_CHATBOT B &

How to access myE¥ and general
information from your mobile device.

Lo INTo my J3¥j 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
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people first 3. Now click
- 'Sign in'
! 2. Scan the QR

code when
1. Openthe 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. PeOLeST &

peoplefirst g [ ciockin

What type of absence would you like 10
book?

© rechstesyoun Type 'Clock in' to record
your start time.
This time can be also
amended by selecting
'edit clock-in date/time'.

Fa T = &
\HDLIDAYJI | FLEXITIME | | OTHER/ Record

To start, type 'Book holiday' 27/08/2020 1324
and follow each step when
@ From what date were you thinking? prompted. EDIT CLOCK-IN DATE & TIME K

. . CLOCK-OUT
Confirm that all details are
oo B b bdd  COrrect and select 'Yes'. This S OELETE
fFULL DM'H:I [:MORNING\I ,raﬁERNDCINH, |::M WIH then be Sent to your peofle flrs' ¢
manager for authorisation.*
Type 'Clock out' to record m
our finish time.
I'm going to book your leave on y @ I've clocked you out:

Wednesday 2nd September 2020. Is that
ok?

9

- : Clocking in and out using
(ves) (wo) DQQPE first & Chatbot will also record the ¢ .

‘-?_l-? What type of absence would you like 1o hook? geo |Ocat|on on
To start, type 'Book holiday' your phone to show where y
and follow each step when you are working from. Rocod

27/08/2020 13:27 - 27/08/2020
1328

prompted.

@ Sure. Let's book an ‘eiher absence.

Your bookings for the day

For 'Other Leave' choose the k- At can amended by selecting
type Of |ea\/e and and Se|ect A.NmJn.LLaAvhiim:]) (nuruomswusmu) (ccmmsmo 'edit C|OCk-in/C|OCk-0ut EDIT CLOCK-IN DATE & TIME

N/A when asked for the T - date/time' EDIT CLOCK-OUT DATE & TIME
reason.
@ DELETE

Confirm that all details are @ From what date were you thinking? people first ™
correct and select 'Yes'. This
WI” then be Sent to your @ Is thée a full, part or multiphe day absence? m

manager for authorisation.* - 7
(Fuu. DM) (_MORNING) ‘xMTMONJI I\MULTIPLE DA‘\‘S) Type lFIexi bala ncel to VIEW
- ! MLE Flexd
You can also amend any Flexitime Period: 17 Aug 2020 - 13 your current balance and
annual leave/other bookings Sep 2020 also how many days are
I'm geing to book your ather absence on the y y

by typlng |amend hOliday| @ :E:momM‘ruesﬂn,ﬂslSepmmwmzcl.lsmm I’emalﬂlﬂg |n the ﬂeXl perIOd
and then updating the

details you wish to change.

Clock-in Duration: 00:01

Days Remairing: 18

@ Balance (hrs): -03:53
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* You will continue to receive an email with the outcome


www.northlanarkshire.gov.uk/myself
www.northlanarkshire.gov.uk/myself

PAYSLIPS/P60S GENERAL INFORMATION

You can view your payslips and P60s on your mySelf You can view guidance on NLC policies or ask
account. for some additional support.

pegplefirst & peoplefirst g
=D

what s the policy for adverse weather | 10 fiNd OUt More information
and to view an NLC policy,
Adverse Weather Policy type the name of the policy

ol -riniut you are looking for.

Type 'Payslip' to view a list
@ Your latest payslip or PE0 s now available  of 3| payslips available.
in iTrend.
Or, type 'P60' to view a list
of all P60s available. @ OPEN LINK Bl (oo [l

Click on 'View in iTrent'.

Latest payslip/P0 .
Pay date: 20 August 2020 This will take you to the

_ mySelf login page, enter
[o0] i your login details (employee
number and password).

1 @ mynlcouk/Pa=adverse

@ ks there armything else | can help you with?
("srow smicxers ) ( WHAT can voupo? ) ITIYN .
PN J

You will be redirected to the
appropriate page on MyNL as
= menu my L] [+ P&0 shown here.

Pay & Benefits X

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

Adverse Weather Policy.pdf (912.72
kb)
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You can also find out
You can contact the Employee g
Service Centre People Helpdesk : the correct contact

Team on 01698 403151 or email .
esc-helpdeskteam@northlan gov.uk details for the People

Helpdesk.

PO
20167207

&th Ageil 3004 - S5 Apnll 2007 (D416F0)

N/

Click to view the details, this will then download and open the
document as a PDF.

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 B el el Check your annual
leave/other leave

record your leave balance and
e here. :
working times. entitlement here.

View your next
scheduled annual
leave
Clockin  Book Holiday Holiday Next Holiday booking here.
All current booked Balance
annual leave ]
records will be listed 3
here.

List Holidays

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
process

Al Future developments will include claiming mileage and
—— overtime via Chatbot

If you need any further support, please call the
ESC People Helpdesk on 01698 403151 or email
esc-helpdeskteam@northlan.gov.uk
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