Self

User Guide

- o
s£55% Employee We e

8585% Service Centre dsplre

L.B

T‘b

v13



Contents

(I L o Yo 0| 7S =Y | U 6
1.2 What IS MY SIF? ...ttt sttt et e e e st et e e n e e e eeeeeemneeeeaseeeeeeeasneeannneean 6
1.3 What do | need t0 USE MYSEIF? ... e e eee e 6

2. Accessing mySelf and HOW 10 10 ON ......eeuiiii i e e 7
2.1 Logging iN 10 MYSEIf ... e et e e ean fee e e e eanee s

3. Customising the look and feel of MySelf.........coo e 9
3.1 YOUr MYSEIf PrOfile i ettt e e e e e ee e 9
3.2 Memorable INfOrMation ..........ooo e e e e e e e s 10
3.3 USErNamE RESELS ... e e et e e e e e e e e s et eeeeeeeea s eeas 12
3.4 PaSSWOIA RESELS .....veeiiiiiii ittt e e e e e e e s s e e ar e e ae e e e e e e e s 13
3.5 L o T4 g T o (=) 1= Y Lo T PSR 16
3.6 Change MySelf PaSSWOI .........ooiuiiiiiiiiie ettt e e e e eaeee s 18

4 Viewing and Managing your Personal Data ............coooiiiiiiiiiiiii e 19
4.1 My Personal DEtaiilS ..........ooeiiiiiiiii ettt et e 19
4.2 (7] a1 e=Tox B o1 0] ' 0 F=1 o] o [PPSR 22
4.3 Y =T 1 IS = U PRSP 27
4.4 Friends and Family ........ooooiiiiiii et e 28
4.5 BaNK DELAIIS ....eeieiiieee e e e e aeaaeaeea e na—aarae e nnnrees 32

LT Y o111 oo R RESRR 35
5.1 ADSENCE DELAIIS ....eiiiiieie et e e e s 35
5.2 [ (o)1 = VA = =1 = T o7 X PSS 36
5.3 [2ToTo {[aTe = T (o] e F= VPSP 37
5.4 Cancelling a holiday which has been authorised by your Reporting Manager ..................... 44
5.5 Amending a holiday which has been authorised by your Reporting Manager ...................... 45
5.6 VIEWING YOUE CAIENUAN ... .eiiiiiiiii et e e e e s ee s et ae e eeaeesseesaraanaeaeeaeasees 46
5.7 VIewing all ROIAAYS ... e e e e e ee e e ee s e aaeaeae e e nrees 47

B. SICKNESS ADSENCE ...ttt ettt e st e e e et e e e e e te e e e e e ee e e e aan s ennneeeeeeennees 49
6.1 SICKNESS DELAIIS ....coveieie ettt ee e ettt ee e st e e e et e e e e et e teeeenn eeeanre 49
6.2 ENdiNg @ SICKNESS ....vveiiiiiieece e e a e e 51

7. Other absenCe detalilS .........cooiiiiiii i e e e et e et e e ee e nnaeee s 53
71 View other absSence detailS ............eeiiiiiiiiieiie e 53
7.1.1 Requesting other absence ............cccccveeiiiiiiiiccce e
7.2 Attaching Supporting EVIAENCE ........ccoiiiiiiiiiee et 62
7.3 Viewing all Other @DSENCE .......coiiiiiiii et e e e e erae e e 65
7.4 Other Absence Types which are not included in myself ... 67

8. PAy @Nd BENETIES ...oiiiiiiiiie ettt e e e ettt e e e et ae e e e e aaeearaeaeeeane 68
8.1 PAY SIIDS ettt ettt e e e e e ae et e e ae et ee e e nraeeaeeeeens 68
8.2 B0 . e e e et r e e e e te e eeeataeee e e taeeee e nneaeeeeanarees nreeaeeeneeens 70
8.3 Reimbursement for Spectacles / Eyesight TESES .........cocceiiiiiiiiiie e 71



9. Employment
9.1 Experience
10. Logging Out
11. Saving mySelf to your Home Page on a Device
11.1  For iPhones/iPads (iOS Devices)
11.2  For Android devices

12. Mileage/Expenses/Overtime

Version Control

Version

0.1

0.2

0.3

0.4

0.5

0.6

0.8

0.9

1.1

1.2

1.3

1.4

Date Completed
12/05/16

01/06/16
02/06/16
07/06/16
08/07/16

05/08/16

14/02/18

28/08/18

05/10/18

18/07/19

27/09/19
28/10/19

19/01/2022

Author
Angela Smith &

Lynsey
Kennedy

Laura Gaffney
Angela Smith
Laura Gaffney
Joanne Neal

Angela Smith &
Jordan Ashcroft

Michelle Currie
Mark

Lennon/Nichola
Millen

Nichola Millen

Gavin Scott

Gavin Scott
Gavin Scott

Hollie Dorman

Description

Draft Pilot User Guide+

First Draft — mySelf User Guide
Second Draft — mySelf User Guide
Third Draft — new screenshots

Fourth draft — Absence section inserted

Fifth draft — Absence section adjusted
and Formatting

Update in accordance with System
Updated to Version 10.25/10.26

Document revision due to password
amendments/setting up shortcuts to
myself on mobile devices

Addition to Other Leave amendments

Document revision due to outdated
graphics and content throughout Guide.
mySelf Home Page section also
updated.

Visual updates
Updates to graphics and terminology

Updates to new ESS System (wording &
screenshots accordingly)



Version Control History

Document Name: mySelf User Guide

Reviewed & Approved By:

Job Title

Name

Date Version Approved

Document Owner(s):

The primary contact for questions regarding this document is:

Job Title

Name

Contact Details

esc-
workforcesystemsadminteam@northla
n.gov.uk




1. About mySelf

What is mySelf? mySelf is an online application that allows you to easily and securely
view and manage your
personal details.

Moving forward mySelf will continue to be developed enabling you to perform more and
more activities in relation to your employment.

Currently mySelf provides you with the opportunity to:

* View and amend your personal details including contact information, marital status,
emergency contacts and next of kin

* View and amend your bank details

* View your current payslip and payslip history

* View your current employment record in relation to your post
* Book your holidays/other leave and view your sickness details

By using mySelf, you only have access to your own details. Other employees cannot see your
details through mySelf — they can only see their own.

If you have any queries in relation to the accuracy of the information about you and your
employment held on mySelf, please contact the People Helpdesk detailing your employee
number, name and nature of your query.

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

What do I need to use mySelf?
To log in and use mySelf, you will need:

* mySelf username and password (this will be issued by the relevant HR Operations
Team)

* |Internet Connection

* Desktop PC, Laptop or mobile device

All users, including you, must comply with the Data Protection Act 1998 and North
Lanarkshire Council Policies.


https://nlcsnowprod.service-now.com/esc?id=sc_cat_item&sys_id=ba1353bb1b5bad10512b21f6b04bcb52
mailto:ESC-HelpDeskTeam@northlan.gov.uk

2. Accessing mySelf and How to log on

Logging in to mySelf

Before you log in to mySelf there are 2 key pieces of information you will require:

1. Username — The username will be your employee reference number
2. Password — This will be the main password that you will always use (it requires to be

changed every 90 days)

To open mySelf, type the URL into the address bar of your browser and press enter:

www.northlanarkshire.gov.uk/myself

IMPORTANT: Never use Google to search for this website as you receive the message
‘Invalid Login’. You should always type the address exactly as shown above

Or as a Quick link on Connect homepage

connect

Employee Self Service

iTrent
Login a |

* Username (required)

( )

Forgotten username?

