How to access my33&] and general
information from your mobile device.

LOG INTO my {¥] DOWNLOAD 'PEOPLE FIRST' APP

Select 'ChatBot QR Code' App Store (Apple) / Google Play (Android)

Hello Employee
® You last logged in 1 minute ago

This is the icon that
you should download

Book a holiday

Check my holiday balance

ChatBot QR Code

3. Now click
'Sign in’
2. Scan the QR

code when
1.0penthe  prompted.
app and
click
'Connect’
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USING CHATBOT

To ensure you receive notifications via Chatbot all employees
and managers must type 'Register' and click enter.

ANNUAL LEAVE/OTHER FLEXI

LEAVE If you use flexi you can keep track of your bookings

. on the go, wherever you are working.
You can view, add or amend annual leave/ other leave & y &

and also check your annual leave balance. peopielirs o

peoplefirst u [ ciockin

What type of absence would you like 1o
book?

@ e ooseiroun Type 'Clock in' to record
your start time.
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, o st This time can be also
To start, type 'Book holiday Fcoprr ol amended by selecting
eelie 1o R e St el ‘edit clock-in date/time'.
@ From what date were you thinking? prompted. EDIT CLOCK-IN DATE & TIME
. . CLOCK-QUT
Confirm that all details are
@) 15104 1un partormuple daysbsence? correct and select 'Yes'. This o0 ==
£resy gy g——, will then be sent to your peoplefirst g
manager for authorisation.* -
Type 'Clock out' to record m

your finish time.

I'm geoing to book your leave on
Wednesday 2nd September 2020, Is that

@ma

@ I've clocked you out:
Clocking in and out using
(ves) (wo) people first o Chatbot will also record the Q

S

geo location on
TO Start/ type 'BOOk holiday' rf.._lla:'f lll.Al”M: i_\'@ your phone to ;hO\/T\-_/ Where % Wap cats COTIC
and follow each step when o you are working from. Record
3INeNgG SUPerFsor

27/08/2020 13:27 - 27/08/2020

prompted. e

'@ Sune Lets Dook a0 O b
For 'Other Leave' choose the @ e L

type Of |eave and and Se|ect ANNILAL LEANT uv:-u:;- [aunmunmumu-‘l !:couur.n'.o
N/A when asked for the
reason.

Your bookings for the day

can amended by selecting

‘edit clock-in/clock-out EDIT CLOCK-IN DATE & TIME
date/time'.

Clock-in Duration: 00:01

@ it e o o o asbanica? EDIT CLOCK-OUT DATE & TIME

((asoommcn. o LN r____'_ . @ DELETE

Confirm that all details are  [o° JECEEEEEEEs peoplefirst g
correct and select 'Yes'. This
will then be sent to your [ (r———— m

manager for authorisation.*
Type 'Flexi balance' to view
You can also amend any R e yp

annual leave/other bookings u ;f;-;;;m.m. 17 Aug 2020-13 your current balance and
by typing 'amend holiday' Y alsp how many days are

and then updating the i sy 1 Seeom 920, 1 s v s remaining in the flexi period.
details you wish to change. @
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* You will continue to receive an email with the outcome



PAYSLIPS/P60S

You can view your payslips and P60s on your mySelf
account.

oeoplefirst g
&d

Type 'Payslip' to view a list
of all payslips available.

Your latest payshp of PED is now available

@ in iTrent

Or, type 'P60' to view a list
of all P60s available.

Click on 'View in iTrent'.

Latest payilip/Pe0
Pay date- 20 August 2020

@ VIEW i ITRENT

@ ks theré armything else | can belp you with?

, This will take you to the
mySelf login page, enter
your login details (employee
number and password).
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my O] P60
Pay & Benefits X

145,/

Payslips

ith April 3014 - Ssh Apnil 2020 (04 16F0)
Pay date 20 dusg 2020
20182009
Click to view detalls
6th Apeil JOE - Seh Apell 2019 (D416F0)
D)
207 Fne
#th Ageril 00T - Soh Apell 2008 (D41 6F0)
Pes
20185200

&th Ageil 3014 - Soh Aprll 2007 (D416F0)
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Click to view the details, this will then download and open the
document as a PDF.

GENERAL INFORMATION

You can view guidance on NLC policies or ask
for some additional support.

peoplefirst &

what is the policy for adverse weather

To find out more information
and to view an NLC policy,
type the name of the policy
you are looking for.

Adverse Weather Policy
Please click on the link below to
access this policy.

@ OPEN LINK

Click 'Open Link'.

1 @ mynicouk/Pa=adverse

!)myNL

You will be redirected to the
appropriate page on MyNL as
shown here.

HR Circular 01-2020 - Adverse
Weather Policy.pdf (63103 kb)

Adverse Weather Policy.pdf (912.72
kb)

Adverse Weather
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You can also find out
the correct contact
details for the People
Helpdesk.

You can contact the Employee
Service Centre People Helpdesk
Team on 01698 403151 or email
esc-helpdeskteam@northlan.gov.uk

If you have forgotten you login details for your mySelf account,
you can type 'unable to access self service'. This will
redirect you to the appropriate user guide found on MyNL.

ADDITIONAL FEATURES

By clicking on the H icon at the bottom of your screen, this will
show a ‘sticker’ shortcut menu as shown below. You can click on the appropriate sticker to
start the process you would like to carry out.

Clock in/clock out to
record your

working times. A

D
Clockin  Book Holiday
All current booked
ERGVEIREEYE -
records will be listed U U
here.

List Holidays

Book your annual
leave/other leave

Check your annual
leave balance and
entitlement here.

Holiday Next Holiday
Balance

View your next
scheduled annual
leave
booking here.

Please note, at any time if you would like to cancel an action and start
a new process, type 'cancel’ and send. This will allow you to start a new
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If you need further support -

Future developments will include claiming mileage and
overtime via Chatbot

process

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



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

