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Employee Self Service - Payslips
This guidance document will show you how to:

e LogintoiTrent Self Service
e Setup your electronic payslip so you can receive it by email and
access all your previous payslips

lil

iTrent

Your work phone will have an icon that looks like this: IS

If you do not have an icon you can access Self Service on any mobile
device by going to: www.york.gov.uk/itrent

At the login screen please enter your username and password. This
will have been emailed to you.


http://www.york.gov.uk/itrent

EMPLOYEE SELF-SERVICE
i a Login

Username *

Forgotien usemams?

Password *

Forgotien passwornd

You will be asked to choose a new password. Please choose three
different words, with spaces. The only requirement is that it is a
minimum of 10 characters long. This includes spaces. For example:
tree car race

Getting your payslips

To choose an email address where you want your payslip to go
please select the person symbol on the top right of the Home page,
as shown below, and select ‘E-form preferences’. You may also find
this option under ‘Settings’.



iTrent

& My profile

@ Useful links >

o Settings >
“’ Start date (dd/mm/yyyy) = |
" End date (dd/mm/yyyy) =
L J
Pay date Net pay Download
31 Jul 2022 3
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Please put a tick the ‘Email payslip’ box and enter your chosen email
address. Payslips are sent password protected. Please choose a
password to open your payslips here. This can the same as your Self
Service password if you wish:



E-form preferences X

The payslip/P60 passwords can only use the characters A-Z, a-z, 0-9,
spaceor!"$% " & ()- _+[1{}7?,.;@#~/|\<>="":

Payslip options

\Z\ Email payslip

Email address ®

Password for payslip .

Confirm password ®

o Yoo

Then press the ‘Save’ button.

Getting your payslip emailed to you is only one way of accessing your
payslips. All payslips are available to download from the ‘My Pay’
section on the Homepage.



Getting your payslips (continued)

All your payslips can be found in the My Pay section found at the
bottom of the screen.

My pay Time & Expenses

Payslips View my bank details >

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

‘ Start date (dd/mm/yyyy) = '

End date (dd/mm/yyyy) E

¥ Download all

Pay date Net pay Download

31 Jul 2022 ¥
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To download a payslip simply click on the symbol shown by the
downward arrow. This will take about 20 seconds. You will not need
a password when opening payslips this way. You can also just view
the payslip on screen by tapping the date under ‘pay date’.