* Password (required)

[ )

Forgotten password?

S

@ Contact administrator

Your username
will be your 7
digit employee
number

Your initial
password will be
provided to you
by the relevant
Employee Service
Centre HR
Operations Team.
You will be
prompted to
change this on
your initial log in.



http://www.northlanarkshire.gov.uk/myself
http://www.northlanarkshire.gov.uk/myself
http://www.northlanarkshire.gov.uk/myself
http://www.northlanarkshire.gov.uk/myself

Once you have entered this information, you will be prompted to change your password:

Change password X

@ You must change your password before you can continue.

New p

assword ®

Your password must be a
minimum of 8 characters long,
consist of upper and lower case
letters and at least 1 number or
special character.




3. Customising the look and feel of mySelf

When you first login to mySelf you will be presented with the new updated version of your
personal home page, as pictured below. From here you can access all of the functionality
and data granted to your user profile.

[LTSelf]

Mr joe Bloggs Dashboard News
2, View profile

Latest company news View il news >

| whirs v |

What's New with mySelf Click here to record your Free Flu Vaccination -
COVID test result everything you need to...

Other absence

View al other absence >

Holiday View all hoidays >

W Aceabaranae

The Home Button metf can be used to return to the home page from any part of the
system. When mySelf is loading data this logo will change to an animated loading symbol.

On the home page there are several quick links on your Dashboard. These are ones shown
above such as ‘Sickness’, ‘Flexitime’, ‘Latest Payslips’ etc. These are shortcuts to navigate to
this area of your mySelf. At the top of the page, beside Dashboard, you also have ‘News’. This
help you navigate to the most frequently used sections of myNL, such as Internal Vacancies,
Latest COVID information, the link to myNL website etc.



3.1 Your mySelf profile

Your mySelf profile can be managed from any part of the system, by selecting the Profile icon
button on the far right hand side of your myself screen h

Within here, you should select ¥ S8 ond then the following drop down menu will

appear for you to select and manage your profile.
ks
Memorable information
E-form preferences
Change password

[] Dark mode



3.2 Memorable Information

Memorable information can be used to retrieve your Username only, should you forget it.
At first log in you must create your memorable information. If necessary, you can also edit
your memorable information.

Please note that memorable information is used when you forget your Username.
To set your memorable information click on where it states ‘Memorable Information’

Memorable information details Close X

Memorable information has to contain between 6 and 25 characters, it cannot contain
o spaces nor be the same as your prompt, password or user name. The memorable

password can only use the characters A-Z, a-z, 09, or ' \"$ % A& *()-_+[]{}2,.;@#~/
| W<>"

* Memorable information prompt (required)

What is my Mothers maiden name?

AN

* Memorable information (required)

[ B

* Confirm memorable information (required)

o e

The prompt for your memorable information can be whatever you like, as long as it reminds
you what the memorable information actually is. Some example prompts could be:

ICWhat's your mother’s maiden name?
- [What was the name of primary school?
1 What was the make of your first car?
- [Where did you go on your honeymoon?

1= what’s your favourite band?

The memorable information response has to contain between 6 and 25 characters, it cannot
contain spaces and it cannot be the same as your prompt, password or username.

10



3.3 Username Resets

In the event that you forget your Username, click on the Forgotten Username link:
iTrent
Login a8

* Username (required)

| )

Forgotten username?

* Password (required)

[ ]

Forgotten password?

= B

@ Contact administrator

The following screen will appear:

iTrent
Forgotten username @

* Forename (required)

[ ]

* Surname (required)

[ )

* Date of birth (dd/mm/yyyy) (required)

| &

* Email address (required)

Enter your Forename, Surname, DOB and Email address then click

You will then be prompted to enter you Memorable Information that you will have

previously set up as per Section 3 - 3.2. Click

Your username will be displayed on screen.

Close the notification by clicking the at the top right hand corner.

11



3.4

If you have not previously set up your Memorable Information as per Section 3 — 3.2, you
will need to contaxct the ESC People Helpdesk Team who will confirm your Username
providing you pass the standard security checks.

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

Password Resets

If you forget your password, click on the Forgotten Password link:

12

iTrent
Login o

* Username (required)

[ )

Forgotten username?

* Password (required)

[ )

Forgotten password?

Login >

@ Contact administrator

The following screen will appear:

i Trent
Forgotten password &

* Username (required)

[ |

* Email address {required)



https://nlcsnowprod.service-now.com/esc?id=sc_cat_item&sys_id=ba1353bb1b5bad10512b21f6b04bcb52
mailto:ESC-HelpDeskTeam@northlan.gov.uk

Enter your Username (Employee Ref No) and your email address, then select ‘Email’. You will
receive the following message confirming that an email has been sent to the email address
provided:

An email containing a link to reset your
password has been sent to the address
provided, and should be received within
the next 15 minutes.

i é Login

User name
1234567 x

Email address
mousem@northlan.gov.uk

@ Contact administrator

The following email will be sent to your inbox. In the event that you have not received an
email within the specified timeframe, please check your junk mail ail before trying for a 2"
time or raising this with the ESC People Helpdesk Team as a potential problem.

You recently requested to reset your password for your
iTrentaccount. Use the button below to reset it

This password reset is only valid for the next 24 hours.

Reset your password

If you did not request a password reset or if you have any further
questions, please contact the Help Desk Team by emailing them at
ESC-HelpDeskTeam@northlan.gov.uk or by calling 01698 403151.

NB: Never forward this email to anyone else.

Thanks,

ITrent Systems AdminTeam

When you receive your Password Reset Request email, click on the ‘Reset your password’
button and you will be redirected to mySelf and the following screen will appear where you
will be prompted to enter new password details:

13



Change password

o You must change your password before you can continue.

New password ®

Confirm password ®

oo

Your password must be a
minimum of 8 characters long,
consist of upper and lower case
letters and at least 1 number or
special character.

. . Save
Once you have entered and confirmed your new password click on -

You will then be directed to the login screen where you should enter your Username and

new password.

3.5

14

iTrent

Login

* Username (required)

[

Forgotten username?

* Password (required)

[

Forgotten password?

[ Login

@ Contact administrator

E-Form Preferences




You will be able to view your current payslip and payslip history within mySelf. However
Eform preferences allow you to specify whether you want your payslips and P60s
automatically emailed to you.

Should you wish to specify your E-form preference go to ﬂ > Settings > E-form
preferences. You will then be directed to the following page:

E-form preferences Close X

The payslip/P60 passwords can only use the characters A-Z, az 0-9,0r ! "$% A& *()- _+[
Hi?2, . @#~/|\<>"":

Payslip options
Email payslip

* Email address (required)

| VI0IIGONTLo9hebeke(eX |

* Password for payslip (required)

........... S

........... &

P60 options
Email P60

Use the same email and password for P60's

Tick the Email payslip box. You will be required to enter your preferred e-mail address and
you must provide a password to prevent other people opening your documents.

Although you have the option to use the same password details for both payslip and P60,
you must also complete the P60 section in full (the same password can be entered).

Once you have checked your details for accuracy you should save this information by clicking

on them icon.

