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Setting up Chrome as your default Internet Browser  
Before you start – you need only do this section one time: 

To gain access to your expense claim form, you must be using “Google Chrome” 

If this is not your default browser; you can set this up very easily, as follows:- 

Click on the search button on your task bar at the very bottom left corner of your screen: 

Start typing the word  “Default” and click on the system settings icon that pops up:- “Choose a default web browser” 
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You should now be seeing this page – please note: you will only ever need to do Step One once. 

Scroll down the bottom and you’ll see “Web browser” Click on it even if it says Internet Explorer, etc…as we’re going to 
change it to Google Chrome. 
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This pop up will appear - It will ask you to “Choose an app” – simply click on Google Chrome  then click the X at the top 
right of the screen. 

Click into the window icon this time  

Start to type in the letter G       >  then click on Google Chrome, here. 
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Once it opens, you will see Google Chrome on your Taskbar. 

 Hover over the top of the Google Chrome icon on your Taskbar

 Right click on it with your mouse, this pop-up screen will appear

 Select “Pin to taskbar” -  you now have it there to use to open Google Chrome each time.
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Logging in  
 
Step One: 
You will find the MyView login on your Members’ intranet site  >  under Members’ portal (see below). 
Where you will also find Guidance Notes and a Video link to assist you. 
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To login – the top box will always be Your Payroll number. 
The second box is your password for MyView (the same one you use for viewing your payslips, etc)…once you have logged 
in once, this site will ask you if you want to Save your Login Details – Click SAVE.  The system will then remember your login 
details each time you go in you will only have to click Log In. 

  

If you don’t remember your password, please click on Forgotten your 
password, enter your payroll number and you will receive an email to 
reset you – follow the guidance notes on the email.   
(Show Slide 1 – HGTEST Database Welcome to MyView) 
 

Please note:  This site is secure for your protection,  
so, it’s worth noting that if you leave a claim halfway through,  

the system will log you out and you’ll have to start that claim again.  
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Forgotten Password - how to reset  
 
Ignore this page if you know your password – this is for when a password reset is required 
 
Once you have clicked “Forgotten your password” > you will receive an email through from rlportal@highland.gov.uk  > 
Open that email and follow the guidance contained.  You will see your temporary password here: 
 
From: rlportal@highland.gov.uk <rlportal@highland.gov.uk>  
Sent: 17 March 2021 08:51 
To: Tricia MacDonald <Tricia.MacDonald@highland.gov.uk> 
Subject: **HGTEST Database** Welcome to MyView 
 
To access MyView Dashboard you will need both your employee number (Payroll ID) and your new 7 digit password 08Nne%M 
 
Step 1 - Open MyView - MyView Dashboard 
Step 2 - Enter your Employee Number 
Step 3 - Copy & Paste, or enter your email generated password: 08Nne%M 
Step 4 - Click the Sign In button and follow the instructions shown on screen. 
 
Please note the above password is only valid for 30 minutes. If you have not reset your password within 30 minutes, you will need to click on the 
"forgotten your password?" link and request another one. 
 
This is a system generated email, so please do not reply as the email will not be delivered. 
 
If you require further assistance, please contact the Business Support (HR) Hub for your Service. 
 
Thank you 
HR Portal  
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Ignore this page if you know your password – this is for when a password reset is required 
 
Whilst going through a Password reset - you will see this screen pop up twice, the first time you should click on the cross at 
the top right-hand corner to shut it.   
 

 
 
It will re-appear for a second time after you have done this next step of changing your password to your own personal one – 
then you should click “Save”.   (See next step on next page) 
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Ignore this page if you know your password – this is for when a password reset is required 

      
You should Save Password this time - you need to click “Save” 
 

This current Password request is looking for the one you 
received in the email from RL Portal@highland.gov.uk 
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Starting a Monthly Claim (mileage) 
 
Once you are logged into MyView, you will see this screen: 
 
 

 
 
 
 
  
 
 
 
  

Click on “My Expenses” 
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This drop-down list will appear  
> Click on “Create an Expense Claim”.  

Once you have started or completed one 
or more claims, you will be able to access 

them in “Saved and Historical Claims” 
and add to them before submitting. 
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For the purpose of this training session we will be using two types of claims to demonstrate;  
a Mileage Claim, and a Subsistence claim. 
 
On this screen you will see that it has pre-populated with your Position: 
 

 
The screens themselves are laid out in such a way as to assist you eg. “Description” of your claim first followed by “reason for 
claim” where you have 2000 characters to use, if you need to.  
 
(The “Description” box should be used for entering the month and the year – ie. March 2021 and  
“Reason for Claim” boxes should be used to expand on the description above. 
By choosing a recognisable description helps you to save and add to the claim throughout that month) 
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You can now start to enter the details of your claim. 
Simply type in the Description box “March 2021” (or whatever month or year you are currently claiming for). 
 
