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1.4 Introduction

Welcome to the Highland Council’s Self-Service Portal. A standalone portal has been created for
Highland Council employees to review their (historical) payslips online. There is also an
opportunity for a Highland Council employee to review and change details to the following:

Contact Details

Personal Details

Bank Details

Emergency Contact Details
Equal Opportunities Details
Doctors Details

Additional modules such as web expenses and holiday requests will be introduced over the next
few months

1.5 Purpose of Document
This document is to be used as a User Guide for this process in MyView Self Service

1.6  Assumptions

The following assumptions are made and are considered essential.
e The Operator is an employee of the Highland Council.
e The Operator has a Highland Council email address.

o The Operator has received an introductory email with a link to the self-service portal.

1.7 User Guide overview

e Logging into MyView
Viewing My PaySlips
e Printing My Payslips

1.8 MyView Navigation

MyView navigation includes the following buttons:

[Back] will take you back to the previous screen

[Close] will close the current window

[home] will take you back to the MyView homepage (Top right hand side)

[Print] will print a copy of the relevant documentation

[Save] will only save a draft of the item you are working on — this will not submit the

information to the database.

[Submit] will send your details/request to the system.

[View] will take you through to another screen to view the relevant information
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1.9 Help & Support “*

Miscellaneous Error Messages

You may get an error message advising

“STOP” “MyView : Session Ended — Your request cannot processed at this time”.

Click on the [Return to home page] button on the bottom right hand side of the screen to log
back into your MyView session.

Please report this error to your Self-Service SUPER USER advising what task you were trying to
perform during your MyView session.

Page not displaying
If you click on a module and you get the following message

Me & » Dashbeoard » Create an Expense

JOHN “ Internet Explorer cannot display the webpage

What you can try
Dashboard
® [t appears you are connected to the Internet, but you might want to try to reconnect to the Internet.

My Personal Details >
My Pay Documents -
My Expenses -

¢ Create an Expense

# Historical Expense Claims

Please report this error to your Self-Service SUPER USER advising what task you were trying to
perform during your MyView session. They will contact FSAT for an update.

Alerts
Please be advised that the following message is only an Alert — we ask that you have some
patience and try again later to amend your existing details

i » Dashboard » Contact Details

IAIN

Alert!

Dashboard
" Employee recerd is in use. Flzase try again later.

MyDetsils - ‘?}

= Personal Details
Contact Details

Bank Details

VN
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2 Logging into MyView

This first step is to show how you log into MyView

> 21 Open Internet Browser
> 2.2 Enter - https://myview.highland.gov.uk/dashboard/

AV e Highland .0 pighland Council Self Service Portal

' v Council As an Empiloyee you can
“ Combhairle na

. » View your payslips and PE0s
Gaidhealtachd « View and amend personal details

Sign in

First time users please click on the Forgotten Password

Click h&re to view User Guides to:

« View payslips or P6ls
= Amend personal details

User Guides offer a step-by-step guide to all Self Service processes
Contact Details; Personal Details; Bank Details; Next of Kin

Help and Support

For support in the use of the system, please contact the relevant
Business Support (HR) Hub

Contact details found through this link

“ou can now sign-in to MyView2 Dashboard Your Payroll ID

Operator User Guides Your Password

forgotten your password?

5

» 23 At [Your Password ID], enter Payroll Number
> 24 At [Your Password], enter Password
» 25 Click on [Sign In]

MyView — Dashboard will appear

% » Dashboard
JOE
C ate Improvernent Proje 1 "
S§ Pay Documents 2 i Birthdays
Fayslips Mo data is available for this widget
Dashboard
View My Personal Details -
28 Sep 28 Aug 28 Jul
View My Pay Documents bl
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3 Viewing MyPayslips — using Internet Explorer

Payslips can be accessed from the Dashboard Main Menu

From Dashboard Main Menu

» 31 At [Pay Documents], manoeuvre mouse and click on Payslip icon

% » Dashboard
He
.Q Pay Documents [mi] Absence A
Dashboard ) [ n n n
Sickness Holiday Training Other
My Payslips - 28 31 Jul 268 Jun

Payslip will appear

i » Dashboard » Pay Documents

Head Teacher (Secondary) Online Employee Payslips E
Dashboard
. Empiloyer Pay Date WeekManth No.
iy HEEEIE EATE - The Highlsnd Council 2810812014
. ﬂam N.l. Number Tax Cade
LG M 10021
Payrodll Pary Method PAYE Red. N1 Cadhe Taerm Tome Wieks
3505 BACS s} =
Main Post Anmeal Main Post Contract Howrs Main Pest Hourly Rate
PAYMENTS SUNITS AMOUNT  DEDUCTIONS
Basic Pay 520150 | Tax Faid 1,200.12
HIGID 34532
Pension 838.17

