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1. Open iTrent Electric
2. Click on People in your links menu.
[image: Click on People in your links menu]
3. Select the employee from your list of reporting employees or by searching for the employee (as shown in the following image).
[image: Select the employee from your list of reporting employees or by searching for the employee ]

The person summary card will display and the Employment section shows the current contractual hours.
[image: Image of employment section in employee summary card]

If the employee has multiple roles click on the position name to display the details for each position.

4. Click on the hours line within the employment section to view further contractual information
[image: ]
The ‘Hours and basis’ form displays as follows:
[image: The ‘Hours and basis’ form displays as follows]

If the hours and basis information is incorrect please contact Human Resources.

5. To return to the Employee Summary Card please click on the employee name at the top of the screen.

[image: To return to the Employee Summary Card please click on the employee name at the top of the screen]

Mae'r ddogfen hon ar gael yn Gymraeg. This document is available in Welsh.
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Employment
SUPPORT YOUTH WORKER HOUSING OFFICER

Support Youth Worker (M9999L) | Various Caledfryn | Rhyl Locality
3.00 hours | Employee | Part time | Permanent
Started on 03/10/2017

Reporting manager
91178 Mrs Joanne Bloggs
Business Officer





image5.png
Employment

Organisational Development Specialist - Systems & Management
Information (M2971P) | County Hall | Human Resources

37.00 hours | Employee | Full time | Permanent

Started on 20/11/2017

Reporting manager
91178 Mrs Joanne Bloggs
Business Officer
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