iTrent ESS Guidance Sheet

Viewing and editing your Payslip email address
Multi Academy Trust

1. When you are successfully logged in to iTrent employee self-service click the utility menu button
in the top right corner (person icon with an arrow).

2. Select ‘Settings’
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3. Select ‘E-Form Preferences’
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4. Check the payslip email address shown and change if required.

E-form preferences Close X
L) The payslip/P60 passwords can only use the characters A-Z, a-z,0-9,or " $ % A &*()-_+
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Payslip options
*Email address (required)

5. Enter a password to protect your emailed payslips. This password must be at least 12 characters
long.

* Password for payslip (required)

* Confirm password (required)
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6. Scroll down and click the ‘Save’ button.




