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Overview

This is additional guidance in relation to the standard myTeam guidance, to highlight additional
areas within myTeam for you to be able to view some key areas where information has been or has
still to be recorded for your employees during the COVID-19 period and beyond.

This includes:

e Link to myNL where lots of information is available and updated regularly

e Employee information if they have been tested for COVID-19

e The current location of the employee’s work status due to COVID-19

e Additional information recorded to help establish tools necessary for employees working

from home
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myTeam Main Menu

Log into myTeam as normal
https://ce0076li.webitrent.com/ce0076li web/wrd/run/etadm001gf.open

=Q MENU O (NCPeople Managerinc covid) ()

Hello Amy

You last logged in 17 minutes ago

My task redirection

People Reports

Absence reports

Click here to view all COVID-19 information

as My dachhaard

=Q Find iTrent pages

- 8 .

Then click on ‘Click here to view all COVI D;19 information’

P
| \y

Covid-19

Link to updated information on Coronavirus

myNL is updated regularly with NLC and NHS guidance to managers regarding coronavirus. To
access this information, you can click on this link (https://www.mynl.co.uk) or click on the tab ‘Latest
NLC COVID-19 information’ in myTeam then the box as shown below:

[ ~ Latest NLC Covid-19 information ] >  Employee COVID test details

=
=

4 Click to access latest NLC Covid-19 inf...

Employee COVID test details
To view/add your employee’s covid-19 test results, click on the tab ‘Employee COVID test details’
then the box as shown below:

LINKS

Latest NLC Covid-19 information s Employee COVID test details

=
=

View/Amend Employee test results for CO...
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View/Amend Employee test results for CO...
By selecting and then entering the employee’s details

i 9
white Surname ﬂ you will be able to enter the test results for an employee if
they have had a test carried out.

ﬂ Ms Snow White
ol

You can then expand the information using this iconm to
COVID 19 test the right of the information which will expand and show
more detail or you can click on any of the entries to see more
details. For example;

COVID 19 test

COVID 19 test

Name — Select COVID 19 test
Check details coviD 19test  ~ MENU

Check method — Online

Name® COVID 19 test vl
Date Checked — Date test was undertaken Check method* Online v
or referred if no result given Date checked 020
CheCKed hy
Checked by- Leave blank and once saved Positive
Status [REELE]

— Result not disclosed

your name will appear

Status —Choose from Negative, Positive,
Referral or Result not disclosed

Other relevant information referring to PVG and SSSC can also be viewed on this screen but should
not be amended at this time.

Once all the information is entered select

Where employee is working from

The information contained here is in addition to the employee’s place of work and is aimed to show
where they are currently, such as working from home or stood down. You will have access to
add/amend this information.

LINKS

> Personal Details T Wehicle Info & Mileage, OT & Expenses Claims

> Employee Sickness Absence > Employee Annual Leave > Employes Other Absence/Flexi Leawve
> Employee Maternity/Paternity/Adoption Absence
= =
& Motification of Change Guidance 1. Wiew Key date details 2 View Position details

3. View Occupancy details 4. View Payscale values 5. View Hours and basis

&. View Work Pattern details View Leaver information details 8. View/Amend where employee is workin...

9. View/Amend T&C's for this employee
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To view this information from the home screen, click on People to find and select the employee you

. X . ~  Employment L. .
wish to view then click on . This is not the same as the actual location such as the

name of the school the employee is working from.

View/amend where employee is working f...

Click on

then select the relevant position from under their name.

You will then be asked to enter a date which will always default to the current
day’s date. If you change the date then this is the effective date of any new
information that you enter or view as an employee may have changed status.

You will be shown Position Details relating to the selected employee and the
selected position (job).

Position detailt: Work srge Systems Development Senio
V¥ MENU

Relevant fields
Date — can be amended by clicking
on it. This is the effective date of the

\ reason you are entering.

Position title and reference number

Workforce Systems
Job title”™ Development Senior
Advisor

Position reference

Home Worker

Structure workflow group  Chief Executive's Officeﬂ - Ensu re you have SeIeCted the
Occupant Mrs Nichola M Millen correct position as employee may
Workforce Systems have more than one to be recorded

Reporting unit Development Team

Workforce Syste

Reportsto® o ament Lo Work Location - Current covid
MrMark Lernon (26/11/201 status. The available options you
have to enter are:
Wark location search e
E Q Resuhs 19 Records
ot toemn = To enter one of these reasons or change the
Employes is 70 years+ and Unable 1o wark fram Homs existing one to one of these you should click on the
Home Worker
Employee is pregnant and Unable 1o work from Home magnifying glass next to Work Location
Employee is pregnant and Working from Home
Shielding - Unable to Work from Home h
Furioughed Work location Q e &
Agile Worker - Home Based
shizicing - Working from Home Then enter an asterisk (*) to show all reasons. You
Underlying health condition and Unable to work from Home
Employes s 70 years+ and Working from Homs should then select the relevant reason for that
Agile Worker - Site Based
Stood down and available for work to be allocated employee and position_ F|na”y select @
Underlying health conditicn and Working from Home
Temporary Redaployment
COVID - 19 LFD Test Positive - Working from Home
Flexible Furlough
*14 Days Isolation
Static Worker - Site Based
*7 days Isolation

If an employee has been asked to isolate for 7 or 14 days due to coronavirus then this is the area
where you would enter this information.

