ESS GUIDE > HOW TO PRINT OR SAVE OBJECTIVE SUMMARY TO PDF

Overview

You can download a summary of your objectives to save as a PDF file or print to hard copy at any time.
You should “download” from Self-Service rather than “Print”.

Using “download” ensures additional details, including progress records, are included.

Once you have downloaded the objectives, you can save to your computer/laptop or print a hard copy.
The download will include any current objectives and objectives completed within the past 12 months.

This guide covers the following actions.

e Retrieving objectives.
e Downloading objectives.
e Saving or printing objectives.

RETRIEVE ALL OBJECTIVES

e You should change the default view to All objectives before downloading.
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 >
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ARE YOU BENEFITTING? ARE YOUR DETAILS UPTO BANK DETAILS UPDATES
DATE?

(™ absence

B rayaclaims

® Learning

/" PDR & Objectives

e C(Click on the Objectives menu option, as below.

e Any objectives which are in progress, that you have already added, automatically display.

e To retrieve all your objectives, including any that have been completed, click on All, as below.
e The display list will update to include completed as well as in progress objectives.
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iTrent Performance

Courtney Cox 116591 Rl
& View profile
Objectives
A Home
ol
ﬂ Absence _
Form name Startdate 4 Target date Linked to Status
B Pay & claims
Develop Excel Skills 31 Aug 2021 Progress S
31 Learming
Exam Board Training 31 Mar 2022 Progress S
/" PDR & Objectives
Implement New PDR System 30 Jun 2021 Progress (<

DOWNLOAD OBJECTIVES

e Once you have selected All, click the Download button, as below.
o The download may take a few moments to generate.

iTrent Performance

Reviews Objectives

Courtney Cox 116591
& View profile
Objectives
A Home
|
E Absence
Form name Start date 4 Target date Linked to Status

B ray & claims

Develop Excel Skills 31 Aug 2021 Progress (<]

* Learning

Exam Board Training 31 Mar 2022 Progress (=4
/v PDR & Objectives

e Once the download has generated, click to open in a new browser session.
e The download will include all objective details, including any progress records, as below.

TR 11 e Taking Skills 31 Jan 2022
Objective & 31 Mar 2021 (<]
Recruitment and Selection Training 30 Sep 2021 (<]
Software Licence Inventory for HRD 31 Jul 2021 (<]

~+ Add objectives

B TESTGH_EMPCURR..pdf A @3 Objective Suppor..dacx A
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iTrent
. Leeds Beckett University
Current Objectives
Effective From: 18/01/2022 Employee: Courtney Cox (116591)
Include Progress: Yes
Include Actions: Yes
Include Completed Objectives: 1 Year(s)
Objective Title: Develop Excel Skills

Objective Description

To attend the university's Excel course to develop my skills.

Type Start Date Completion Date Objective Rating
Development 31/08/2021(Target)

Objective Progress

The courses are all fully-booked until the end of June. | am on a waiting list for new course dates once these are released in July

Date Status Percentage Complete
19/05/2021 In progress
Objective Title: Exam Board Training

Objective Description
To attend exam board training before next year's exam boards

Type Start Date Completion Date Objective Rating
Development 31/03/2022(Target)
Obijective Title: Implement New PDR System

Objective Description

To work with the project group to scope, configure and implement a new PDR system via iTrent.

Type Start Date Completion Date Objective Rating
Wiork based 30/06/2021(Target)

Objective Progress

This project is now on hold for 2022-23

Date Status Percentage Complete
15/10/2021 In progress.

Objective Linked to

Created
Courtney Cox 116591

Objective Linked to

Objective Linked to

Created
Courtney Cox 116591

e You now have the option to save as a PDF file to your computer/laptop or to print as hard copy.
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