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How to authorise leave and time and expense claims – 

Electric 

1) Log in iTrent People Manager. Your To Do List is here: 

 

2) Click on this box 

3) This is the screen 

 

4) Click onto the arrow and you can see details of the request 
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5) Pull down the arrow and you can authorise the request here. For information on 

Holiday Balances, click here: 

 

6) SAVE  
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7) Return to your To Do list – click here 

 

OR 

8) You can tick each box and authorise by clicking the Actions button: 

 

 