TOTAL PAYMENTS 5.201.50 TOTAL DEDUCTIONS] 2,182,687

Serl Code Azgoun N, Building Socity Rall
] by NET PAYMENT 261783
Massapge CUMULATIVES
Total Gross 29,838 .50
Taxable Gross 26,428 36
Tax Paid 5,.244.18 -
Sl i 1740 E
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4 Print Payslip — using Internet Explorer

Assumption — Employee can view payslip on screen

TOTAL FH.TIIENTEl 5.801.50 TOTAL nenumu:mi 2, 183.87

Sort Coda Account No. Bullcing Sociaty Hall

[~ Wossage

Total Gross

Taxable Gross
m =25

En1g ars M

Pens'sble Gross

Ees Pension

I The Highland

Council
Comhairle na
Gaidhealtachd

Private & Confidential

Page 01 of 1

> 4.1 Click on [Print]

Microsoft Print Option box will appear

gé.; Print u
General | Options |

! Select Printer |

T Add Printer = Microsoft XP
=i Fax @=0 5end To One
=5 Microsoft Office Live Meeting 2007 Document Writer 5% SHARP Mix-2

1| 1] [ F
Status: Ready [] Print to file
Fage Range
@ Al Mumber of copies: 1 -

» 4.2 Highlight selected Printer
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General | Options

Select Printer

@ Microsoft XP5 Docurment Writer
= Send To OneNote 2010
@SHARP MX-2300M PCLE

1 | i

» 43 Click [Print]

&x@wmc
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5 Save Payslip to Desktop — using Internet Explorer

Assumption — Employee can view payslip on screen

TOTAL M.Y‘HEHTEl 5,801.50 TOTAL nenut.nmr4 Z,183.87
Fort Coun Rccount No. Busllding Socioty Hall 2617.81
[ Wossage
Total Gross
Taxable Gross
Ea.x Eii: "
mployess
Employers KNI

Pens’able Gross
Ees Pension

IThc Highland
Council

Comhairle na
Gaidhealtachd

Private & Confidential

Page 01 of 1

» 5.1 Click on [Print]

Microsoft Print Option box will appear

= print T T =
General | Options

Select Printer
& Add Printer = Microsoft XP
=Fax g0 Send To One

== Microsoft Office Live Meeting 2007 Document Writer i SHARP Mx-2

4| 1 | 3
Status: Ready 7] Print to file
Location:

Comment:

Page Range

@ Al Number of copies: 1 =
Selection Currert Page

71 Pages: 1 Collate

Enter either a single page number or a single _1’3 _2)2 _3)5

page range. For example, 5-12

[Pt [ Coneel || oo

10




" The Highland
Council
Minmhair[e na
Gaidhealtachd

» 5.2 Highlight [Microsoft XPS Document Writer]

8 g

. General D-ptiuns

Select Printer
@ Microsoft XP5 Rocument Writer @Kerox WorkC
= Send To One 10

@SHARP M-2300M PCLE

] | 1 | F
Status: Ready [] Print ta file | Preferences
» 53 Click [Print]

Microsoft [Save the file as] box will appear

Bl Desktop » w | 44 | Search Desktop e
Organize « MNew folder == - @
45X Favorites n Mame Size Item type Date modifi
& Downloads 4| Payslip 767 KB XPS Document 17/11/2014 ]
&l Recent Places [} My ICT Portal 1KEB Internet Shortcut 12/11/2013 ]
Bl Desktop £ @ My Online Learning 1KB Internet Shortcut 12/11/2013 ]
)/ Desktop File folder 17/11/2014 ]
4 Libraries (8] New Stuff File folder 00/00/2014 =
|5 Documents (@) Interactive Guides - Shortcut 3KB Shortcut 28/01/2011
Jz' Music Lagan 1KB Internet Shortcut 20,/01,/2011
|| Pictures [#@] Outlook Web Access 1KEB Internet Shortcut 02/12/2010 ]
E Videos “! Network
1% Computer
4 (M Computer 2 Martyn Galloghy S
S 0Snisk (cn = | i L
File name:  *xps .
Save as type: [XPS Document (*xps) -

» 54 At [File Name], type Payslip Month 5 2014
» 55 Delete the * so that the file name will be [Payslip Month 5 2014.xps]
» 5.6 Click [Save]

