(—)W’J q Reference: %

Results 1 Person
esults 1 Per Payroll:
Select ai

o

User name
~ Time & Expenses Claims

Authorisation status*

Variable and Casual Hours 23/02/%

Reason

Element Date Comments

Basic Pay [variable)

Employee:

Job title: |-

dministrative Assistant

Page 1

Click here for Help and Guidance

Please submit your timesheet on a regular basis for authorisation

Amended Praject Code Time
From

You can view details of the claim, such as date, time from and to, any comments submitted by worker and amended

project code.

12
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iTl‘E'ﬂt B 23m202023 4

~ Organisation

University of Bath

= People

C emme_ 9 Q

Results 1 Person

Selecr &

@l |

~ Time & Expenses claims

Variable and Casual Hours 2302/

Time & Expenses claim variale an

vmn @)

empoyee: | I
Casual Admi e A
Job tihe: | =S84 {EMINGY
Reference: | VARHRODD135613
Payrall: | of Bath {r
Username ||

Authorisation status*

Reason

Please sut

Element Date Comments

Basic Pay (variable)

Authorized
Mot authorisad
O hold
Repcred

Page 1

lick here for Help and Guidance

bmit your timeshest on & reguiar basis for authorisation

Amended Project Code Time
From Te

From this screen you can authorise or reject the claim by selecting the relevant option from the drop-down list next to
Authorisation status. Then click Save.

Please note that as authoriser you are not able to amend any details of the submitted claim. If it is not correct you have to
reject it by selecting Not authorised option and the worker will have to correct the error and submit it again.
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Time & Expenses claim v

Job title:

Reference:

Payroll;

User name

Authorisation status * -
Reason

Page 1

Note the warning message on top of this screen. It is important to look for these warnings and if any duplicated
claims are identified they should be rejected and employee should resubmit a corrected claim.
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iTrent ©2a022023 x

m AL P T ¢ To do list / processes

~ Organisation M

Time & Expenses claim Variasle and CasusiHous MU B )

~ People

( Yurname ) Q empioyee: | NN

Rezts 1 Perion
Seledt A Casual Administrative Assistant
Selec

Job tite: |
©

~ Time & Expenses claims

Reference: | VARHRON)1 35614

Payroll: | University of Bath {manthly)

Variable and Casual Hours 230207

User name |

Authorisation status* “
Reasan
Page1
This form i5 for Yariable srd Casugl Hours (aims o)
Click here for Help and Guidance

Please submit your timesheet on a reguiar basis for authorisation

In this example the duplicate has been identified on another previously submitted claim and so the claim reference is
also included.
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iTrent ©zao2m023 X

i sn i T
cTo o e © -

~ Organisation MM
A1 row for 23/02/2023 is identical 10 1 row on a different daim with claim reference VARHROO0 135613
Time & EKFIEI‘ISES ClEIi!TI Wariable and Casual Hours W MENL 6 [ﬂ
~ People

Wsurname Employee: |_

Results 1 Person

Select & Jobtide: | 0"
w2

&

~ Time & Expenses claims

Reference: | WARHRONI1 35614

Payroll: | University of Bath [manthly)

Variable and Casual Hours 230075

User name | I

Autharisation status™ »

Page 1

ere for Help and Guidance

iar basis for authorisation

You can switch between claims by selecting them from the list on the left-hand side of the screen. You can scroll up and
down the list.
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iTrent ©za02:2023

~ Organisation

~ People

( Y Gamame va

Results | Person

Select a

Mame = Unir % Jb e 2 oew = Dare of kirth =

Casual Guireach Ambassador (|

S R - -: arocipaion dffice

~ Tirme & Expenses claims

Claim % Reference 3 Payroll T jobite 3

Casual Adminisrative ASSSTant.

VARHROOO 35614 University of Bath rrosthly)

Variable and Casual Hours

Sogial seouriry

Startdate & Sul

230272023

£ To dolist f processes

aim with clairy

a1 row for 23/02/2023 is identical to 1 row on a different da n reference VARHRO001 35613

& B

Time & EXDEI'ISES claim vaname and Casual Hours ~ MENU

Employes:
Jeb title: | _ PRSI
Reference: | VARHROOD135614
Fayroll: | Unwversity of Bath (monthiy)
user name | (I
Authidyisation status * b
Reason
Page 1
This form is for Yariable and Casual Hours Cla\ns ol

Click here for Help and Guidance.

Please submit your timesheet on a regular basis for a

The left-hand side menu can be expanded to show more details by clicking on the white tag.

Here you can also scroll left and right, up and down to view the claims and their details.

The menu can be minimised by clicking the black tag again.
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iTI"EI"It B 24/02/2023 X

el Ti | f
<To o e © -

»  Organisation M
A& 1 row for 23/02/2013 is identical 1o 1 row on a different clalm with claim reference
- Time & EKpE"‘lSEE I:lEIi!'I"I Wariable and Casual Hours W MENU 6 [ﬂ
~ People H

[' Wzurname » 4, Employee:

Results 1 Persgn

Select a Joby tite:

~ Time & Expenses claims

Reference: | VARHRODD 35614

Payroll: | University of Bath {manthiy)

Variable and Casual Hours 2302/

User name | I

Authaorisation sratus® w

Reason

Page1

Click here for Help and Guidance.

