
Supplementary Pay - iTrent Access 

You can view your interactive payslip or download a copy of your payslip from the 

homepage or the My Pay section. 

 

Contents 
Account Login ............................................................................................................................................................. 2 

Homepage .................................................................................................................................................................... 3 

View My Pay - View Interactive Payslip .......................................................................................................... 4 

Download Payslip .................................................................................................................................................. 10 

View P60 .................................................................................................................................................................... 12 

 

 

  



Account Login 
 

1. ESS - Login 

Select "A different account" to log in. 

 

2. Input username and password and select log in. Your username is your person code and 

you will receive separate communication regarding your password set-up. 

 

  

https://ce0795li.webitrent.com/ce0795li_ess/ess/dist/#/login?page=login


Homepage 
 

3. The homepage you will be presented with will give you latest payslip(s). 

You can download your payslip or select 'View my pay' to view the interactive version. 

 

  



View My Pay - View Interactive Payslip 
 

4. Select "View my pay" 

 

 

5. You’ll be presented with the MyPay section, which allows you to view and download 

your payslips and P60 documents. Within the Payslips area, select the payslip month 

you wish to view, and an interactive version of your payslip will be displayed. 

 



6. This will show the interactive payslip. 

The text highlighted in blue can be selected for further details. 

 

 

7. If you select Tax Code it shows a history of tax details. 

 



8. Selecting NI Category shows the history of your National Insurance details. 

 

 

 

9. USS Scheme gives a breakdown and contribution details.  

 

You will not immediately become a member of a pension scheme. However, you may 

choose to join the pension scheme following your first payment assuming you satisfy 

certain eligibility criteria. Depending on your age and future earnings, you may be auto 

enrolled into the pension scheme at a later date. 

 

 

 



10. Basic Salary gives an annual salary and breakdown for month. 

 

 



11. Tax gives a breakdown of tax calculations. 

 

 



12. Selecting NI-A give a breakdown of 'NI'able pay and national insurance due. 'NI'able pay 

is the portion of your total earnings that is subject to National Insurance (NI) 

contributions. 

 

13. Selecting Gross Pay provides a description of what it means. 

Gross pay is the total remuneration in the pay period before any tax, national insurance 

or pension deductions. 

 



Download Payslip 
 

14. Select 'My Pay'. 

 

 

15. Click the download icon for the payslip. 

 



16. This will download a PDF version of your payslip. 

 

  



View P60 
17. You will have access to your P60, if you are still employed at the end of the tax year 

when the P60s are produced. 

 

If you need to look further back, there is the option of the search functionality. 

 

You can add a Start year and End year to widen the search.  

 

The example in the image shows: 

Start year: 2023/2024 

End year: 2024/2025 

 

18. To download a copy of your P60, select the download icon next to the relevant tax year. 

The document will be saved to your device as a PDF file. 

 

  



19. Your P60 provides a summary of your total pay and the deductions made from your 

salary, including: 

• Total earnings for the tax year 

• Income Tax paid 

• National Insurance contributions 

• Student loan repayments (if applicable) 

• Employer and employee details 

• The relevant tax year covered 

 