LIS ISK (L

(AT MR ay<lip Month 5 2014.ps -

Save as type: [XPS Document (*.xps) v]

“ Hide Folders LISM ][ Cancel ]
W

Payslip will save to location

11
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6 View Historical Payslips — using Internet Explorer

From Dashboard Main Menu

# » Dashboard

s Pay Documents

Absence L

Dashboard o, Payslips HE g g2

My Parsons! Details - & & A A
Sickness Holiday Training Other

My Payslips = 28 Aug 31 Jul 26 Jun

» 3.2 Click on [My Payslips]
My Pay Documents menu will appear
# + Dashboard

JAMES

Teen R e s Pay Documents o Absence 2

Disshbozrd 4 Parships HE g3 g

My Personal Details ot & A & &
Sickness Holiday Training Other

My Payslips a 28 Aug 31 Jul 26 Jun

® My Payslips

» 3.3 Click on [My Pay Documents]

Online Employee Payslips page will appear

# » Dashboard » My Payslips

12

JAMES
o Online Employee Payslips
To view a payslip click on the relevant entry and your payslip will be displayed. If you wish to print this out you can click on the
Dashboard [Print] bution at the bottom right of the screen
My Personal Detsils ¥ Under Annual Documentation if you have received a PB0 for a particular tax year it will be available to view here online. Click on
. [view] for the form you wish to view and P60 will be displayed. If you wish fo print this out select the [Print] option at the bottom
e * right of the screen.
= My Payslips Payslip Documentation _
Pericd Financial Tax year Pay Date Payslip
Page{s)
05 2014 28/08/2014 1
04 2014 310712014 1
03 2014 26/06/2014 |
2 2014 28/05/2014 1
o1 2014 2400412014 1
View Payslips for (2014 |E| Page 1 All
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> 34

Payslip will appear

Click on [Period] or [Pay Date]

Dashboard
My Personal Detsils
My Payslips

® My Payslips

# + Dashboard » My Payslips

Online Employee Payslips

PAYMENTS

Basic Pay
Backpay
Backpay

HOURS/UNITS AMOUNT
5.201.50
524.25
5575

To review Previous years Payslips, proceed as follows:

From [Online Employee Payslips] page

» 3.5

Viaw Paysip

Previous years payslips will appear

Pericd

12
1
10
oo
]
a7
DB
05
04
a3
o2
01

View Payslips for 2017 w

Financial Tex year

2011
2011
2011
2011
2011
2011
2011
2011
2011
2011
2011
2011

Page 1 Al

FPay Date

290322
230222
2501722
22122011
24'11/2011
2F02m1
29/0%2011
25082011
28072011
30082011
25052011
28/04/2011

Fage 1 Al

13

DEDUCTIONS

Tax Faid

NI GO
GTC Pay 38
Pension

Payslip
Fagels)

Employer Pay Dale WezhManth No.
The Highland Council 24/04/2014
Hama NI Humber Tax Code
1002L
Paweall Pay Method PAYE Red. H.I. Gode Term Time Weeks
- BACS o
Wain Fost Anmueal Mpin Post Coniract Houwrs Main Post Hourly Raste

1,442,111
350,00
50.00
T12.08

At [View Payslips for], click on drop down menu and choose respective year

| »

m
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7 Viewing MyPayslips — using Chrome
Payslips can be accessed from the Dashboard Main Menu
From Dashboard Main Menu

> 7.1 At [Pay Documents], manoeuvre mouse and click on Payslip icon

% » Dashboard

.Q Pay Documents [mi] Absence A

Dashboard 3 Fayslips n u n
My Personal Details - & & a !

Sickness Holiday Training Other

My Payslips - 28 31 Jul 26 Jun

Payslip will appear

i » Dashboard » Pay Documents

Head Teacher (Secondary) Online Employee Payslips
Dashboard
. Empiloyer Pay Date WeekManth No.
iy HEEEIE EATE - The Highlsnd Council 2810812014
. ﬂam N.l. Number Tax Cade

LG M 10021
Payrodll Pary Method PAYE Red. N1 Cadhe Taerm Tome Wieks
3505 BACS s}

Main Past Conlract Howrs Main Pest Hourly Rade

Main Fost Anreal

CUMULATIVES.