Please note — you will only be able to make changes to this screen when the payroll for the
employee is open. If you see a message telling you the employee’s record is locked you will need to
try again when it re opens. You can check the status by clicking on the myTeam homepage:
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Payroll Status

T&C’s for this employee

By clicking on

View/Amend T&C's for this employee

|
1

s
Corona
sicknes

in the same area of

~ Employment

as above and

selecting the employee and their position you will be able to view other relevant information such as
the employee having equipment to work from home. There are seven terms and conditions set up
against employees which are explained below:

Terms and Condition

Possible Outcome

Explanation

working

Yes- Laptop & Monitor

Yes- Laptop & Monitor &
Keyboard/Mouse

Yes- Laptop & Multiple Monitors
Yes- Laptop & Multiple Monitors &
Keyboard/Mouse

Yes- Laptop only

IT equipment Yes Employee requires IT

required No equipment to carry out position
Position can be Yes The position can be worked
undertaken from No from home by employee
home

Access to Corporate | Yes Access to NLC network is
Network required No required

Risk Assessment for | Yes Risk assessment has been
Home Working No carried out to allow position to
completed be carried out

PC Based Equipment | No Equipment is required in
provided for home Pending employee’s home to allow

home working

Mobile phone
provided

Yes — Mobile Phone
No- Mobile Phone

Equipment is required in
employee’s home to allow
home working

Furniture provided
for home working

No

Yes- Chair

Yes- Chair & Footrest

Yes- Chair & Sit/Stand Desk

Yes- Chair & Sit/Stand Desk & Footrest
Yes- Sit/Stand Desk

Yes- Sit/Stand Desk & Footrest

Equipment is required in
employee’s home to allow
home working
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This allows you to see at a glance what is required for staff. You can change these outcomes or add

. View/Amend T&C's for this employee
a new one by selecting Py and the employee whose record you

wish to amend. You can click on an existing T&C which is already there and change or select ‘New’
and add a new one:

If the employee has received equipment you can select New and then choose each of the following
from the T&C Item: ‘Furniture provided for Home Working’, ‘Mobile phone provided’ and ‘PC based
equipment provided for home working’. In Choice, please select the correct option for each T&C, all

options are shown below. Enter the date received and select@.

Terms & Conditions

1" Fumiture provided for Mome Wotkine v

Notes |Yes - Chai
Yes - Chow & Footrest

« |Yes - Char & S/Stand Desk
Yes - Chaw & Si/Stand Desk & Footrest
Yea - Si/Stand Desk

¢ |Yes - SwrStand Desk & Footrest

Terms & Conditions

Terms & conditions New

Terms & conditions N

v

AC e * P Based Equipment provided for M v

No

Mot Pending

Yes - Laptop & Monitor

» |Yes - Laptop & Monitor & Keyboard/Mouse

Yeu - Laptop & Multiphe Monnors

Yes - Laptop & Multiple Monfiors & Keyboard Mouse
Erd date lyes - Laptop only
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Please note — you will only be able to make changes to this screen when the payroll for the
employee is open. If you see a message telling you the employee’s record is locked you will need to
try again when it re opens. You can check the status by clicking on the myTeam homepage:

Payroll Status

Other useful screens

If an employee is sick or using any special leave this is visible from the main home page carousel under “Out of
office today”:

Absence Calendar
You can view your calendar and see at a glance where your employees are currently working from:

Absence calendar C

44 4 21May-21Jun2020 v B P
May June
@22 23 24 25 26 27 28 29 30 31 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15 16 17 18

© Mr Peter Pan A
9 Educational Estab... 21stMay *1Workingday * 0 Holidays authorised  * 0 Holidays h

& Mrs Nichola M Millen /)

g Furloughed 21stMay *1Workingday * 0 Holidays authorised  * 0 Holidays unauthorised  * 100% Availability 1 Other absence

© Mrs Wonder Woman DIDCICIOIOE ADIDICICIDNE IO o@@o O ADIDCICIOINE A0
8 Office 21stMay *1Workingday * 0 Holidays authorised  * 0 Holidays hy i * 0 Other ab

Q Ms Snow White a z

9 Shielding 21st May * 0 Holidays authorised  * 0 Holidays i .

© Mrs Cinder Ella / Z

g Stood down and av... 21stMay *3 WOrkmg days  * 0 Holidays authorised  * 0 Holidays h bill

% Mr Bruce Banner )

~a w4

®Bank holiday * Holiday ®Sickness @ Learning activity @ Other
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Sickness Absence
@ Ms Snow White

Sickness absence details Ms Snow White v MENU

If you have an employee who is currently Siokness period
absent with a covid sickness reason then you Sicknesa period® Morethan one dey _[F]
can view this information under the standard e
. Absence start date ()
People> Absence Screen and sickness e U
Absence start type  Full day v
absence: Absence end
Absence end date m
- Absence end type  Full day v
> Personal Details > Employment > Vehicle Info & Mileage, OT & Expenses Claims
Expected end date ()
> Gmoseimsitene > Emomee omer e e Leme
> Employee Matemmmy/Patemity/ Adoption Absence Absence
=@ Absence type® Sickness v

o Support
Absence reason®  Coronavirus (Suspected) - 26 v

AcaNew

rifcation Hide absence reason  []

7. Download Absence regort

If you need additional help or guidance, please contact the Employee Service Centre People
Helpdeskon 01698 403151 or esc-helpdeskteam@northlan.gov.uk
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