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Overview

This guide will provide guidance on how to request your payments for your temporary teaching post
via mySelf.

It will be your responsibility to submit these payment claims via mySelf in line with the Payrun
Schedules.

These payment claims will be reviewed and approved by the authorised signatory.

If you need further support -

For employees who are live on myNL Portal - Please raise a People Helpdesk General Enquiry
request form.
For staff not yet live on myNL Portal - Please email ESC - HelpDeskTeam@northlan.gov.uk

Alternatively for specific mySelf enquiries - Please email myselfassist@northlan.gov.uk

Before following this process guide, please note the following:

« Please ensure you process your claims as soon as you possibly can. Good practice would
be to submit claims weekly to ensure they are paid in the next payrun.

« Claims cannot be processed via myself if 90 days have elapsed between the date worked
and the claim being approved.

« Pay Schedules with opening and closing dates for managers (myTeam) are crucial for this
process — please make yourself familiar with them to help ensure the manager can
authorise on time. These opening and closing dates for claims and expenses are shown in
the ‘payroll deadlines’ column within the Pay Schedules which can be found here.

« FAQs can be found in this document (Page 8). Please refer to them. Further support is
also available, please get in touch if required.

o Reason for the claim — it is important to know the reason for your claim, please link in

with your authorising manager within the establishment before processing any claims.
Your claim could be rejected if this reasoning is incorrect.
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1. Logging in

Go to www.northlanarkshire.gov.uk/myself and log in:

Emp Self Service Employee Self Service

iTrent i Trent
_ Login ]
Login a8

¥ Username (required)

Pleaze logon using either [ }

3 2 Forgotten username?
[ Single Sign-on account &
* Password (required)

Or | ‘

[ A different account Forgotten password?
(e

@ Contact administrator

& Powered by MHR

M Powered by MHR

If you are a Single Sign on user, then choose On the ‘different account’ login
that option shown on screen above, screen, your username here is your
alternatively choose ‘A diifferent account’ employee reference number

Mr Brad Pitt

2, View profile
Once you have logged in, please select ‘My pay’:

# Home

E My time

B Mypay

® Learning

A% Current vacancies
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[ = Within My pay’.click on “Time &

e expenses’

Time & expenses

«=»
P then scroll down to
select ‘Add Claim’:

3. Creating your claim entry

Within ‘Time & Expenses’, you will now create your claim entry:

* Music Instructors / Skills Academy please

refer to Section 10 *

Start Date: insert the date you are claiming
your payment for.

Tirme & expenses claim entry: New

tart date [required|

Job Title: Select your job title. If you have o)

more than one position then you should = .. ...

choose ‘Supply Teacher’ here. Supply Teacher (Primeary) - 4917996001 “
lPIere choose -

Claim Template: within the drop down you

will have 2 options:

.NLC - Temp Teachers Payment (North) - New
NLC - Temp Teachers Payment (South) - New
Please select the area which is relevant to

the establishment you have worked within.
Not sure what area each establishment falls

under? Please refer to FAQs (Section 9)
Question 10.

May 2024 — Version 0.5 Page 6 of 19



sgees Employee
%=eef Sarvice Centre

Once the fields have been input above, please select ‘New’.
Within the next screen, please ensure you read the guidance before submitting your claims:
(extract below from the claim entry which will be viewed on mySelf)
All temporary teaching hours/days you have worked should bed.;h'ned through the payroll sy=tem using this claim form as follows:
IIPOHTANT - yoes e weorbed in meoee than cne schonl you munt comglete 2 separalr claim fom for each achool You mest abvays seiect Tupply Traches” a fe pastion you ane clakmng agsnt!