PAYMENTS 5 AMOUNT DEDUCTIONS
Basic Pay 5,201.50 | Tax Paid 1,200.12
MNI GO 34538
Pension 83217
TOTAL M\‘NEHTS] 5.201.50 TOTAL DEDUCTIONS 2,182,687
Serl Code Aceount No, Building Socity Rell NET PAYMENT

361783

m

WNossape
Total Gross 29,838 .50
Taxable Gross 26,428 36
Tax Paid 5,.244.18 -
Sl i 1740 E

14
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8 Print Payslip —using Chrome

Assumption — Employee can view payslip on screen

TOTAL PH.TIIENTEl 5.801.50 TOTAL nenucm:msl 2, 183.87

Fort Codn Accoun No. Buliding Sochaty Fall A 161783
_ﬂv“m

Total Gross 20, GEE 5D

Taxable Gross 26,428.28

Ea.x E%i: " 4. 18

mployess 052

Employers Ml w4 03

Pens'sble Gross B1.50

Ees Pension 14

E’Thc Highland
Council
Comhairle na
Gaidhealtachd
Private & Confidential

Page 01 of 1

> 8.1 Click on [Print]

Print Option box will appear
r T
o MyView NEWTEST - My P x = 33_!
« C f https://ntmyviewtst1.highlandcouncil.gov.uk/dashboardNewtest/core/pages/employee/paydocs/view-pay-docume & T =
Print Traterer Fo T T
fhll‘ﬂmlwﬁnunﬂ 28082014 a5
Total: 1 page — S—— w— e e
" élﬁs o
T
Cancel
PAYMENTS [ —
BasicPay 580150 | TaxPaid 120012
poke bl
Destination il saveasEDh
Change...
Pages . All
TOTAL FRYMENTS | 5,801.50 TOTAL DECUETIONS] 2,183ET
Borl Code. Azt Ho. NET PAYMENT
Margins Default s L CUMULATIVES
Options Background graphics
» 8.2 Click on [Change]

15
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Destination page will appear

Select a destination

|Q. |Ee.'--'_" destinations

Recent destinations
D Save as PDF

Local destinations Manage...

D Save as PDF

[} Xerox WorkCentre 6605DN PCL6

F e p———

[} SHARP MX-2300N PCL6 i:i.
[ Send To OneNote 2010
[S] Microsoft XP5 Document Writer

ES] Microsoft Office Live Meeting 2007 Document Writer

ES] Fax

» 8.3 Select [Printer]

Save as PDF

Local destinations Manage...

Save as PDF

Xerox WorkCenfre 6605DN PCLB

SHARP MX-23 CL6 Kerox WorkCentre 56050DM PCLE l

Send To OneMote 2010

Print option box will appear

" ®a MyView NEWTEST- My P x N} . ave.= 2 ™=

€ ->C AN https://ntmyviewtstL.highlandcouncil. gov.uk/dashboardNewtest/core/pages/employee/paydocs/view-pay-docume @, 7¢

-

Print Erwtere Firy e Venh e Ho
The Highland Geancil 2amEzo14 o5
T Rt Tau Todde

Total: 1 sheet of paper

PAYMENTS

Basic Pay BBOISD | TaxPaid 1.200.12
CIo

Destination EEJ Xerox WorkCentre 660...

| Change.. |

16
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8.4 Click [Print]

17
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9 Save Payslip to Desktop — using Chrome

Assumption — Employee can view payslip on screen

TOTAL PAYMENTS 5,801.50 TOTAL nenut.nu»% Z,183.87
Fort Coun Rccount No. Busllding Socioty Hall I 1.617.82
1'55“‘
Total Gross 20,
Taxable Gross puil
Ea.x Eii: " &,
mployess 1,
Employers KNI 3,
Pens’able Gross 41,
Ees Pension 3,

ITIH: Highland
Council

Comhairle na
Gaidhealtachd

Private & Confidential

Page 01 of 1

> 9.1 Click on [Print]

Print Option box will appear

r ol
¥o MyView NEWTEST - My P % % E=ETE

« cC 0 https://ntmyviewtst1 highlandcouncil.gov.uk/dashboardNewtest/core/pages/employee/paydocs/view-pay-docume &, 97

Prlnt Eﬁmnumcm ZA0ez014 M‘l‘;ﬁ llllll

Tame T Tt T Goe
Total: 1 sheet of paper - S S— — o
BACS
et e
| Print Cancel

PRYMENTS HOLREUNTS AT e DEDUCTIONS

EBasic Fay 5BO0150 | Tax Paid 1.200.12
NIGID 32538

Destination [ Xerox WorkCentre 660...

Change...

» 9.2 Click on [Change]

18
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Destination page will appear

Select a destination

i

oo

‘ Q I3-=_-3|':" destinations

Recent destinations

D Save as PDF

Local destinations Manage...

