ESS GUIDE > HOW TO ATTACH DOCUMENTS TO YOUR OBJECTIVES

Overview

e You can upload supporting documents to individual objectives if you wish.
You can upload multiple documents to a single objective.

You can delete any attached documents if you wish.

You can upload your objectives as a document attachment if you wish.
Your manager can view any documents you upload, via People Manager.

This guide covers the following actions.

Uploading supporting documents - pages 1-3.
Downloading supporting documents - page 4.

Deleting supporting documents - pages 5-6.

Uploading your objectives as one document - pages 7-9

UPLOAD SUPPORTING DOCUMENT

e Login to Employee Self-Service and click on the PDR & Objectives Menu option, as below.

iTrent

Courtney Cox 116591 Dashboard

& View profile

-®: Good afternoon Courtney, welcome back!

Latest company news View all news >

‘éb & = o .,7
=R= o >

& Learning ARE YOU BENEFITTING? ARE YOUR DETAILS UP TO BANK DETAILS UPDATES
DATE?

™ Absence

B Pay & Claims

/' PDR & Objectives

e C(Click on the Objectives menu option, as below.
e Any objectives which are in progress, that you have already added, will be displayed.
e C(Click on the paperclip icon for the relevant objective, as below.
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Performance

Courtney Cox 116591 s Objectives
& View profile
Objectives
A Home
o & o
M Absence _
Form name Start date 4 Target date Linked to Status
B Pay & claims
Develop Excel Skills 31 Aug 2021 Progress [
® Learning
Exam Board Training 31 Mar 2022 E
/v PDR & Objectives
Implement New PDR System 30 Jun 2021 Progress ®

e This will open a new Document Attachments window, as below.

< Back to Objectives

Document attachments

No attachments have been added yer

<+ Add arachment

e C(Click on the Add Attachments button, as above, to open a new window, as below.

Document attachment details Close X

* Document name (required)

- %

+ Upload file No file selected

Tip: If you are accessing iTrent off-campus, via RemoteApp, you will need to save the document to be attached to
the C drive > Users folder (P drive for Mac users) on your computer/laptop before you can search for and select it
within Self-Service. An example screenshot is below. The name of the C drive and User folders will differ on your

computer/laptop.
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« v A > ThisPC > ConHC33030LT > Users » hollan02 *» v O
Organise New folder
~
« 5 This PC ~ Name Date modified Type Size
v C on HC33030LT 1 3D Objects 16/04/2020 06:18 File folder
PerfLogs = Contacts 16/04/2020 06:18 File folder
Program Files Desktop 19/03/2020 16:06 File folder
N3/ g Fil
Program Files (x86) Documents 19/03/2020 16:06 e folder
4 Downloads 03/06/2020 09:54 File folder
Favorites 19/03/2020 16:06 File folder
barber03
aroer a Links 16/04/202006:18  File folder
Csadm1n0t Music 19/03/2020 16:06  File folder
v hollan02 OneDrive 23/03/2020 08:53 File folder
# 3D Objects OneDrive - Leeds Beckett University 03/06/2020 06:41 File folder
= Contacts Qutlook Files 19/03/2020 15:03 File folder
Desktop Pictures 19/03/2020 16:06 File folder
Documents Saved Games 16/04/2020 06:18 File folder
Searches 16/04/2020 06:18 File folder
# Downloads
i Videos 19/03/2020 16:06 File folder
Favorites
D JavaExceptionFix3 19/03/2020 16:06 Text Document 0 KB
2 Links

e Document Name > give the file an appropriate name.
o Upload File > click to browse for and select the document to be attached, as below.
e C(lick Save to upload the document.

Document attachment details Close X

* Document name (required)

P -

R+5 Training Confirmation

. 4

+ Upload file Objective Supporting Document.docx

e Once the document has uploaded, the screen will display as below.
e Click the Close link to return to the Document Attachments window.
e From there, click the Back to Objectives link to return to the main Objectives screen.

Document attachment details Close X

. The document 'R+S Training Confirmation® has been successfully saved.

* Document name (reguired)

- \

R+5 Training Confirmation

Existing filename

P "

Objective Supporting Document.dc

. 4

+ Upload file No file selected
=Y —

3
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e To attach a second or further attachment, repeat the steps outlined above.

DOWNLOAD SUPPORTING DOCUMENT

e To download a document, click on the paperclip icon for the relevant objective, as below.

iTrent Performance

Courtney Cox 116591 RevieWs Objectives
& View profile
Objectives
ﬁ' Home
o
m Abzence .
Form name Start date 4 Target date Linked to Status
B Pay & Claims
Develop Excel Skills 31 Aug 2021 Progress =
® Learning
Exam Board Training 31 Mar 2022
#¥ PDR & Objectives
mplement New PDR System 30 Jun 2021 Progress (=]

e This will open the Document Attachments window, as below.
e Any documents already attached will be listed, as below.
e C(Click on the document name, as below, to open the Document Attachments window.

< Back to Objectives

Document attachments

& R+S Training Confirmation I 7 Edit

+ Add attachment

e C(Click the down-arrow download button to download and open the file, as below.

Document attachment details Close X

* Document name (required)

P -

R+5 Training Confirmation

.

Existing filename

Objective Supporting Document.dc I 3

L

+ Upload file No file selected
€ € €D
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e Once the document downloads, open it in a new browser session, as below.