Please Note: these password details will be the passwords you will use to open the PDF
attachment when you receive your email notification that your payslip is available to view.
These passwords for payslips/P60’s is not the same password for the mySelf login page.

You can also change your password details at any time.
Please note: The PDF documents are password and date effective linked, therefore for any

documents received prior to a change of password, the old password must be used in order
to view them.

15



3.6

Change mySelf Password

This option is available should you wish to change your password prior to the 90 day prompt.

Please note that this is for your mySelf login password and not for the E-form preferences
option.

4 Viewing and Managing your Personal Data

4.1

16

Change password X

o You must change your password before you can continue.

New password ®

My Personal Details

Your password must be a
minimum of 8 characters long,
consist of upper and lower case
letters and at least 1 number or
special character.




Mr Joe Bloggs
2 View profile

This area contains information about you, your personal details, contact information (such as
address and telephone numbers, emergency contacts and next of kin) and bank details.

Personal Employment Talent

>

To view your personal information click the ‘Personal’ tab at the top of the screen as shown
above, you will be taken to a summary page which is broken down into sections shown
below:-

Personal Employment Talent

My personal details Confidential information

Select the links below to view or amend your information
Name: Mr joe Bloggs R g
Known 33: joe Sensitive information >
" : jo
@ View attachments Social security >

Contact information

B§ Home - Mailing Address: Flat 1, 2 Christmas Lane, Lapland, XM4 SHQ, United Kingdom

B Personal mobile: 071234567839

E User e-mail address: dormanh@northlan.gov.uk

g Work E-mail Address: dormanh@northian.gov.uk

<+ Add Address =+ Add Contact Details

Friends and family

No friends and family details have been added yet

Bank details

Account name Bank name Sort code

Master john A Doherty

Edi . . . . .
Select the 7 = button beside My Personal Details to bring up your personal information
such as Forename, Surname, Date of Birth etc.

You will then be directed to the following screen:-

17



My personal details

*Surname (required)

! Bloggs

*Forename (required)

‘ Joe

Forename 2
Forename 3

*Title (required)

| Mr - |

Preferred name

‘ Joe

Previous surname

Marital status

* Date of birth (dd/mm/yyyy) (required)

‘ 02/01/1994 ‘

Organisation start date (dd/mm/yyyy)

| 02072018 |
Other information held can also be viewed and amended such as Religion and Nationality.
This can be viewed by clicking on Sensitive Information option on the Confidential
Information tab under My Profile

Confidential information

Select the links below to view or amend your information

I Sensitive information )I

Social security >

This will show the following information which can be changed/amended if necessary: -

18



< Back to Personal

Sensitive information

The personal data that you enter into this form is voluntary, if you do provide the

information requested, we will only use this in an aggregated and anonymised form.

Religion

' Please choose - |
Ethnic origin

‘ Please choose - ’
Place of birth

Nationality

‘ Please choose > ’
Sex identifier

’ Please choose ' '
Gender reassignment

\ Please choose = ’

Sexual orientation

‘ Please choose -
Self-certified disabled

' Please choose - ’
Disability description

Please check the changes for accuracy before clicking on .

4.2 Contact Information

19



It is important that your contact details are accurate and up to date at all times
in you should review your contact details by following the steps below:

Select ‘Contact Information’ from the Personal tab within My Profile:-

Contact information

. At first log

Home - Mailing Address: Flat 1.

rson

User e-mail address: dormanh@northlan.gov.uk

Work E-mail Address: dormanh@northian

In the Contact Information Section, click on the ‘Home - Mailing Address’, which will then

display the information contained within it that allows you to review and correct your

address.

Your address should be detailed in the following format with the Post town in block capital

letters:

< Back to Personal

Address details

@ "= form allows you to correct your current address information.If your address has
changed please use the add address details option.
* Address type (required)

Home - |

Mailing address
*Postcode (required)

XM4 SHQ |

*House name (required)

Flat 1 ‘

Number/Street

[ 2Gristmas tare ‘

Local area

Lapland |

*Post Town (required)

County

Country

United Kingdom -

o 2 a&ao

click I

to ensure your employment records are updated accordingly

20

Should your address not be displayed in this format please amend your details

An automatic email will be forwarded to your nominated service representative



Your other contact details, such as telephone number and e-mail address can also be reviewed
and amended by returning to the Personal Tab and selecting the relevant information you wish
to update. For example, select the ‘Personal Mobile’ option and you will be directed to the
following screen:

< Back to Personal

Contact details

*Contact type (required)

Personal mobile -

* Contact at (required)

‘ 07123456789

O e

If these details are correct simply click on ‘Cancel’, however if there is an error you can

amend your details, check for accuracy then click onm.

In the event that you change your home address you select the following :-

Contact information

B Home - Mailing Address: Flat 1, 2 Christmas Lane, Lapland, XM4 SHQ, United Kingdom

Within here, simply overwrite the current details, and Click the m button.

An automatic email will be forwarded to your nominated service representative to ensure
your employment records are updated accordingly

If a new address is entered this automatically becomes your mailing address even if the box
is not ticked and will replace your old address on the ‘Contact information’ summary page.

If you wish to add any other contact information such as your personal email, home telephone number
etc, all you need to do is select the following

Once in here, select the details you wish too add, and after checking information for accuracy, hit the save
button.

You can also delete any contact details which are no longer in use by selecting the summary

card of the contact you wish to delete and clicking on @ at the bottom right hand side
of the page.

21



4.3 Marital Status

You can view your marital status by selecting the ‘Edit’ option under the My Personal Details
tab.

If your marital status changes, you can update your details by going into this section, and
choosing from the Martial Status dropdown menu what status is relevant to yourself.

Marital status
Bingle a
Divorced
Living with partner
Married/Civil partnership

Prefer not to answer

The change to your marital status will be automatically changed and seen in your ‘Personal
details’.

4.4 Friends and Family

This section allows you to review, amend and add to your emergency contact details and
next of kin.

To add either one of these, select from the relevant highlighted options below:-

Friends and family

No friends and family details have been added yet

22



Friends and family

Type Contact name Relationship Contact number Primary contact

e

Whether you want to review an Emergency Contact or Next of Kin you can click on the relevant summary
card (shown above) and the details held will be shown.

< Back to Personal

Emeargency contact
* Contact name (required)

Leonarde DiCapric

Relationship to me

Primary contact

| ] usemyhome address

House name

pie Lane

Number/Street

Local area

Post Town

Farrest

County

Postcode

Country

OCo 9L

You can amend any field requiring changes to update the record. You can also delete any
contacts which are no longer valid.

Ensure that you have checked to confirm that the information is accurate before you save
or delete any records.

23



The following message will be shown if you choose to delete a record as a safeguard to
ensure you intended to delete the selected record:

r N
Message from webpage I-E_hj

IOI Are you sure you want to delete this record?

OK ] [ Cancel

L ~
To add an additional Emergency Contact or Next of Kin you should go to the Friends & Family

tab and select the below option

N.B. When entering the next of kin details you can select the tick box for ‘Use my home
address’ and the address section will be automatically populated with your home address
details that are on the system. Otherwise enter the address for your next of kin if the
address is different to your home address.