11 e - ket f1rm Ui dh o dorwn ey, the Hype ol time being clsimed:

Hyoas are 3 Saapply Teachay and o & have an P i pees o, yosd welll haree tern options.
For a full days) work you shouid select Tays Pary’ or for 2 specific rumber of hours weried, you should select Tasic Pay”

W o a2 Sy Toiache and hire & promanent job, you il chooss "Add llasic Other’, Famaneal Teachers MUST NEVIR ssiect the option Tk Pay’ of Teys Pay'

7. thate - Select the start datn that the hoursdiys were worked uming the calendar below

A, e Dt - Thin kel Sraby b coabiod il @ in iforen Broen the stait dabe 2.4, clarming lof main thas o 'days pay'

A Cost Code - Select the school that you hawe bry eliciing on the glams. that chuma for difierent seieods must be made on sepatate clam foem.

& ein Code - Select tha rparos Tof b darys clasm i bty ittt niilind] 1 sl b L el

o Fumbeer of DarysHasrs - Enber The nusnies of hosns or days worked. e.q Type 1.5 bor one and a hall hosr'days woked

7. pheted pleate o liciing Tt om will Kl b Lalcen B the ret page 1o aliow o 10 sekect ¥ou Wk, n 3 Groasp, Finally, sater your mySelt pasweon] s click om Subma

4. Processing your claim

Below is an example of an entry before submission

Elerment Date End Date (if different from Start Date  Cost Code (click on the magnifying Reason Code Number of Days /
dd/mm/yyyy) glass below) Hours
Days Pay v 08/12/2020 B Auchinloch PS ao 26 Primary - Long Term Absanca w300
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1. Element

Permanent Employee - Working additional
Days/Hours
(Elements to be used below)

Temporary Teacher
(Elements to be used below)

Days Pay Add Basic Other (hours)

Basic Pay (hours)

2. Date

Insert date you are claiming your payments, i.e. the date you worked in the establishment.

3. End Date (if different from Start Date)
Insert end date (if app) this is a free text box, please use the format dd/mm/yyyy

4. Code Code

Please click on the magnifying glass which will allow you to search for the establishment you
are claiming payment from. Once found, click on the school to add it to the claim form.

Example:
Cost code description search [ x]
Abronhill x A Results 1 Record
Description Cost code Active
Abronhill PS E1073 Yes

5. Reason Code

It is important you clarify with your Head/Depute or Principal Teacher the reason code for the
payment due. REASON CODES WILL VARY FROM SCHOOL TO SCHOOL. If the wrong reason code
is selected, your claim will be rejected, and you will have to resubmit.

NOTE: You can be in one school covering for different reasons which is why you must get
clarification.
Options available (see next page):
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19 - SECONDARY - LONG TERM ABSEMCE (25 or more days)
21 - SECONDARY - SHORT TERM ABSEMNCE (<25 days)
23 - SPECIAL - SHORT TERM ABSENCE (<10 days)

24 - SPECIAL - LONG TERM ABSENCE {10 or more days)
26 - PRIMARY - LONG TERM ABSENCE (15 or more days)
27 - PRIMARY - SHORT TERM ABSENCE (<15 days)

28 - MAT LEAVE SUPPORT DAYS - 10 max.

31 - MATERNITY LEAVE

32 - ADOFPTION LEAVE

33 - STRINGER COVER COSTS - SCHOOL

34 - STRINGER COVER - HQ

35 - LEAVE OF ABSEMCE (UNPAID)

36 - LEAVE OF ABSENCE (PAID)

41 - SECONDMENT WITHIN NLC

42 - SECONDMENT OUTWITH NLC

52 - STAFF TRAINING - TEACHERS

56 - CONTINUING PROFESSIONAL DEV

62 - CURR.DEVELOP./IN-SERVICE

64 - SCHOOL BASED MISCELLAMEQUS

74 - TRADE UNION DUTIES

76 - JURY DUTY

79 -SAC CANCAN

81 - ROLL-ENTITLEMENT POSTS

83 - NON-ROLL RELATED POSTS/PEF

84 - MUSIC INSTRUCTORS

85 - SAC LITERACY

86 - SAC NUMERACY

88 - SAC MENTORS

6. Numbers of Days/Hours
Insert the completed days or hours — whichever is applicable.

Once complete, please select ‘Submit’

May 2024 — Version 0.5
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5. Submitting your claim for authorisation

