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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 

• Claim for mileage and overtime 

• Claim for mileage 

• Record and book flexitime  

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 email the ESC People Helpdesk Team at ESC- 

HelpDeskTeam@northlan.gov.uk detailing your employee number, name, and nature of 

your query.  

  

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 email when you join NLC) 

• 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.  
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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  

  

Details of your password will be provided via email when you join NLC. You will be prompted to 
change this when you log in for the first time.  

You will be presented with the following logon screen:  

 

 

 

z   

  

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

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 

 

  

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.  
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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.  

 

 
 

 

The Home Button                   in the top left corner   can be used to return to the home page from any part 

of the system.   

 

          

On the home page there are several quick links on your Dashboard to make it easier for you 

to access common areas such as  
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Absence: 

 

 
 

Time & Expense claims and Payslips: 
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Latest Company News (updated regularly with lots of helpful guides and relevant 

information: 

 

 
  

  

 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  

  

Within here, you should select  and then the following drop-down menu will 

appear for you to select and manage your profile.  
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 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’ 

 
  

The prompt for your memorable information can be whatever you like, if it reminds you 

what the memorable information is. Some example prompts could be:   

  

• What’s your mother’s maiden name?   

• What was the name of primary school?   

• What was the make of your first car?   

• Where did you go on your honeymoon?   

• What’s your favourite band?     

  

  

The memorable information response must contain between 6 and 25 characters, it cannot 

contain spaces and it cannot be the same as your prompt, password, or username.  
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 3.3  Username Resets  

  

If you forget your Username, click on the Forgotten Username link:  

 

       

The following screen will appear:  

 

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.  

If you have not previously set up your Memorable Information as per Section 3 – 3.2, 

you will need to email the ESC People Helpdesk Team at ESC- 

HelpdeskTeam@northlan.gov.uk or via telephone at 01698 403151 who will confirm 

your Username providing you pass the standard security checks.  
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3.4  Password Resets  

  

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

 
  

  

The following screen will appear:  

 

 . 

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:  
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The following email will be sent to your inbox.  If you have not received an email within the 

specified timeframe, please check your junk mail ail before trying for a 2nd time or raising 

this with the ESC People Helpdesk Team as a potential problem.  

  

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:  
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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.  

  

  

 

 

 

 

 

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. It 

cannot be the same as a 

previous password 
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3.5  E-Form Preferences  

  

You will be able to view your current payslip and payslip history within mySelf. However, e-

form 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   > Settings > E-form 

preferences. You will then be directed to the following page:   

 

  

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 the  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.  
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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 to view 

them.    

  

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  My Personal Details  

  

>  

This area contains information about you, your personal details, contact information (such 

as address, telephone numbers, emergency contacts and next of kin) and bank details.  

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: 

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

 

 

 

Please check the changes for accuracy before clicking on .  
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4.2  Contact Information  

  

It is important that your contact details are accurate and up to date at all times.  At first log 

in you should review your contact details by following the steps below:  

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

 

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

display your correct your address and allow you to change it if necessary.   

 

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

letters:  

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

• Click   

• An automatic email will be forwarded to your nominated service representative 

to ensure your employment records are updated accordingly  
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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:  

 

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 on .  

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

 

 Within here, simply overwrite the current details, and click the   button. 

 

An automatic email will be forwarded to the Employee Service Centre to notify them of the 

change.  

   

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

of the page.     

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. 

  

 
  

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:- 
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 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.  
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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.   
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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:   

  
  

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.  

  

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

on  or delete any records.   
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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:  

 

 

 

4.5  Bank Details  

  

If you change your bank details, you should follow the steps below:  

Within the Personal tab, you will see a tab for Bank Details shown below:- 
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Click on the Bank Details summary card and you will be directed to the screen shown below:  

 

 

  

• 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 click .  

• If 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.  

  

  

PLEASE NOTE:  
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It is advisable that 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.   

The date that you make changes to your bank account details in mySelf determines 

whether this will be effective for your next pay. If you require clarification, please contact 

the ESC People Helpdesk at ESC-HelpdeskTeam@northlan.gov.uk or by telephone on 

01698 403151.  

 

    

5. Absence  

 5.1  Absence Details  

  

 

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 (special 

leave), flexi 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.   
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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:  

 

  

 

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.  

 

 

  

 5.3  Booking a Holiday  

  

There are various ways that you can book a holiday within mySelf.  
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• Either select ’Book holiday’ from the quick links on the home page.  

 
• Or within the ‘My Time’ tab on the left side of your home screen, you should 

select the ‘Book Holiday’ option  

 

 

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

 

  

Select ‘Personal holiday’ from the drop-down box:  
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Select ‘full day’, ‘part day’ or ‘more than one day’ from the holiday period drop down box:  

 

  

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.  
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Add any notes in the ‘Notes’ box:  

 

Click on the  button at the bottom.   

If you already have absence in for the day you are requesting, you will see a warning sign 

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

do not already have absence booked.   

  

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

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 number 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.    

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. 
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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 number of hours off your holiday 

entitlement balance.  

If you do not have the public holidays deducted from your record automatically, then you can 

also add the days taken instead by selecting ‘Bank Holiday (Variable)’ instead of Personal 

Holiday and following the same steps as above.  This option would mainly be used by 

employees who work shifts and would be expected to work statutory public holidays as they 

fall. 
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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).  