< Back to Personal

Next of kin details

*Next of kin name (required)
Relationship to me
Date of birth (dd/mmiyyyy)

G

Use my home address

House name
Number/Street
Local arce

Post Town
County
Postcode

Country

S
Ensure that you have checked to confirm that the information is accurate before you click

on m or delete any records.
24



When entering the Emergency Contact details, if your Emergency Contact and Next of Kin
are the same you can select the tick box for ‘Use as Next of Kin” and a new next of kin record
will automatically be created with the details entered. This will be shown on the summary
page when you save the new emergency contact.

When entering the Emergency Contact details you can select the tick box for ‘Use my home
address’ and the address section will be automatically populated with your home address
details that are on the system. Otherwise enter the address for your emergency contact if
the address is different to your home address:

< Back to Personal

Emergency contact

* Contact name (required)
Relationship to me

Contact at

Contact emall

Primary contact

Use my home address
House name

Number/Street

Local area

County
Postcode

Country

O 2 E €O

4.5 Bank Details

In the event that you change your bank details, you should follow the steps below:

25



Within the Personal tab, you will see a tab for Bank Details shown below:-
Bank details

Click on the Bank Details summary card and you will be directed to the screen shown below:

< Back to Personal

Bank datsils

o These details are used to pay your salary and any changes will take immediate affect,
Please check the details carefully before saving.

Roll number

* Account number (required)

* Account name (required)

Master Joe Dlopgs I

* Enter your sort code and complete the bank name, roll number (if applicable),
account number and account name.

* After carefully checking that the information is accurate cIickm.

* Inthe event that the following message appears and after carefully checking that the
information you have provided is correct, you should contact your HR/Payroll
representative in the first instance.

@ Field: Sort code is invalid

PLEASE NOTE:

It is advisable that in order to ensure that your new bank details are in place for your next
available pay do not to close your previous bank account until you receive a salary
payment in your new account.

26



The date that you make changes to your bank account details in mySelf determines
whether or not this will be effective for your next pay. If you require clarification, please
contact the ESC People Helpdesk as instructed below:

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

5. Absence

5.1 Absence Details

Mr Joe Bloggs

O

A Home

B My pay

& View profile

On your main home page on mySelf, at the left-hand side of the screen, you should select
‘My Time’. This area contains information about your annual leave, other leave and sickness

absence.

NB If this information does not appear on your mySelf homepage then this facility has not been introduced
to the area of the service you are employed in.

Overview Calendar

Holiday View all holidays >

27

< 01Jan 2022 - 31 Dec 2022 > ( )
& Your
Sickness Viewallsickness > [ Other absence View all other absence >
Add other
C D)
Flexitime View all flexitime >



https://nlcsnowprod.service-now.com/esc?id=sc_cat_item&sys_id=ba1353bb1b5bad10512b21f6b04bcb52
mailto:ESC-HelpDeskTeam@northlan.gov.uk

5.2 Holiday Balance

To view your holiday balance, at a quick glance you can see this on the Holiday section within
My Time, or, you can select the ‘View Balance’ icon select the icon at the top right hand side:

Holiday

View all holidays >

< 01 Jan 2022 - 31 Dec 2022 >

189.143

Hours available

0: Your next booked holiday is

No holidays currently booked

When selecting ‘View Balance’ This page will display your holiday entitlement, and details of
any holidays taken or scheduled. It will also display a balance, and give details of the next
year’s balances (when available): It is important to note that your holiday balance will be
displayed in hours and this will include your annual leave entitlement and public holiday

entitlement calculated as a whole.

The ‘Taken’ and ‘Scheduled’ columns include both annual leave and public holidays.

Scheme name

A/L NLC - Schedule A (Hours)

Entitlement

126.143 hours

Scheduled
0 hours

5.3 Booking a Holiday

Holiday period
01 Jan 2022 - 31 Dec 2022
Taken

0 hours

Balance

126.143 hours

There are various ways that you can book a holiday within mySelf.

* Either select “Book holiday” from the quick links on the home page.
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Holiday View all holidays >

189.143

Hours available

R Book holiday
( View holiday in calendar )

* Or within the ‘My Time’ tab on the left side of your homescreen, you should select the
‘Book Holiday’ option

Hol |day View all holidays >

< 01Jan 2022 - 31 Dec 2022 > ( View balances )

& Your next booked holiday is

189.1 43 No holidays currently booked

Hours available
® Book holiday

This will open up the ‘Holiday details’ screen as shown below:-

< Back to Overview

Holiday details

Please remember all holiday requests are subject to authorisation by your reporting
manager and you should wait until you have a decision regarding your request before you

make any personal commitments. You should discuss any requests for short notice
holidays with your reporting manager in the first instance.

* Absence type (required)

Please choose -

*Holiday period (required)

Please choose -

Notes

i

S o

Select ‘Personal holiday’ from the drop down box:
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Holiday details X

Please remember all holiday requests are subject to authorisation by

6 your reporting manager and you should wait until you have a decision
regarding your request before you make any personal commitments.
You should discuss any requests for short notice holidays with your
reporting manager in the first instance.

Abszence type ®

Personal holiday v

Select “full day’, ‘part day’ or ‘more than one day’ from the holiday period drop down box:
*Holiday period (required)
Please choose -

Part day

Full day

More than one day

If full day is selected, enter your holiday start date in the ‘start date’ box. Alternatively you
can select the calendar as shown below. This will open the calendar for you to select the
date which will automatically appear in the start date box.

*Holiday period (required)

‘ Full day

* Start date (dd/mm/yyyy) (required)

2022 ~ < >

3 4 5 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 @) 22 23

24 25 26 27 28 29 30

* Start date (dd/mm/yyyy) (required)

21/01/2022 | (=4

Add any notes in the ‘Notes’ box:
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Click on
the

If you
absence
you are
will see a

Notes

I need this day off

already have
in for the day

requesting, you
button at the bottom. warning sign

similar to the one below and you will be required to amend your entry to another day when

you do not already have absence booked.

@

This absence overlaps with the following existing absence(s):
11/07/2016 - 22/07/2016 (Personal holiday)

Once you have booked and saved your holiday details, this will send an e-mail through to

your reporting manager to consider your request and you should receive an e-mail
notification of this.

Once your manager has considered your request, you will receive an email confirming
whether your request has been authorised or not authorised.

The holiday, if authorised will deduct the correct amount of hours off your holiday
entitlement balance as per your work pattern.

If you require a part day holiday, select ‘part day’. You should enter the start date as detailed
in the previous section. You will see the following options that appear:
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* Absence type (required)

Personal holiday

*Holiday period (required)
Part day
* Start date (dd/mm/yyyy) (required)

21/01/2022 | (4

*Morning or Afternoon (required)

Afternoon

*Position (required)

Please choose

Notes

| need this day off

You should select whether your holiday is in the morning or in the afternoon. The option

‘specify time’ should not be used under any circumstances.

Annual Leave should only be taken in Full Day or Half Day periods. — Systems is this still right??
-HD

Then click the button which will send the request to your reporting manager.

Again this will send an e-mail through to your reporting manager to consider your request
and you should receive an e-mail notification of this.

Once your manager has considered your request, you will receive an email confirming
whether your request has been authorised or not authorised.

The holiday, if authorised will deduct the correct amount of hours off your holiday
entitlement balance as per your work pattern.

If you require a holiday which is more than one day, you should select ‘more than one day’ as
shown below.
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You should select whether the first day of your holiday is full day or just the afternoon.

You should enter the end date of your holiday

And again you should select whether the end holiday date is a full day or just the morning.
The option ‘specify time’ should not be used under any circumstances. ???