Once you have completed your claim and selected ‘Submit’, you will be required to complete the
following to ensure you claim is processed to the correct authoriser:

Submit
Tiene & sxpanses claim submision:

Claim termplate

* o o
NLC - Temp Teachars Payment (North) - Hew MUSIC Instructors / SkI"S Academy

please refer to Section 10 *

Supply Teacher (Primary)

Tirne and expensea claim reference

TEMPTCHNORCFI0008938

Authorising Group: Please select from
B411M0 o
b the drop down the establishment you
07/09/2023 are claiming your payments from. If the
é:f sul‘.!-'r;-fﬁnng this form you are certifying that, eStab”Shment iS not there’ please
*Thed Jeaars: claimad for Th rary T i
wvork o Horth EAdvabiee Conncton the Soacived dutes ensure you have selected the correct
tharising group form (North or South).
| &3 - E&F - Coatbridge High School L | -
-
I I Authorising Role: Please select from
Combridge HS Authariger - Muhiple people L .
the drop down the authoriser for the
i establishment. ‘Multiple People’ — your
'+nm.mmnm \\\ claim will go to
T all authorising signatories within the
establishment.

Password: Please insert your mySelf
password, then select ‘Submit’.

6. After submission

Once your claim has been submitted for authorisation, it will be stored within ‘Time & Expenses’.
You will also be able to view the status of your claim:

Status of claims

«p Awaiting authorisation
*  Authorised
Rejected
Provisional — your claim has not been
submitted to your authoriser. Please
open the claim and complete for
approval.
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Your claim will now be sent for authorisation and you will be notified of the outcome when it has
been actioned.

Please note, claims cannot be actioned by the authoriser when the payruns are closed. Pay

schedules and deadline dates can be found here. It is important to be aware of these dates as it
could result in you being underpaid.

You also have the facility to search for your submitted claims which have been actioned by the
authoriser:

Within ‘Time & Expenses’, you can change the “Status” from “In progress” to “All”

Insert the start date of the claim.

Time & expenses

Insert the start date of
your claim.

Click ‘Search’ to view your claims.

Insert the end date of your claim (if app).

Top tipl — not sure abou
your start date? Leave the
‘start’ and ‘end’ date blank
and just click ‘search’. You
will retrieve all claims.

7. Amending a submitted claim

If you have submitted your claim for authorisation and it is still awaiting authorisation, you have the
facility to amend the claim.

Claim name Start date Reference Cut off date Status

NLC - Temp

ILC-T Awaiting
P Rl 07 Sep 2023 TEMPTCHNORCF00008938 s 9 Summary =)
Teachers Payment... ! authorisation

Open the claim within your ‘Time & Expenses’ within ‘Pay & Benefits':
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Once the claim has opened, click ‘Cancel’ and insert your password:

< Back to Time & expenses

‘Cancel Tima & expenses claim:

Claim template
MLEC - Temp Teachers Payment (Morth) - New

Job title
Supply Teacher (Primary)

Tirme and expenses claim réference

TEMPTCHNORCFOO00D8938

Payroll
0411M0

S1ant date

07/06/2023

Password

sessasaine

Then select ‘Cancel’. You will receive the following message, please select ‘OK’:

Cancelling the timesheet approval process will return the timesheet to a

provisional status. Do you want to continue?

Your claim will now update to provisional which will allow you to edit the claim and resubmit for
approval.

Incorrect claim already been authorised?

If you have submitted your claim for authorisation and it has been authorised, you will not be able to

cancel the claim. In this instance, you will need to submit a new claim with correct information
listed and also re enter original details ensuring number days/hours claimed is entered as a minus to
delete original claim details.

