How to enter Probation Outcome/Probation Extension + attach letter in iTrent

Go to the person’s record/select Learning Events/New Personal Learning Event

LINKS

> Absence > Pay

~ Learning Events

>  Employment » Employee Details

> Checks (DBS, Medical) and Certificates (First Aid)

=
EE

Personal Learning Events New Personal Learning Event

Enter the details as below either (for successful completion of Probation):
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OR if Probation has been extended:
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To attach a document (Probation Outcome Letter or Probation Extension Letter):
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l New Personal Learning Event Document attachments

Event Notes

Event title® Probation Outcome
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Download the letter file:

Document attachment details New

Document®  Probation Outcome Lette
[Ncument type 4

Link O

Last updated time

Filename

Select a file _. Choose file | Mo file chosen

OR:
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Document type 4
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Filename

Select a file _. Choose file | No file chosen
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