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1. GETTING STARTED

If you are a first-time user of the system instructions for accessing the portal are included within the
email sent to you by your payroll administrator. Alternatively click the link below to navigate to the
portal login page. Your school may also have provided you with a link to the portal from your school
intranet page.

https://neopeople.net/index.php

This will take you to the Neo website where a link to the Payslip Portal is available.

Home About Us Client Portal Contact Us Payslip Login

Business Services Education Services

Once you have clicked on this you will be redirected to the portal login screen:

Employee Self Service

I Trent
Login a8

* Username (required)

| |

Forgotten username?

* Password (required)

| |

Forgotten password?

[ Login

9 Contact administrator

Your login name is your school email address. If you do not have a school email address your
username will be your employee Reference Number (please liaise with your school payroll contact
for this information).

Your first-time password is the same as the 8 digit account number of the bank or building society
account to which we make your salary payment. Unless you have changed this previously on the
portal.

Enter your Username and Password as detailed above and click Login.
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Access to the ITrent platform either as an administrator or employee is protected by Multi Factor
Authentication and requires an online authentication app in order to log in to your account.

Whilst you can use any authenticator app to access your account Neo recommend using the
Microsoft Authenticator application available via the App Store (iOS) or Google Play Store (Android)

on your phone or computer.

9 Microsoft Authenticator

Once you have downloaded and installed the app you can set up your account you will be presented
with the following screen on the left.

20:10

= Authenticator

() P ©

Authenticator Passwords Addresses

Secure your account.

iTrent application

To help protect your account, you are now required to

register for multi-factor authentication.

1. Install a recommended authentication app on
your mobile device.

B>

2. Open the app and add a new account by scanning

this QR code.

remember.

If you are unable to scan the QR code, you can
add an account manually instead by entering the
key below into your app. You can set any account
name, just make sure it is something that you

3. * Please enter the verification code shown in your

app below.
(required)
gg @ What is multi-factor authentication?
E m Powered by MHR
e

Verified IDs

You can use the QR code finder (highlighted in the RED square above) on the QR code shown on
your computer (as per the screen on the right). Alternatively you can input the code shown on
ITrent security screen and input this into your authenticator app.
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Once the registration has completed you will be presented with a recovery code that you can use in
the event of you requiring to reset your account. You can either photograph this or keep a note.

Employee Self Service

iTrent
Final step ]

You are now registered for multi-factor
authentication.

Your recovery code is below. Please save this as you
will need it to access your account if you need to reset

your authentication details.
‘
L A
A Ensure you have saved your recovery code
in a safe location before continuing.
[ Continue
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Once you have completed all these steps you can use your authenticator app to access the ITrent
system. Opening up your app will give you a code (as per the screenshot below) to log into the
ITrent system.

20:06

= Authenticator

&
@ rent

546 072 ¢
)] P © =2

Authenticator Passwords Addresses Verified IDs

This can be entered into the verify screen shown on your ITrent screen (as per the screenshot

iTrent application

iITrent
Verify ]
* Please enter the verification code from

your authenticator app in the field below.
(required)

{ )

@ Re-register

below).

M Powered by MHR
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Forgotten Your Password

If you have forgotten your password, select the “Forgotten Password” link on the portal login page.

i Trent
Forgotten password &

* Username (required)

( )

* Email address (required)

(e T

On the menu you will be prompted to give your username and the email address held for you on the
system. The username for this must be your 8 digit payroll reference number — this is located on
your payslip under your name. If you do not have this, please contact your local administrator who
will be able to supply this information. Please note that the email address is lowercase. An email
will be sent within 15 minutes to the email address held for you on the system. Follow the link
provided to reset your password.
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