Hemeal . e Ot (o st fromm S D dklrimemiyyyy) st Casde [ebok an the 4 [T T—
Banis Pay v IOATOR .nm: Bangedde B3 ag - SBCOAEAY | Do TR RS 09 s e w00 o=
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The new claim to amend the incorrect claim would look like below:

New Claim — TEMPTEACHCF00000018 Number of Days / Hours is entered
as -5.00
1 lerment [~ 1 Diate (3 ciforend froem St Dade ddtmmyypyyh  Cowt Code folck an the magrifying glass below]  Heason Code ‘h—hndn-',-uhn
W IO B Bargedde £ a0 - SRR - el IR AR 2 e sl v 500 )
iy Pay ~ IS = Eaed Bpeprdda 6 an - DA . PTE ABEPOE (T e vt e 5,000 i v

n mpl I lect ‘Submit’ i
Once complete, please select ‘Submit

Then follow steps listed at Section 5 to submit claim for authorisation.

8. Email Notifications

You will receive email notifications which will keep you up to date with the status of your claim
such as if your claim has been approved or rejected.

9. FAQs

1. I don’t have a mySelf account to process my payments?

For employees who are live on myNL Portal - Please raise a People Helpdesk General Enquiry
request form. Employees who are not yet live on myNL Portal can email
myselfassist@northlan.gov.uk

2. How can | check what payments | will be due in my next pay? An initial email once you have
made a claim will confirm what you have claimed for. You can also access your payslips when
they are available on mySelf. You should also receive email confirming which claims have been
approved once they have been actioned. Please note determining when a payment is paid out,
will dependent on when the payment was approved. ie. if its approved before the cut off date

for the next pay cycle.

3. My claim has been rejected.

You will have received an email alerting you that your claim has been rejected along with the
name of the authorising manager who has rejected it. If the manager has provided advice,

please open up the claim by clicking on it in mySelf. Then follow the manager’s advice on making

the necessary amendments. Thereafter, please resubmit, as per Section 5 above.
If the authoriser has not specified a reason for rejection on the email, please contact them for

further discussions.
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4. | have missed the deadline for processing payments.
Please make yourself aware of the pay schedules which can be found here and link in with
the establishment you are awaiting authorisation from to let them know they are still to
be processed to ensure they will be in your next available wage.

5. I have received the following error message when processing a claim:

You have entered a date in the past that is not allowed (page 1, row 1).

Claims cannot be processed if they are more than 90 days after the date you are processing
payment for. Please contact your authoriser within the establishment who will confirm
payment to the ESC for processing.

6. | have received the following error message:
The claim start date must be within the payroll element attachment period (19000101 - 20201031).
You will receive the above error message if you have selected the wrong element for
payment.

"1 hold a permanent position as well as a | ‘Add Basic Other’ should be used only. This
temporary position and | am attached to element code is processed in hours. Example,
payrun 0410. you have worked 5 hours Monday — Friday

within the same establishment — please process
| 25 hours.
I hold a temporary position only and | am ‘Days Pay’ & ‘Basic Pay’ (for hours) should be
 attached to payrun 0411. used only.

7. Where can | view my payslip?

You can view your payslip within your mySelf account under the ‘Pay
&enefits’ tab > payslips.

8. | don’t think my pay is correct.

If you have viewed your payslip and believe the payment is incorrect.

For employees who are live on myNL Portal - Please raise a case using the Payroll
General Enquiries request form.

For staff not yet live - Please email ESC- HelpDeskTeam@northlan.gov.uk.

9. When processing my claim, within the ‘Job Title’ drop down, there is no ‘Supply Teacher
or Temp Teacher’ post?

For employees who are live on myNL Portal - Please raise a People Helpdesk
General Enquiry request form.

For staff not yet live - Please email ESC- HelpDeskTeam@northlan.gov.uk.
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10. What area (north/south) does the establishment | am claiming against fall under?

North Establishments:

North

Buchanan High School
Drumpark Primary School
Fallzide Secondary School
Glencryan School

Mavizhban k school

Pentland School

Portland High school
Redbum School

willowbank school

Abronhill Primary School

&l saints Primary School
Baird Memorial Primary School
Balmalioch Primary School
Banton Primary school
Bargeddie Primary School
calderbank primary School
Carbrain Primary school
carnbroe Primary school
chapelhall Primary School
chapelside Primary School
chryston Primary School
Clarkston Primary School
Condorrat Primary School
Corpus Christi Primary School
cumbemauld Primary School
Eastfield Primary School
Gartcosh Primary School
Glenboig Primary School
Glengowan Primary School
Glenmanar Primary School
Golfhill Pimary school
Eresngairs Primary School
creenhill Primary School
Hilltop Primary School