In the Reason for Claim box type in as much detail as you can – Expenses claim for March 2021. 
 
Please note:  If you need to check mileage or subsistence allowances you can access these through the chain icon, here. 

This is available all through the form on every screen. 

  
 
 
Click Done when happy with this screen. 
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This screen will open: 
 

 
 
Click on Add Line + to proceed. 
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These boxes will then appear for you to fill in. 

 
 
Click on the Calendar icon in the Date of Claim field, and you will see this calendar open up. 
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Click on the date for your claim - in this case you should click on the date you travelled to your meeting (eg. 11/03/2021).  
All claims should be submitted following the event. 
 

 
 
 
 
Next Click on Group drop-down arrow and these choices will appear – for this example, as it’s a mileage claim we would 
click on Members Mileage.  
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The screen will open further, to show these boxes. 
 
Fill in the Description box detailing what the journey was for, etc…any passengers you took you should enter their NAME & 
POSITION here as well.  This description is the one that the approver and authoriser will see so please be as detailed as you 
can here. 
 

 
 
Next fill in the Actual Mileage box with the return journey miles. 
 



Page 20 of 44 
 

Fill in the same mileage for HQ/Base to destination.   
You’ll see that the Mileage box has self-populated to the same as Actual Mileage.  
 
 
Vehicle Type has been set as your own car (“DUMMY” by default) - if you are using something other than your own car 
please contact Lynsey.Graham@highland.gov.uk as you will need to have this changed. 
The alternatives available are:   MTRBIKE, BICYCLE, DUMMY. 
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The next box – User Type – you will see has 4 choices in the drop-down arrow. 
You should choose whichever one is applicable to you for the journey you are claiming for.   
(The agreed/standard mileage rate for all Councillors is 45p per mile; however, there is an opportunity for those who wish to 
opt for the 40p rate to do so) 
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The next box is No. of Passengers.  If you are travelling with one or more passengers to your meeting, please enter the 
number of passengers here.  If you have no passengers, then simply leave blank (do not enter 0).   
 
(If you have taken passengers – As per HC guidance, if a passenger is collected from a different location then a separate 
journey must be entered for each stage of the journey that they are present for)  
Any passenger names and their positions should be entered in the Description box at the top of this screen.  

 
You will notice that the Mileage Costs – Est. Claim Value has now self-populated with the total (mileage x user type chosen) 
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The Cost Centre box will always state “Default”, as your individual cost centre is already set for you in here.   
 
(However, should you incur expenses for Valuation Joint Board simply click on Search and select Valuation Joint Board)  

 
 
All that is left to do now on the page is to Attach Receipt(s) 
 
For mileage claims, as you know, receipts are not compulsory; however, to enable the Council to reclaim VAT, a receipt 
should accompany each claim. 
 
If you have a receipt you can attach it by clicking the “Add Attachments” button. 
To attach a receipt for the item you are claiming, you should scan to your email address and save to your desktop.   
This can also be done by taking a picture with your phone, emailing it to yourself at your work email account and saving to 
your desktop as it’s easier to attach from desktop.  If you require any assistance at this point, please get in touch with 
Lynsey.Graham@highland.gov.uk  
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When you attach your receipt, you will see it here. 

 
Then simply click OK. 
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You will then see this screen with the details you have just entered, and you MUST press “Save” .   
If you do not click Save, you will lose the information you have input. 
By clicking Save you can hold a few claims until you are ready to send them in together.   
 
It is recommended that you submit only one claim per month. 
 
 

 
 
At this time to add another claim for March 2021, simply click on Add Line + again and repeat the above steps. 
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Accessing and Adding to Saved and Historical Claims 
 
For the purposes of this guidance document - we will be using a Broadband claim and adding to your monthly claim as 
though at a later date: 
 
Once you are logged into MyView, and on the Dashboard screen; as you have already started and saved a claim for March 
2021 you would click on “My Expenses” 
 
Once Saved, you can access your previous claim(s) again at any time through the My Expenses drop-down arrow and 
choosing  Saved and Historical Claims: 

 
 

To access all your previous claim(s) at any time please click on the My Expenses drop-
down arrow and choose  Saved and Historical Claims: 
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You will see that the screen below has your previous claim here 
 

 
 
If you click on the down arrow on the right of each claim, it slightly expands to show details of that claim, as below: 
If you click on the same arrow again it will go back to view the one line.    
Although the icon in the middle says Open – that is the Status of that Claim – it doesn’t open the claim. 
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You need to click on the underlined wording under the Description header to fully open the claim. 
 

 
 
So we will click on March 2021, here. 
 