*Absence type (required)

Personal holiday ‘

*Holiday period (required)

More than one day > ‘

* Start date (dd/mm/yyyy) (required)

| 240172022 | ()

*Full or part day (required)

Full day

* End date (dd/mm/yyyy) (required)

28/01/2022 | (59

*Full or part day (required)

Full day -

*Position (required)

Notes

| need these days off

77

©o o

Then click the button which will send the request to your reporting manager the
same as a full day and part day request, which you should receive an e-mail notification for.

Your reporting manager will consider your request and you should receive an e-mail
notification advising whether they have authorised or not authorised your request.

The holiday, if authorised will deduct the correct amount of hours off your holiday
entitlement balance.

5.4 Cancelling a holiday which has been authorised by your Reporting
Manager

Select the holiday you wish to cancel from the absence summary page (you cannot cancel
holidays which are in the past).
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Startdate & EndDate  Duration Type Position Status Attachments

24 J]an 2022 28Jan 2022 21 Recruitment Advisor Authorised
This will take you into the holiday details screen. Click on the button at the bottom of
the page.

* Absence type (required)

‘ Personal holiday - ‘

*Holiday period (required)

‘ More than one day - ‘

* Start date (dd/mm/yyyy) (required)

| 2401202 |

*Full or part day (required)

‘ Full day

* End date (dd/mm/yyyy) (required)

| 28012022 | )

*Full or part day (required)

| Full day

*Position (required)

Recruitment Advisor (Recruitment, Miss Hollie E Dorman, 12/03/2019, POSN28360) (Cur

Notes

| need these days off
|

N

OO O

You should receive a warning message as follows:

| Message from webpage X
0 Are you sure you want to delete this record?

Select ‘OK’ and this will cancel the holiday. This will amend your holiday balance and will also notify your
reporting manager that you have cancelled authorised annual leave.
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5.5 Amending a holiday which has been authorised by your Reporting Manager

You should NEVER amend holidays that have already been authorised. Please refer to
cancelling a holiday which has been authorised by your Reporting Manager section above
to delete the existing holiday and re-request it using the correct dates.

If the holiday you wish to amend is in the past, your Reporting Manager will need to delete
this on your behalf.

5.6 Viewing your calendar

You can view your calendar by selecting the “My Time” tab at the far left of your home
screen, and then selecting the ‘Calendar’ tab at the top of the screen.

My time

Overview Calendar

You will then see a view similar to this:-

| Mycsiensar  ~ | | Today || < | > | 17Jan-23Jan,2022

Al Flexitime Holiday More filters - | Day ‘ Week ‘ Month

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Jan 17 Jan 18 Jen1g Jan 20 Jan22 Jan23
ment Senior. )7: s ent Si 3
s

Acvisor Workin.. 07 i enior Advisor Workin...

Recruitment Advisor Sickness Recruitment Advisor Sickness
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5.7 Viewing all holidays

You can view all holidays by clicking on ‘View all Holidays’ option on the top right of your ‘Holiday’ tab
under ‘My Time’ .

Holiday

View all holidays >

View balances )

% Your next booked holiday is
Monday 24 January to Friday 28 January 2022

< 01Jan 2022 - 31 Dec 2022 > (

154.143

Hours available

You should see the following list appear which will allow you to enter dates to search between. You
can type the date in or use the calendar, and can also search on all holidays, holidays which have been
authorised and also holidays which have not been authorised.

< Back to Overview

Absence records

@ Searching with neither Start date nor End date will return all absences.
o

Type
All >

Statis

Not refused X

o] ‘ ‘ End date (dd/mm/yyyy)

Sart date (ddimm/yyyy}

22/12/2021

End Date

J

Start date Duration Type Position Status Attachments

Personal
holiday

a4 . = Awsiting
24jan2022 28Jan2022 21 Recruitment Advisor 3 7
authorisation

o Personsl Recruitment Senior Awaiting
28Jan2022 14 s

holiday Advisor authorisation

- A nrie Perzonal . .

29 Dec 202 31 Dec2021 21 2 Recruitment Advisor Authorised
holiday

39 Dec 2021 31 Dec2021 0 Personal Recruitment Senior pithorced
holiday Advisor o

28 Dec 2021

28 Dec 2021

27 Dec 2021

36

28 Dec2021 7

28Dec2021 ©

27 Dec2021 7

Bank holiday

Bank holiday

Bank holiday

Recruitment Senior

Advisor

Recruitment Advisor

Recruitment Senior

Advisor

Not applicable

Not applicable

Not applicable



Click on the button and you will see a list of holidays:

< Back to Overview

Absence records

@ Searching with neither Start date nor End date will return all absences.
o

Status

Type

All =1 All >
( Start date ([dd/mm/yyyy) [ £nddate {ddmmiyyyy)

01/10/2021 m 30/11/2021 E
Startdate ¥ End Date Duration Type Position Status Attachments
11 Oct 2021 15 0ct 2021 21 Personal holiday Recruitment Senior Advisor ~ Autheorised
11 Oct 2021 15 Oct 2021 14 Personal holiday  Recruitment Advisor Authorised
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6. Sickness Absence

6.1 Sickness Details

To view your sickness details, click on the “View all Sickness “tab within your ‘My Time’ section on mySelf.

Sickness View all sickness >

( View sickness in calendar )

To view a specific sickness details select the record as follows:

< Back to Overview

Absence records

@ Searching with neither Start date nor End date will return all absences.
o (oo

Type Status

Al ~| | Notrefused >

Start date (dd/mmiyyyy)

22/12/2021 E ‘ End date (dd/mm/yyyy) E ‘
Startdate ¥  End Date Duration Type Position Status Attachments
10 Jan 2022 Sickness Recruitment Advisor Not applicable =
10 Jan 2022 13Jan 2022 Sickness Recruitment Senior Advisor Not applicable =

Once you select the record, you should see details of your sickness absence displayed on the
sickness details screen.
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< Back to Absence records

Sickness details

Please ensure upon your return to work, you end your sickness absence by entering the

@ I1ast day that you were unfit for work including non working days. Failure to do so will result
in a discrepancy in your wages.

* Absence type (required)

‘ Sickness - ‘

* Absence reason (required)

‘ Back pain - 06 - ‘

\j Hide absence reason

*Sickness period (required)

‘ More than one day -

* Start date (dd/mm/yyyy) (required)

‘ 10/01/2022

*Full or part day (required)

[ Full day -

* End date (dd/mm/yyyy) (required)

L e

*Full or part day (required)

‘ Please choose -

*Position (required)

Recruitment Advisor (Recruitment, Miss Hollie E Dorman, 12/03/2019, POSN28360) (Cur

If the sickness has an end date and the sickness is correct you do not need to do anything
and should close the record by selecting ‘Back to Absence Records’ at the top left hand of
the screen.

6.2 Ending a sickness

In the event that you are absent from work due to sickness, upon your return to work you will be
required to enter the date your sickness absence ended if the end date is blank.

You would do this by selecting the sickness record from the absence summary screen and this will
display the sickness details screen.
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< Back to Absence records

Sickness details

Please ensure upon your return to work, you end your sickness absence by entering the
@ 1ast day that you were unfit for work including non working days. Failure to do so will result

in a discrepancy in your wages.