Holy Cross Primary school
Kildrum Primary school
Kilzyth Primary school
Kirkshaws Primary school
Langlean Primary School
New Monkiand Primary School
0ld mMonkiand Primary School

Our Lady B 5t lozeph's Primary School

Plains Primany School
Ravenswood Primary School
Riverbank Primary School
Rochsolloch Primary School
Shawhead Primary School
Sdeside Primary Schoal

5t aloysius Primary School

5 Andrews's Primary School Airdrie
&t Andrews's Primary Scheol Cumbernauld
St augustine's Primary School
5t Barbara's Primary School
5 Bartholomew's Primary School
&t Bernard's Primary School
5 David's Primary school
5 Dominic's Primary School
5 Edwand's Primary School
&t Helen's Primary School
&t Jozeph's Primary School
S Kevin's Primary school
5t Lucy's Primary School
&t Margaret’s of Scotland Primary School
&t Mary's Primary School Coatbridge
St Mary's Primary school Cumbernauld
5t Mary's Primary School Caldercruix
&t Michael's Primary school
&t Partrick's Primary School Coatbridge
5t patricks Primary school Kilsyth
5 Serf's Primary School
5t Stephen's Primary School
&t Timathy's Primary School
Stepps Primary School
Tollbrae Primary School
Townhead Primary 5chool
Victoria Primary School
Wwestfield Primary School
whitelees Primary school
woodlands Primary School
irdrie Academy
Caldervale High School
Coatbridge High School
Cumbemauld Academy
Greenfaulds High Schoal
Kilsyth Academy
Our Lady's High School Cumbernauld
5 ambrose High School
5t Andrew's High School
St Margaret’s High School
&t Maurice's High School

May 2024 — Version 0.5
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South Establishments

Sowth

Bothwellpark High school
Clydeview School

Firpark Primary School
Frpark Secondary School
aitkenhead Primary School
Alexander Peden Primary School
allanton Primary School
Berryhill Primary School
Calderbridge Primary School
Ccathedral Primary School
Christ The King Primary School
cleland Primary School
Dykehead Primary School
Glencairn Primary schaol
Holy Family Primary School
Hohrtown Primary School
Keir Hardie Primary School
Kirk ' shotts Primary School
Knowetop Primary School
Ladywell Primary School
Lawemuir Primary School
Logans Primary Schoal
Morningside Primary School
Muirhouse Primary School
Metherton Primary School
MNew Stevenson Primary School
mewarthill Primary Schoal
MNewmains Primary School
Moble Primary Schoal
Orchard Primary School

Our Lady B 5t Francis' Primary Schoal

Sacred Heart Primary School
5t aidan's Primary Schoal

5t Bemnadette’s Primary School
= prendan's Primary schoal
=t Brigid's Primary Schoal

5t Gerard's Primary School

St Ignativs' Primary Schoal

5t sohin Paul | | Primary School

Braidhurst High school

Brannock High Schaol

Calderhead High school

Cardinal Mewmain High school
Clyde valley High School

Coltness High School

Dalzriel High School

Cur Lady's High School Mot herwell
5t aidan's High school

Taylor High school

=t Mary's Primary School Cleland

5t Partrick’s Primary School Shotts

It Partrick’s Primary School New Stevenson
It Teresa's Primary School

5t Thomas' Primary School

Stane Primary Schoaol

Tannachside Primary School

Thornlie Primary Schoal

wishaw Academy Primany School

Bellshill Academy
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11. | have gained a permanent teaching position and have been provided with a new

employee number. Can I still process my payments due for my temporary post?

You will use your previous temporary teacher employee number to log in and process

payments via mySelf up to your start date within your permanent teaching position.

Your temporary teaching employee number will only be available for 3 months after the end

date therefore, it is important you process your remaining payments up to your transfer
date as soon as possible.