Save as POF

Xerox WorkCentre 6605DN PCLG
SHARP MX-2300N PCLG

Send To OneNote 2010

Microsoft XP5 Document Writer

Qp @h 2P o g @h O

Fax

» 93 Select [Save as PDF]

Print Option box will appear

Print
Total: 1 page
=
Destination D SREB A
Pages (= All

D |eg.15, 8 11-13

> 94 Click [Save]

Save As box will appear

0ot _§ S een

Microsoft Office Live Meeting 2007 Document Writer

[
x Be

=}
"w
BeE
28
Ba
o
B4
g
B0

Erieye B

The Highland Goundil 3107014 04

Wame T T Vi Ce

1002
Lo Ty Womiod L R Tarm Ve Washs.

Basic Fay

? e vl- Desktop »

1,188.71
32638
63817

v | 45 I Search Desktop

File name: MyView NEWTEST - Pay Documents

Save as type: [Adobe Acrobat Document

¥ Browse Folders

19

Save

J |
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» 95 At [File Name], rename
» 9.6 Click [Save]

'QSaveiis.

[
%! Ml Desktop » | o) I
File name: MyView NEWTEST - Pay Documents -

v

@BrowseFolders | s_aq E I | Cancel |

Payslip will save to location

20
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10 View Historical Payslips — using Chrome

From Dashboard Main Menu

# » Dashboard

s Pay Documents

Absence L

Dashboard o, Payslips HE g g2
My Persomal Detsils o & & A A
Sickness Holiday Training Other
My Payslips = 28 Aug 31 Jul 26 Jun
» 3.2 Click on [My Payslips]
My Pay Documents menu will appear
# + Dashboard
JAMES
TRt TRsrE mesanes s Pay Documents = Absence S
Disshbozrd 4 Parships HE g3 g
My Personal Details ot & A & &
Sickness Holiday Training Other
My Payslips a 28 Aug 31 Jul 26 Jun
® My Payslips
» 3.3 Click on [My Pay Documents]

Online Employee Payslips page will appear

# » Dashboard » My Payslips

21

JAMES
o Online Employee Payslips
To view a payslip click on the relevant entry and your payslip will be displayed. If you wish to print this out you can click on the
Dashboard [Print] bution at the bottom right of the screen
My Personal Detsils ¥ Under Annual Documentation if you have received a PB0 for a particular tax year it will be available to view here online. Click on
. [view] for the form you wish to view and P60 will be displayed. If you wish fo print this out select the [Print] option at the bottom
e * right of the screen.
= My Payslips Payslip Documentation _
Pericd Financial Tax year Pay Date Payslip
Page{s)
05 2014 28/08/2014 1
04 2014 310712014 1
03 2014 26/06/2014 |
2 2014 28/05/2014 1
o1 2014 2400412014 1
View Payslips for (2014 |E| Page 1 All
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> 34

Payslip will appear

Click on [Period] or [Pay Date]

Dashboard
My Personal Detsils
My Payslips

® My Payslips

# + Dashboard » My Payslips

Online Employee Payslips

PAYMENTS

Basic Pay
Backpay
Backpay

HOURS/UNITS AMOUNT
5.201.50
524.25
5575

To review Previous years Payslips, proceed as follows:

From [Online Employee Payslips] page

» 3.5

Viaw Paysip

Previous years payslips will appear

Pericd

12
1
10
oo
]
a7
DB
05
04
a3
o2
01

View Payslips for 2017 w

Financial Tex year

2011
2011
2011
2011
2011
2011
2011
2011
2011
2011
2011
2011

Page 1 Al

FPay Date

290322
230222
2501722
22122011
24'11/2011
2F02m1
29/0%2011
25082011
28072011
30082011
25052011
28/04/2011
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DEDUCTIONS

Tax Faid

NI GO
GTC Pay 38
Pension

Payslip
Fagels)

Employer Pay Dale WezhManth No.
The Highland Council 24/04/2014
Hama NI Humber Tax Code
1002L
Paweall Pay Method PAYE Red. H.I. Gode Term Time Weeks
- BACS o
Wain Fost Anmueal Mpin Post Coniract Houwrs Main Post Hourly Raste

1,442,111
350,00
50.00
T12.08

At [View Payslips for], click on drop down menu and choose respective year

| »

m




The Highland
" Council
#“'(.‘nmhairle na

Gaidhealtachd

11 Logging Out

Please remember to log out from MyView when you have finished, please click on the sign out button at
the top right hand of the screen.
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