* Absence type (required)

‘ Sickness -

* Absence reason (required)

i Back pain - 06 - |

]:‘ Hide absence reason

*Sickness period (required)

More than one day -

* Start date (dd/mm/yyyy) (required)

*Full or part day (required)

1 Full day

* End date (dd/mm/yyyy) (required)

| |
\ |8
*Full or part day (required)

‘31-:' e choose

*Position (required)

Recruitment Advisor (Recruitment, Miss Hollie E Dorman, 12/03/2019, POSN28360) (Cur|

You should enter an end date or select the calendar to select the date, and click on the drop
down box to select whether the last day of absence was a full day or morning. The date you
enter should be the last working day that you were sick. The option “specify time” should
not be used under any circumstances.

Click on the “save” button to save the record and this will send an email to your manager
confirming that you have returned to work.

It is extremely important that you complete this information accurately as soon as you
return to work. Failure to do so will result in you being recorded as being absent from work
due to sickness and could impact on your pay.

If you are unable to end your sickness absence, you must contact your reporting manager
who will arrange for this to be completed on your behalf.
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7. Other absence details

7.1 View other absence details

Other absence details relates to all other leave, other than holiday and sickness absence.

To view your other absence details go to Other Absence, and click on the “View all other
absence” section. You will be taken into the Other absence summary page:-

Other absence

View all other absence >

Add other
D (

View other
absence in
|
calendar

You will see other absence details at the bottom of the screen.

< Back to Overview

Absence records

@ Searching with neither Start date nor End date will return all absences.
o

Type Stanus
All - All -
Start date (ddfmmiyyyy)
o End date (dd/mm/yy
‘ 01/01/2019 al ‘ ¢ e B8
Startdate & End Date Duration Type Position Status Attachments
03 Feb 2020 03 Feb 2020 Training & Development - Day F‘.e:rus:men: Aiharised =
Release Advisor
11 Dec 2019 11 Dec 2019 Training & Develoemen: - Recruitment Authorised )
AM AM Training Course / Conference Advisor
28 Mar 2019 28 Mar 2019 Training & De;elopme‘n: - Recruitment Authorised <}
P PM Training Course / Conference Advisor
27 Mar 2018 27 Mar 2019 Irawr‘mg & Development - Recruitment Authorised =)
AM Al Training Course / Conference Agdvisor
21 Mar2019 21 Mar 2019 Training & Development - Recruitment Not )
ont PM Training Course / Conference Advisor authorised

To view an individual other absence record you should select the record you wish to view
and you will be redirected to the records full details.
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7.1.1 Add other absence details
You can request other absence on mySelf by following the below steps

*  Onyour main home screen dashboard, go to where it states ‘Other Absence’ and you
will see an option to ‘Add Other Absence’

Other absence View all other absence >

+ Add other View other
absence abszencein

calendar

* Orclick on ‘My Time’ tab on your main homescreen at the left hand side, and go to
the ‘Other Absence’ box and select ‘Add Other Absence’

This will open up the other absence details screen.

Mr Joe Bloggs
You 2 View profile should select the type of leave by using the drop down box
next to
Home
o Other absence View all other absence >
+ Add other View other
absence abszencein
B My pay [ calendar )
‘Absence type’

Absence type *

Please choose
Annual Leave (2015)
Authorised Absence
Compensatory Leave

Flex| leave

Flexible workstyle leave

LOA - Teachers - Accompanying groups of children/young people

LOA - Teachers - Accompanying spouse/partner on holidays and business trips
LOA - Teachers - Attendance at a funeral

LOA - Teachers - Attendance at a wedding

LOA - Teachers - Attendance at an annual camp of TAVR/RNVR

LOA - Teachers - Attendance at exhibitions of the teachers own work

LOA - Teachers - Attendance at meetings of trade unions or professional assoc
LOA - Teachers - Attendance at the National Mod as a competitor or adjudicator
LOA - Teachers - Compassionate Leave

LOA - Teachers - Family Bereavement

LOA - Teachers - Holiday during term time

LOA - Teachers - Holidays or festivals of religious or ethnic groups

LOA - Teachers - House Removal

LOA - Teachers - In connection with local authority elections

LOA - Teachers - Interview for another post

LOA - Teachers - JOP and membership of childrens panels

LOA - Teachers - Jury Service

LOA - Teachers - Local Authority Business

LOA - Teachers - Marriage/civil partnership during term time

LOA - Teachers - Meetings of Public Statutory Bodies

LOA - Teachers - Meetings or conferences of an educational or religious nature
LOA - Teachers - National conference of a political party

LOA - Teachers - Participation in cultural events

LOA - Teachers - Participation In international amateur sporting events

Please note: the drop-down menu may appear differently depending on the nature of your job role.
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In the absence period, you should select ‘Full day’, ‘Part day’ or ‘More than one day’ from the
absence period drop down box.

< Back to Overview

Other absence details

* Absence type (required)

‘ Special Leave - Bereavement < - ‘

* Absence period (required)

\ Full day ¢ - ‘

* Start date (dd/mm/yyyy) (required)

| 20012022 | ()

*Position (required)

‘ Please choose -

Notes

S - @&l

Enter your absence start date in the ‘start date ‘box. Alternatively you can select the
calendar as shown below. This will open the calendar for you to select the date which will
automatically appear in the start date box.
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Start date (dd/mm/yyyy) ®

0 [Oct v[2019  v| ©

Mo Tu We Th Fr Sa Su

1 2 3 B 5 6

7 8 9| |10 (17| [12] |13

14, |15| (16| (17| [18] (19| |20

21| (22| |23| |24, |25| |26| (27
28| (29| 30| |31

Today Done

Done
After you have chosen the date, select then click on the button at the
bottom of the screen.

If you have already have an absence in for the day you are requesting, you will see a warning sign similar
to this.

@ This absence overlaps with the following existing absence(s):
11/07/2016 - 22/07/2016 (Personal holiday)

Once you have booked and saved your other absence request, this will send an email

through to your reporting manager to consider your request and you should receive an
email notification of this.

Once your manager has considered your request, you will receive an email confirming
whether your request has been authorised or not authorised.

If you require a part day other absence select ‘Part day’ and the following screen will appear:
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Other absence details

* Absence type (required)

‘ Special Leave - Bereavement -

* Absence period (required)

‘ Parz day =]

* Start date (dd/mm/yyyy) (required)

| 20012022 |

*Morning or Afternoon (required)
Please choose -
Afternoon
Specify time

Notes

«© - @&

You should enter the start date as detailed in the previous section and select whether the other absence
is in the morning or afternoon.

Should the time off you require be less than a full morning or an afternoon, you should select the
‘specify time’ option and this will prompt you to enter the start time, hours absent and end time for your
request.

*Morning or Afternoon (required)

‘ Specify time -

Start time (hh:mm)

| 09:00 |

Hours absent

| 02:30 \

End time (hh:mm)

‘ 11:30 ‘

When using the ‘specify time’ option please ensure you enter the hours absent as this is required in order
to update your flexi.
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Please Note: when claiming time back for Special Leave, the maximum time claimed must
not exceed your daily target hours, therefore you cannot accrue flexi when claiming Special
Leave.

Click the button which will send the request to your reporting manager.

Again this will send an e-mail through to your reporting manager to consider your request
and you should receive an e-mail notification of this.

Once your manager has considered your request, you will receive an email confirming
whether your request has been authorised or not authorised.