 

  

 

 

 

You will receive a warning message as follows:  

 

 
 Select ‘Confirm’ 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.  

  

This  will take you into the holiday details screen. Click on the       button at the bottom of  

the page.   
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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 is 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.  

  
 

 
 

You will then see a view similar to this:- 
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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’. 

 

You will 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. You can also search on all holidays, authorised and/or refused  
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Click on the  button and you will see a list of holidays:  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Sickness Absence  

6.1  Sickness Details   

  

To view your sickness details, click on the My Time tab and select ’View all Sickness’  

 

 

 To view a specific sickness absence, select the record as follows:  
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Once you select the record, you should see details of your sickness absence displayed on the 

sickness details screen.  
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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  

  

If 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 shown above 

and this will display the sickness details screen.  

  

 

You should enter an end date (dd/mm/yyyy) or select the calendar to choose the date. Click 

on the drop down ‘Full or part day’ and select ’Full Day’.  

Click on the  button to save the record and this will send an email to your manager 

confirming that you have returned to work.  
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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.  

 

7. Other absence details  

7.1  View other absence details   

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

  

To view your other absence details, go to ‘My time’ and select ‘Other Absence’, Click on 

’View all other absence’ and you will be taken into the Other absence summary page:- 

 

 

You will see other absence details at the bottom of the screen.  
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To view an individual other absence record you should select the record you wish to view, 

and you will be redirected to the record’s full details.  

 

7.1.1 Add other absence details   

 

You can request other absence on mySelf by following the below steps  

• On your main home screen dashboard, go to where it states, ‘Other Absence’ and 

you will see an option to ‘Add Other Absence’ 
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• Or click on the ‘My Time’ tab on your main home screen at the left-hand side, and go 

to the ‘Other Absence’ box and select ‘Add Other Absence’ 

 

                 

This will open the other absence details screen.  

 You should select the type of leave by using the drop-down box next to ‘Absence type’  

   

  

  

In the absence period, you should select ‘Full day’, ‘Part Day’ or ‘More than one day’ from 

the absence period drop down box.  
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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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After you have chosen the date, select  then click on the  button at the 

bottom of the screen.  

  

If you have already had an absence in for the day you are requesting, you will see a warning message as 

shown below: 

  

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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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.  

  

 When using the ‘specify time’ option please ensure you enter the hours absent as this is required in 

order to update your records. 
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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:- 

 

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.   
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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.   

  

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.  

 

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 (paperclip icon) relevant 

to the other absence details that you want to attach the supporting documentation to.  

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

  

 

You should name the document i.e Evidence, then click on ‘choose file’ to upload the 

document that you will have previously saved to your computer/device and click save. If you 

have more supporting evidence, you should follow the same procedure and once you have 

uploaded this information and saved this, you should exit the screen by clicking on the 

 at the top right-hand side of the screen.   
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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.  

If 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 passed.  If this happens then your manager will be able to make the 

necessary changes for you.  

7.3  Viewing all other absence  

  

You can view all other absence by selecting the ‘View other Absence’ option at the right-

hand side of the other absence tab  

 

 
 

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

to see all details.   

 

 
 

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 several 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  

• 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 

 

 
  

• or 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 

 

 

 

  

Within here, you will be able to view all your payslips as shown below:- 
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Click anywhere on the payslip (shown above) to display the information contained within it.    

Your payslip will be displayed in the format shown below:  

  

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

emailed).  
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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.  

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 always protected.  

  

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 

 

 
 

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.  
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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 those 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.  

  

 

 

 

 

 

 

 

 

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

 

 

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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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- 

HelpdeskTeam@northlan.gov.uk detailing your name and employee number and the nature 

of your query.  

   

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

 at the bottom of the dropdowns.   

  

  

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

 

 

 

  

  

  

  

  

 

 

 

  

    

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

 

 

  

(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:  

  

 

Then click on Add to Home Screen  

  

  

  

  

  

  

  

  

  

1 e .   

http://www.northlanarkshire.gov.uk/myself
http://www.northlanarkshire.gov.uk/myself
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You then have an option to rename the bookmark. For example, to “Myself”.  

Then tap Add.  

 
 

The bookmark will now appear on your Home Screen, looking like an app:  
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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.  

    

 

 (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)  

 

11.2 For Android devices  

Once again, type in your web address into your browser (e.g., Chrome ) 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)  

of the screen:  

  

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

  

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

  

http://www.northlanarkshire.gov.uk/myself
http://www.northlanarkshire.gov.uk/myself
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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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For further information on mySelf, including a wealth of “How to” Videos click here . 

Alternatively, you can call the ESC People Helpdesk Team on 01698 403151 or by emailing 

ESC-HelpDeskTeam@northlan.gov.uk.  

  

     

https://mynl.co.uk/article-categories/myself-myteam/
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 12.  Mileage/Expenses/Overtime  
  

Please note that there are separate guidance documents for this. You can find them here.  

  

  

[END OF GUIDANCE DOCUMENT]  

  

  

  

    

https://mynl.co.uk/knowledge-base/guides/