You will not be required to process any payment within your permanent post, the hours for

your permanent post will be contractually paid to you monthly via payroll.

FURTHER SUPPORT

If you feel you still require further support, please liaise with your manager or alternatively,
you can contact us in the followings ways :

For staff live on myNL Portal - Please raise a People Helpdesk General Enquiry request form.

For staff not yet live - Please email ESC-HelpDeskTeam@northlan.gov.uk.
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10. Music Instructors / Skills Academies

Please refer to Section 1 & 2 and follow guidance to login to MySelf and access claim templates

Within ‘Time & Expenses’, you will now create your claim entry:

Once the fields have been input above, please select ‘New’.

< Back to Time & expenses

Start Date: insert the date you are claiming

i N
your payment for. PRANSE IR

Start date {required)

Jo trle (required)

Supply Teacher (Frimary) - 4917996001

sim femelate (required

Claim Template: within the drop downyou
will should select NLC — Temp Teachers
Payment (North)

Job Title: Select your job title. If you have

more than one position then you should
choose relevant one here.

Within the next screen, please ensure you read the guidance before submitting your claims:
(extract below from the claim entry which will be viewed on mySelf)

May 2024 — Version 0.5
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Please refer to Section 4 and follow guidance on Pages 7 -9

Employee
Service Centre

Al termporary teaching hours/days you have worked should be claimed through the payroll systerm wsing this clairm form as follows:

REFGHTANT: #you "

10 b Tt s Wi i bireess oo, Whet 1yt o Vv iy ol

o e s Saugeplly Tnache o, o el B he option
el 5 Fusll () weod i proas BRadid Rl Ty 10y o B0 6 i BTt O M e, i Al Basbier WA iy

inpelete & torguarabe ¢ladm R For ek nehecad Toms st sy ket Tagply Teackes’ 34 the foaman o ae ¢l apnan

H yons e 5 Supply Tesohes wnd b & prrmrassant pobs, 1os masst (s Add B Othes” Permanand Tescbars MUEST MEVER sabect the option Ras Pay’ or Taps Pay’

¥ Dt el Tree 91T dkaBe Bl Thee buvr s/ iy werre wvoriond anians D Caboralar Db

B Lied Dot - Thin abrinbd oidy be citored i @ i Sl aroat Inois B lan date o.g. cliiming fof masne than o 'Sy pay'.

A& Coat Code - Selec e schod that you have worked in by chckingon B > -

5 Forason Cosde . Sebeck The reason for uous s days ©lae s proveded e po wne asked o s i e schooll

A dimambers ool D ican s - Erder The raambert ol Bcamrn o darpy meoriord ¢ g byper | 5% B o aind a0l s, fidrps weoaited

. Ehat il s v i i Db e TSt Y i nl] Db B i W a1 [ 105 b i s k] Thee

i tor dfavand nchioods mas b s o eparste rlsm fama

s wendnll, 1 iy, Frvle i POl g e il i et

Once you have completed your claim and selected ‘Submit’, you will be required to complete the
following to ensure you claim is processed to the correct authoriser:

Time & expenses claim submission:

Claim template
NLC - Temp Teachers Payment (North) - New

Job title
Workforce Systems Development Senior Advisor

Time and expenses claim reference

TEMPTCHNORCF00008940

Payroll

0407FW

Start date
08/09/2023

Comments

By submitting this form you are certifying that;

» The days/hours claimed were for Temporary Teaching
waork for North Lanarkshire Council on the specified dates.

Authorising group

AS - E&F - Music Instructors ¥

Authaorising role

Music Instructors Authoriser - Multiple people v

+ Receipt attachments

[End of document]
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Authorising Group:

Music Instructors - Please select
AS-E&F — Music Instructors from the drop
down list

Skills Academy - Please select
AS-E&F — Skills Academy from the drop down

list

Authorising Role:

Music Instructors - Please select

Music Instructors Authoriser — Multiple people
Skills Academy - Please select

Skills Academy Authoriser — Multiple people

Password: Please insert your mySelf
password, then select ‘Submit’.
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