If you require other absence which is more than one day, you should select the ‘More than
one day’ option:-

* Absence period (required)

More than one day

* Start date (dd/mm/yyyy) (required)

| 200172022 | ()
*Full or part day (required)
‘ Afternoon

* End date (dd/mm/yyyy) (required)

| 21/012022 | ()
* Full or part day (required)

Full day .

You should select whether the first day of your other absence request is a full day or just the
afternoon.

You should enter the end date of your other absence ensuring that you select whether the
end other absence date is a full day or just the morning.

Then click the button which will send the request to your reporting manager.
Again this will send an e-mail through to your reporting manager to consider your request
and you should receive an e-mail notification of this.
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Once your manager has considered your request, you will receive an email confirming
whether your request has been authorised or not authorised.

7.2  Attaching Supporting Evidence

As you are aware, there are certain occasions where you are required to provide supporting
documentation when applying for other leave, for example if you are required to attend a
hospital appointment, are attending court or attending an annual training camp if you are a
member of non-regular forces.

Attaching this supporting evidence electronically to your request will assist your manager in
considering your request promptly.

Absence records

@ Searching with neither Start date nor End date will return all absences.
o

| Type
All =

Status

Not refused >

| Start date (ddimmiyyyy o
“ 22/12/2021 o] ‘ End date (dd/mm/yyyy) Q) ’
Startdate & End Date Duration Type Position Status Attachments

tment Senior Awaiting

Once you have completed the other absence details and clicked save, you should go back to
the main absence screen. You should then click on the attachment relevant to the other
absence details that you want to attach the supporting documentation to.

This will open up the following screen. Select Add at the bottom of the screen.

< Back to Absence records

Document attachments

No attachments have been added yet

This will open up the document attachment screen.
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Document attachment details Close X

* Document name (required)

[

You should name the document i.e Evidence, then click on ‘choose file’ in order to upload
the document that you will have previously scanned to your computer and click save. If you

have more supporting evidence you should following the same procedure and once you
have uploaded this information and saved this, you should exit the screen by clicking on the

Clese X at the top right hand side of the screen.

Document attachments >

Test

Absence Certification

Aad
An alert will then be forwarded to your reporting manager to advise that you have attached

further information to your request and will allow them to review this.

In the event that you do not have the facility to upload supporting evidence to your request,
you should arrange for a paper copy to be passed to your manager for information.

If you need to amend the information you have entered you can do so by re opening the
absence but only if the absence is in the future. You will be unable to change an absence
that has already past. If this happens then your manager will be able to make the necessary
changes for you.

7.3 Viewing all other absence
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You can view all other absence by selecting the ‘View other Absence’ option at the right
hand side of the other absence tab

Other absence View all other absence >
Add other Viewv other
calendar

You can enter details to search on, such as between a range of dates, or just selecting search
to see all details.

0D

Type Status
All M Not refused -
Start date (ddimmidyyyy) End date [dd/mm/
221122021 B8 Y B
Search
Startdate ¥+ EndDate  Duration Type Position Status Attachments
20 Jan 2022 " ~E39 Special Leave - Jury Recruitment Senior Awaiting
ong LA Service Advisor authorisation =
20 Jan 2022 s Special Leave - Jury Awaiting
:\.v':an 21 jan 2022 Sa:."icae eave.:jun) Recruitment Advisor au:::‘:sfst::r‘ =

This will bring up details of all other absence and you have the option of filtering by absence
type should you wish to do so.
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7.4 Other Absence Types which are not included in mySelf

Whilst every effort has been made to include as much other absence types on mySelf as
possible, there are a number of absence types which are not included at this time.

These are listed below.
* Maternity Leave
* Adoption Leave
* Shared Parental Leave
* Maternity/Adoption/Shared Parental Leave/Keep in Touch days
* Maternity Support Leave/Paternity Leave/Adoption Support Leave
* Carers Leave

e Career break

Should you wish to request this type of other absence, you should discuss this with your
reporting manager in the first instance.
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8. Pay and Benefits

8.1 Payslips

To view a current payslip:

* Either select ‘Latest Payslips’ from the Quick links on the Homepage on whatever
payslip you wish to view

Latest payslips View my pay >

I_ October 2021 &

Qlick to download —

@ September 2021 |

Qlick to download

* orselect the ‘My Pay’ tab at the left hand side of your mySelf and within here ensure
you are on the ‘My Pay’ tab at the top of the screen

Mr Joe Bloggs
& View profile
A Home

E .'-.1;,# time

My pay

Within here, you will be able to view all your payslips as shown below:-
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Payslips View my bank details >

@ Searching with neither Start date nor End date will return all payslips.

‘ Start date (dd/mmvyyyy) o) ‘ End date (dd/mm/yyyy) = ‘
‘
Pay date Download

14 Oct 2021 p 2
30 Sep 2021 3

16 Sep 202 3

2 Sep 202 3

19 Aug 2021 3

5 Aug 2 3
22 Jul 202 3

i 202 3

Click anywhere on the payslip (shown above) to display the information contained within it.

Your payslip will be displayed in the format shown below:

< Back to My pay

Payslip details: 14 Oct 2021 T Domkad
Employee Name Joe Tax Pericd 28
Tax Code ve
NI Number 7434058
Reference ho 003 NI Catezory A
Payments Deductions This Period
Payment uT Cash Deaduction Rate Description
Basic Pa 41458 Tax
Basi 44215

Year-to-date

Description Value

Tax Paid YTD

Total Payments 86273 Total Deductions 154.01 NET PAY 70872

You then have the option to download as a PDF file (which can then be saved, printed or
emailed).

To save the payslip you are viewing, click on the ‘Download’ icon. This will download in a PDF
format. The downloaded document will appear at the bottom of the screen showing the
payslip. A downloaded payslip contains greater detail than the payslip which is shown on the
screen.
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This message appears if you are using Google chrome as your browser so downloading may
vary slightly with each browser but a download message usually appears at the bottom of the

page.

If using a shared PC you must always be careful when saving and/or printing such personal
information and should be protected at all times.

8.2 P60

To view your P60, select the ‘My Pay’ tab at the left hand side of your mySelf and within here
ensure you are on the ‘My Pay’ tab at the top of the screen. Scroll down and underneath
your payslips you will see a section for P60’s

1
!
I
t
\
l
1
!
m
o
Y
t
T
3
| 4=
TN

P60’s from 2015/2016 onwards will be available here to view, save and/or print.
You will be given option to download your P60 as you do with payslips.

If using a shared PC you must always be careful when saving and/or printing such personal
information and should be protected at all times.

53



8.3 Reimbursement for Spectacles / Eyesight Tests

Claims for reimbursement for glasses can now be made via mySelf and can be authorised by
the manager in myTeam. Managers should only authorise any claims for reimbursement:-

* Once a HR/DSE1 form has been completed and signed by an optician and they have
ascertained that glasses are deemed necessary solely for the use of D.S.E.

* The total value to be reimbursed must not exceed £50. An employee may purchase
glasses at a higher price on the understanding that the difference is paid by the
employee. A manager can only authorise up to a maximum of £50 or less if the value
of the spectacles is less than this.

* When an expense form is completed on myself. Monies should be claimed using
element code 458 (titled Eye Test / Specs).

* If receipts are presented.