Pleaze submit your timeshest on a regular basis for authorisation

To return to your To do list click on the To do list link on top of the page.
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i'I'rent 8 24/02/2023 X

m ook die s < To do list / processes @ _

» Qrganisation 1

~ People

A1 row for 2300202023 s identical 1o 1 row en a different clalm with claim reference VARHROOCT 35613

Time & Expenses claim varissie and CasusiHous v uNU ]

3 Wournar = Employes:
[ Wsurname J Q, play
Results 1 Person

Select a Job tithe: |

# Time & Expenses claims

Reference

Payrall:

Variable and Casual Hours 23002/,

User name

Authaorisation status

Reason

You can access the Time & Expenses Claim Menu by clicking on MENU button on top of the screen.

From here you can view Timesheet claim summary and Timesheet claim submission.
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This is the Time & Expenses claim summary screen:

iTrent ©2a0220:3 x

~ Organisation 1

University of Bath

A~ PeDple

;:.‘_:Un*.;ma_ "'J Q
Rezults 1 Person
Setect a name | N

v MENU R

Time & Expenses clim reference | VARHROO0135614

Startdate | 23/02/2023

Paosition

~ Time & Expenses claims -
¥ Payroll | University of Bath {monthly)

' Variable and Casual Hours 2302/

Submitted date | 24021
Authorised date
Cut off date | 027032023

Authorsation status Arait 1 autnonsator

Element Type Time/Units/Miles Cash amount

Basic pay lvariable Time

Total 2112
These The final valuzs will be shown on the paysiip

Here you can see details such as submitted date, authorisation date, cut-off date, authorisation status,
time claim and cash amount of the claim.
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This is the Time & Expenses claim submission screen:

iTrent & 24022023 X

SEARCH RENT F

. Organisation m

» People
g
r._z'\-“""am'e ) Q Claim template | Varnable and Casugl Hours
Results 1 Person
Select Job title \ 1l Adyinstr atve AssiSTant

Time & Expenses claim reference  |VARKAO001 35514

~ Time & Expenses claims

Variable and Casual Hours 230207

Payroll | University of Bath imonthly)
Start date

Cotoffdate |09/0172013 - This claimwill not now be paid unil 2540

Here you can cancel the timesheet approval process by entering your password and clicking on Cancel

button. The claim will return to a provisional status and employee will see it in their Employee Self Service,
where they can amend and re-submit it again.
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iTrent ®zaozz0m: x Jim.,ﬂhnh‘:_“km

Cancefiing the timeshest approval process willretum thetimesheet ioa |
SEARCH b R ¥ i€ provisicnal statu: Do yeu wart to continue? ;
~ Organisation il KEl - n

A By eancelling this claim any linked workflow tazsks will alse be canceled
University of Bath

~ People : Time & Expenses claim submission
W= i w N -
( Jeuwmme +)Q Claim template | Variable and Casual Hours
Results ! Person
e Job title e

)

Time & Expenses claim reference | VARHROOD135514

~ Time & Expenses claims i Payroll | Univérsity of Bath {monthly)

Variable and Casual Hours 230025

Start date 02013

Cut ofl date | C09/01/2013 - This daimwill ot now be pasd untll 25/02/2023

Click OK to cancel the timesheet approval process or Cancel to return to the screen.
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There is no quick way to go back to your To do list from the Time & Expenses Claim Summary and
Submission screens and you will need to click on iTrent logo or University of Bath on top of the left hand

side menu.

B 24/02/2023 X

iTrent

SEARCH

~ Organisation

Weurname _ +) G

Results 1 Person

Select 8

A Time & Expenses claims

Variable and Casual Hours 230275

Element
Basic pay (variable

ay

Taotal

Time & Expenses claim summary Variable and Casusl Hours

Time & Expenses claim reference | VARHROO00135614
Startdate | J3/02/2023
vame | N
a Casual Administrative Assistan
Paosition OWZ L)

Payroll | University of Bath (monthly)
Submitted date | 24/02/2023
Authorized date

Cut off date | 08/03/2023

Authorisation status | Awaitng authorisaton

Type Time/Units/Miles

vumnu C &

Cash amount

2112

These will take you to the home screen, from where you can access My to do list again.
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To logout of MSS click on the face button in the top right hand side corner of the home screen, select the
Log off option from the drop-down list, confirm you wish to leave the page and then close your browser.

b ogged in 7 minutas aga
2§ You |ast logged in 7 minutes age

Ty Reorder home page

t- r :-.:"" v i "'M
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01/03/2022

My to do list (24) / Processes (0)

Nobody is out of the office today

=
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