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1.4 Introduction 

 

As per the requirements document, Highland Council requires to manage the security accesses 

to HC employees within ResourceLink. 

1.5 Purpose of Document 

This document is to be used by a delgated employee as a User Guide for this process in MyView 

Self Service 

 

1.6 Assumptions 

The following assumptions are made and are considered essential. 

 The Operator has access to MyView. 

 The Operator has been provided with login ID and password for ResourceLink login ID 
and password for ResourceLink 

 

1.7 User Guide overview 

 Logging into MyView 

 Submitting a Sickness Notification (as a delegated employee) 
 

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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2 Logging into MyView 

This first step is to show how you log into MyView 
 

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

 

 
 

 2.3 Enter Payroll Number 

 2.4 Enter Password 

 2.5 Click [Sign In] 

 

MyView – Dashboard will appear 
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3 Submitting a Sickness Notification (as a Delegate) 

 

A delegated employee is someone that has been selected by their manager to be responsible for 

a standard process which would normally be carried out by the manager.  

 

HC rules state that an employee beneath the level of the manager is unable to submit 

Sickness, therefore, the delegated employee should be either on the same level as the 

Manager or above.  If the delegate is in any level below you then please do not continue 

 

 From MyView Dashboard (Main Menu) click on [My Responsibilities] 

 

Drop down menu will appear 

  
 

 Click on [My Responsibilities] 

 

Delegated Responsibilities page will appear    

 
 

 Click on [Sickness Notifications] 

 

Delegated list will appear 
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 Select the employee that has called in sick by double clicking on their name 

 

Sickness Summary page will appear 

 
 

 3.5 Click on [Notify Sickness] 

 

Sickness Notification page will appear 
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 3.6 At [Sickness Reason] click on drop down menu 

 

Sickness reasons drop down menu will appear 

 
 

 3.7 Select [Sickness Reason] and press tab key 

 3.8 At [Certificate Type], click on drop down menu 

 

Certificate Type drop down menu will appear 

 
 

 

 3.9 Select [Certification Type] and press tab key 

 3.10 At [Duration] select [Single Day] or [More Than One Day] and press tab key 

 3.11 At [From – Date], enter first day of absence, press tab key 

 3.12 At [To – Date], enter final day of absence, press tab key 

 3.13 At [Return to Work Interview Date], enter date of day RTW interview was 

conducted. 

 

 
 

 3.14 Click [Submit] button 
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Message will appear 

 
 

 3.15 Click [Ok] 

 

Confirmation Message will appear 

 
 

Delegated Employee will receive an email notification which is to be forwarded (emailed) to 

Manager  

 

If there is any early intervention by the Line Manager to contact Occupational Health, then the LM 

will click on the link to the Sharepoint form 

Sickness will appear on Manager’s Team Planner 
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4 Logging Out 

Please remember to log out from MyView when you have finished using it, please click on the 

sign out button at the top right hand of the screen. 
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5 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: FSAT advising what task you were trying to perform during your MyView 

session.  

At the moment you will not be able to access the MyView Self Service outside of the HC network  

5.1 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 

 

 
 

 