Further guidance and the form can be found by following the link below:-

https://mynl.co.uk/knowledge-base/display-screen-equipment/

Employees will be reimbursed by completing page 2 of the Time and Expenses claim form and using
the element code listed above.
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9. Employment

9.1 Experience

To view your employment details select the ‘My Profile’ tab at the top left of the Homepage,
then go to ‘My Employment’ tab at the top of this screen, you will be directed to the
Employment summary screen:

My profile

Personal Employment Talent

My employment

Period of employment Position Department

12 Mar 2019 - present Recruitment Advisor Recruitment

If you have more than one post then all posts will be shown here and you will be able to
view each of their information by clicking on the name of the post you wish to view.
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Current job details

Job details

Department

Position reference

‘ Recruitment

| | posn2s3aso

Position name

Personal reference

J Recruitment Advisor

| |

Start date (dd/mm/yyyy)

12/03/201

0

Contractual hours

] 17.50

Work pattern

Payroll reference

| 5009199

C-17.5-2wk-wk1-th7-f7-wk2-w7-th7-f7

Manager

Reporting post

‘ Recruitment Manager

Reporting manager and job title

Miss Hollie E Dorman - HR Operations Advisor\;Mrs

t - Recruitment Manager

A

Location details
Address type

House name

[ Mailing

Number/Street

Local area

‘ Floor 4

‘ ‘ Scott Street ‘

The start date detailed within the current job details screen relates to your continuous

employment with North Lanarkshire Council or antecedent authority. If you have service

from another employer which is recognised as reckonable service, this information is not

detailed within mySelf for viewing purposes. This does not impact on your entitlement to

occupational sickness and occupational maternity payments, annual leave and redundancy.

However, if you have any queries in relation to your service, please contact ESC- Helpdesk

Team detailing your name and employee number and the nature of your query, using the

following contact method:

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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Please note Employment details are for viewing purposes only and cannot be amended.

10. Logging Out
If you are using mySelf on a shared or public computer or mobile device, it is critical that you

log out of the system when you have finished your current session. Closing the browser is
not sufficient to end your current session and secure your personal details.

To log out of mySelf go to the “ icon at the top right of your screen and then
Sign out select

at the bottom of the dropdowns.

After this, you will be returned to the mySelf login screen.

Employee Self Service

iTrent

Login
* Username (required)

(1

Forgotten username?

* Password (required)

[

Forgotten password?

(= B

@ Contact administrator
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11 Saving mySelf to your Home Page on a Device

11.1 For iPhones/iPads (iOS Devices)

Type in your web address into Safari browser and wait for the page to load.

Go
Type www.northlanarkshire.gov.uk/myself in the address bar then tap on -

12:38 4 al 4G (%)

www.northlanarkshire.gov.uk/myself Cancel

(IMPORTANT: NEVER USE A SEARCH ENGINE E.G. GOOGLE TO SEARCH FOR THIS WEBSITE

AS YOU WILL GET THE MESSAGE - INVALID LOGIN. ALWAYS TYPE THE ADDRESS STRAIGHT
INTO YOUR BROWSER)

Once the webpage loads up on your device, scroll to the bottom of your screen

In older devices, you would click on this icon:
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Install this web app on your
phone: tap the arrow and
Welt then 'Add to Home ps1o
Screen'
s 6

le.
Then click on Add to Home Screen

Cancel

You then have an option to rename the bookmark. For example, to “Myself”.

Then tap Add.

[ UK= 10:42 Q 937 =) |

Cancel Add to Home Add

— - d

https://ce0076li.webitrent....

An icon will be added to your Home screen so
you can quickly access this website.

The bookmark will now appear on your Home Screen, looking similar to an app:



That’s it. From now on, you can click on the app and it will take you to your mySelf login
page.

Remember, your username is always your employee reference number.

Employee Self Service

iTrent
Login

* Username (required)

Forgotten username?

* Password (required)

Forgotten password?

>

@ Contact administrator

Alternatively, in more recent versions of iPhones/iPads/iPod Touch’s:

Tap on the Safari web browser:

Type www.northlanarkshire.gov.uk/myself in the address bar:
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12:38 4 al 4G (%)

www.northlanarkshire.gov.uk/myself Cancel

e
(0]

(IMPORTANT: NEVER USE A SEARCH ENGINE E.G. GOOGLE TO SEARCH FOR THIS WEBSITE
AS YOU WILL GET THE MESSAGE - INVALID LOGIN. ALWAYS TYPE THE ADDRESS STRAIGHT
INTO YOUR BROWSER)

Once the webpage loads up on your device, scroll to the bottom of your screen then tap on

u
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wil vodafone UK & 10:41 9 93% mm)

& ce0076liwebitrent.com

EMPLOYEE SELF-SERVICE

i & Log

Username

Forgotten username?

Password

Forgotten password?

@ Contact administrator

O m

Scroll along to the right then tap on Add to Home Screen

AR oo @ N

d Add to Add to Copy
mark Reading List Home Screen

You then have an option to rename the bookmark. For example, to “Myself”.

Then tap Add.
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w1 vodafone UK = 10:42 Q 93% W) |

Cancel Add to Home Add

amm—  Myself l

https://ce0076li.webitrent....

An icon will be added to your Home screen so
you can quickly access this website.

gwertyuiop

The bookmark will now appear on your Home Screen, looking similar to an app.

That’s it. From now on, you can click on the app and it will take you to your mySelf login
page.

Remember, your username is always your employee reference number.
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Employee Self Service

iTrent

Login
* Username (required)

(1

Forgotten username?

* Password (required)

[

Forgotten password?

(=

@ contact administrator

11.2 For Android devices

Once again, type in your web address into your browser (e.g. Chrome ﬂ) and wait for
the page to load, then you:

1) Type www.northlanarkshire.gov.uk/myself in the address bar. (IMPORTANT: NEVER
USE GOOGLE TO SEARCH FOR THIS WEBSITE AS YOU WILL GET THE MESSAGE -
INVALID LOGIN. ALWAYS TYPE THE ADDRESS STRAIGHT INTO YOUR BROWSER)

2) Once the webpage loads on your device, click on the icon at the top right corner

A B T .l 10:27 PM

f smartphonetablettutorial. C @ E

of the screen:

3) Then scroll down the options and click on Add to Home Screen
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New tab

New incognito tab
| .

Bookmarks
14 Great Use
Old PC Recent tabs
History
Downloads

Share...

Find in page

he Real Re
eresieel raromeson ] -
) S

Desktop site |

You then have an option to rename the bookmark by typing in the Title field.

For example, type “Myself”.
(You may need to delete the information already in the Title field)

Then click Add.

You will then receive a message on screen which says Shortcut Myself added.
NB: If you called the shortcut NLC, then the message will say Shortcut NLC added.

That’s it. From now on, you can click on the app/shortcut and it will take you to your mySelf
login page.

Remember, your username is always your employee reference number.
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Employee Self Service

iTrent
Login a

* Username (required)

]

Forgotten username?

* Password (required)

Forgotten password?

>

@ Contact administrator

For further information on mySelf, including a wealth of “How to” Videos, you can click on
http://connect/index.aspx?articleid=15930 if you have access to a council PC.

Alternatively you can call the ESC People Helpdesk Team using the following methods:

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

12. Mileage/Expenses/Overtime

Please note that there are separate guidance documents for this. For more information,
please click on the following links:

Employees: Mileage, Expenses & Overtime Guide

Managers: — Mileage, Expenses & Overtime Guide

[END OF GUIDANCE DOCUMENT]
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