
Run Sickness Absence Reports  

Log in to iTrent.  

Select Reports from the right-hand list.  

 

 

Select Absence Reports (in green) 

Then select run report. 

 

 

 

Select ‘Absence History – People’ from the left-hand list.  

 

 

 

 



Complete the form as per below.  

In Organisation start point select the school’s name  

In Absence Group, select Sickness. 

In Absences from and to select the dates required.  

In Output type, you can select either PDF File or CSV File (CSV is an excel spreadsheet, this is 

recommended).   

Then select Run.  

 

 

 

 

You will see the below message at the top of your screen.  

 



Once you receive the email notification that this has been completed (only takes a couple of 

minutes).  

Select iTrent in the top left corner of the screen 

 

This will take you back to the main menu.  

Select my to do list.  

 

Then select Processes, you will see any reports you have run, then select the report you have run by 

clicking on the arrow on the right-hand side.  

 

 

 

Select the Download arrow for the report.  

 



 

 

You will see a pop up in the top right corner of the screen. Select open.  

 

The excel sheet or PDF (depending on what you chose) will now show here, select open.  You can 

then save this locally.   

 

There are also short videos on the school’s intranet page that may also help you.  

 

 

 


