meN L Portal Using the Now Mobile App

You can access the Portal via the Now Mobile App , GETTON
within the Apple Store and Google Play store P¥ Google Play

Once downloaded, type in the following: G T
nlcsnowprod.service-now.com and click ' App Store
‘Save and log in’

Enter the instance address
or scan a R code.,

In the field marked with/,
ared *input;

[a]s]
=¥

Logging In

Input your details: Username - 7 digit employee number
Password - this will be emailed to you

Click Log In

Single Sign On Users will log in via ‘Login with SSO’ - you
may need to use Microsoft Authenticator to log in (this will i
be connected to your northlan email address and your
Microsoft work device password)

ol 4G EE

The Homepage Hello Emma Fitzpatrick % (@)
The app is similar to the desktop browser

The search function at the top allows users to
search for information regarding your
query/raise a ticket

MNew Enquiry Forms

You can view your items - My Tasks/My Requests

In this you can view any requests you have B myTasis 0>
raised or if you have any tasks to complete @ My Reauests 2>

My favorites Seeall

The navigation pane includes your Help T .
Center/Information/News Center and More (for People Helpdesk General Enauiry

Catalogue item to raise a general case

notification and settings) AL ...

ooooo



Help Center

The Recommended for you section allows you to
view articles/requests tailored to you Recommended for you

# Request ’ B Artic

You can favourite any article/request to appear in oicilioyosianppintaiuill [t
your ‘My Favourites’ section by clicking on the
‘heart, ICOﬂ’ Popular topics

Help center

2month

Polic'

If you cannot see the topic you wish to view, select (0ce
‘See all’ under ‘Browse all topics’ underneath
‘Popular topics’

Browse all topics Seeall

HR

@ Resources that cover your responsibilities,

compensation, benefits, and relationships at...

Information Tab

Recently Viewed See all

I The search function at the top allows you to search
for any articles/requests

@1 Views

Popular seoa Recently Viewed shows your recently viewed

setmeam Gues Sy articles and request forms

Browse You will be able to view popular knowledge
> articles and request forms

Development Opportunities b

Digital NL >

You can use the search function to locate the
request you are looking for then select
‘Request

Annual Leave

Catalogue item 1o raise an issue with

"
annual leave entitlement

Annual Leave

Catalogue item to raise an issue with annual
leave entitlement

Leave & Absence - KBOD34470 -

Annual Leave
9 equivalent leave. Further guidance on Annual

Leave can be found in Schedule A. Entitlement
Table CONTINUOUS SERVICE ANNUAL LEAVE

Leave & Absence - KBOD34467 -

Special Leave
0 use of annual leave or flexible leave, this

policy explains the additional support which
may be available. This policy should be read in

Teacher's T&C - KBOO3A676 -

Special Leave for Teachers & Associated