@ Objective Suppor...docx

ﬂ L Type here to search ﬂ
DELETE SUPPORTING DOCUMENT

e To delete an existing document, click on the paperclip icon for the relevant objective, as below.

iTrent Performance

Courtney Cox 116591 RevieWs Objectives
& View profile
Objectives
A& Home
o
ﬂ Abzence .
Form name Start date 4 Target date Linked to Status
B pay & Claims
Develop Excel Skills 31 Aug 2021 Progress =
® Learning
Exam Board Training 31 Mar 2022
/v PDR & Objectives
mplement New PDR System 30 Jun 2021 Progress (=]

e This will open the Document Attachments window, as below.
e Any documents already attached will be listed, as below.
e C(Click on the document name, as below, to open the Document Attachments window.

< Back to Objectives

Document attachments

& R+S Training Confirmation I # Edit

-+ Add attachment

e Click the Delete button to remove the document, as below.
e Click Confirm to delete the file or Cancel to cancel the deletion, as below.

June 2023 5



Document attachment details Close X

* Document name (required)

| R+5S Training Confirmation |

Existing filename

P -

Objective Supporting Document.dc

=+ Upload file No file selected
=

3

Delete record? Close X

A Are you sure you want to delete this record?
< &
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UPLOAD OBJECTIVES AS ONE DOCUMENT ATTACHMENT

e Login to Employee Self-Service and click on the PDR & Objectives menu option, as below.

iTrent

Courtney Cox 116591
& View profile

Dashboard

. Good afternoon Courtney, welcome back!

Latest company news View all news >

ﬂ Absence

e
yA\
B Pay & Claims @;-.@ @
A K= e ED
® Learning ARE YOU BENEFITTING? ARE YOUR DETAILS UP TO BANK DETAILS UPDATES
DATE?

A" PDR & Objectives

e C(Click on the Objectives menu option, as below.
e Any objectives which are in progress, that you have already added, will be displayed.
e C(Click on the Add Objectives button to open a new Objective Details window.

iTrent Performance
| & View profile
Objectives
A Home
o
M absence
Form name Startdate 4 Target date Linked to Status
B ray & claims
Develop Excel Skills 31 Aug 2021 (<]
® Leaming
Implement New PDR System 30 Jun 2021 (<]
/" PDR & Objectives
Minute Taking Skills 31]Jan 2022 (<]
RS R-cruitment and Selection Training 30 Sep 2021 (<]
Software Licence Inventory for HRD 31 Jul 2021 (<]
-+ Add objectives

e  When you click on the Add Objectives button, a new window will open as below.

e Objective Title > create an appropriate name for your objective summary, eg PDR Objectives Overview 2023.
e Objective Type > select either Work Based or Development.

e Attachment Date — add the start date of the PDR cycle, eg 01/07/23.

e Description > add brief details, eg “See attached document”.

e Target Completion Date > add the end of the PDR cycle, eg 31/12/23.

e Completion Date > leave blank until after your annual PDR discussion.

e Position > this field defaults to “All” and should be left as “All”.

e Document Attachments > click on the link > click on Choose File > browse for and select your document.

e  Click the paperclip icon to save the document as an attachment.
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e C(Click the Save button to save your changes.

{ Back to Objectives

Objective details

Objective details: New

Objective Title (required)

FDR Objectives Overview 2023

Type (required)

Development
Work based

Attachment date (required)

01/05/2023 =

Description

See attached document.

Target completion date

31/12/2023 ﬂ
Completion date
Position

<All> o

+ Document attachments

Attach document

| Choose file | PDR Objectives Overview 2023.docx |{J)

| Add chosen file as attachment |

(oo oo

Tip: If you are accessing iTrent off-campus, via RemoteApp, you will need to save the document to be attached to
the C drive > Users folder (P drive for Mac users) on your computer/laptop before you can search for and select it
within Self-Service. An example screenshot is below. The name of the C drive and User folders will differ on your

computer/laptop.
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« v A > ThisPC > ConHC33030LT > Users » hollan02 *» v O
Organise New folder
« = This PC ~ Name - Date modified Type Size
# 3D Objects 16/04/2020 06:18 File folder
PerfLogs = Contacts 16/04/2020 06:18 File folder
3 Program Files Desktop 19/03/2020 16:06 File folder
N Program Files (x86) Documents 19/03/2020 16:06 File folder
% Downloads 03/06/2020 09:54 File folder
Favorites 19/03/2020 16:06 File folder
barber03 # Links 16/04/202006:18  File folder
Csadminot Music 19/03/2020 16:06  File folder
OneDrive 23/03/2020 08:53 File folder
# 3D Objects OneDrive - Leeds Beckett University 03/06/2020 06:41 File folder
= Contacts Outlook Files 19/03/2020 15:03 File folder
» Desktop Pictures 19/03/2020 16:06 File folder
3 Documents Saved Games 16/04/2020 06:18 File folder
s Downloads Searches 16/04/2020 06:18 File folder
s Favorites Videos 19/03/2020 16:06 File folder
Lk D JavaExceptionFix3 19/03/2020 16:06 Text Document 0 KB

e Once the objective has been saved, the Objectives screen will display as below.

Objectives

Form name Start date & Target date Linked to Status
10-44-01 Test Objective 31 Jan 2023 Progress =
Objective 2 Progress =

PDR Objectives Overview 2023

-+ Add objectives

31 Dec 2023 Progress E
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