It will open as below: 
 
You will see your header has stayed as March 2021 
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To add another claim in this instance a Subsistence Claim click on the Add Line +  
 
 
An additional line will open as below: continue as before filling in the boxes as they appear. 
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Click on the Calendar icon in the Date of Claim field, and you will see this calendar open up. 
 
Click on the Date of Claim - in this case - you should enter the date on your Broadband bill – All items you are claiming for 
must have taken place or be in the past – ie. a previous bill (not a future one). 
 
 
 
Click on Group down-arrow now and choose Members Subsistence 
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You will see screen once this is done, two more fields open underneath -  “Type” and “Description” 
 
 

 
 
 
Click on the down arrow in the “Type” field. 
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You will see these drop-down choices appear.   
 
Please Note:  In this list there are Allowances for Bed & Breakfast, Breakfast, Lunch, Dinner and Line rental/Broadband all 
with or without VAT.   
These should be chosen as appropriate, according to if there is VAT on your receipt or not. 
If there is VAT mentioned on your receipt, then you would choose the one with VAT in the title. 
 
 

 
As this is for Home Broadband – you should click “Line rental/Broadband (VAT)” if your bill has VAT. 
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Once you have chosen a “Type” field you should fill in the Description box with further details. 
 
 

 
The next row appears – “Costs and Receipts” 
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The Value box has opened and can be typed into accordingly with the amount you are claiming for.  
(NB. The “Value” field only accepts numbers and decimal points – no £ signs should be used). 
 
Just Tab past the attach valid bill box. 
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Lastly for this section – you must attach your Receipt. 
 
NB. The majority of receipts in ‘Members Subsistence’ are mandatory – (with only the two exceptions being “Meals 
Deduction” and “Friends & Family Stays”)   
 
For “A Stay with Friends & Family” a name and address must be recorded in the Description box, as receipts are not 
available. 
 
For Meals Deduction you must enter the 4.70 as normal, the system will know what to do with this.  Do not enter a negative 
sign. 
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A receipt should then be attached by clicking the “Add Attachments” button. 
To attach a receipt for the item you are claiming, you should scan to your email address and save to your desktop.   
This can also be done by taking a picture with your phone, emailing it to yourself at your work email account and saving to 
your desktop as it’s easier to attach from desktop.  If you require any assistance at this point, please get in touch with 
Lynsey.Graham@highland.gov.uk  
 
 
 
Then click OK. 
 
 
 
You will then see this screen with the details you have just entered, and you can simply click “Save”  
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You can amend anything in the claim by clicking on the Pencil Icon to edit. 
 
 

 
 
 
 
 
If you do the same or similar again that month, you can simply copy this claim by clicking on the Copy Icon and adjust 
accordingly. 



Page 38 of 44 
 

 
 

 
 
Also, if for any reason, you wish to delete this claim simply click the Bin Icon. 
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Submitting your Claim for the Month  
 
Once you are logged into MyView, and on the Dashboard screen; as you have already started and saved a claim for March 
2021 you would click on “My Expenses” 
 

 
 
Click on  Saved and Historical Claims: 
You need to click on the underlined wording under the Description header to fully open the claim. 
So we will click on March 2021, here.   
This screen will open: 
 

To access all your previous claim(s) at any time please click on the My Expenses drop-
down arrow and choose  Saved and Historical Claims: 
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When you click on Submit you will receive this note on screen: 
 

Please note:   
There will be a cut-off date set each month for you to 

have your expenses submitted by; and this will be 
notified to you in advance as usual. 



Page 41 of 44 
 

 
 
 
Once you click Yes, you will receive an onscreen acceptance note  

 
 
 
Once your claim has been approved – you will receive this automated email from rlportal@highland.gov.uk informing you of 
the approval. 
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Authorisation Progress Bar 
 

 
 
You will see above that there is an Authorisation Progress bar – which shows you that you the Councillor have Submitted 
your form and it is Pending. 
 
You will see that if you need to Withdraw your claim for any reason – there is a button for this (this button will only be there 
until it has passed the Approval stage when that option will no longer be available) 
 
You’ll see that there is a print option as well. 
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Once your claim has been authorised you will receive this automated email informing you (SLIDE 6) 
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Helpful Information 
 
 
Deadline for submitting 
 
There will be a cut-off date set each month for you to have your expenses submitted by; and this will be notified to you in 
advance as usual. 
 
 
The system allows for a 90 days warning. 
 
Claims will be rejected if they are older than 90 days, this is to allow for approval to be granted by the Corporate Resources 
Committee as per Highland Council agreement.  Once a claim has been approved by Corporate Resources Committee, on 
these occasions you would go into Historical Claims and resubmit the claim. 
 
 
Closing note: 
 
If you require any further support in the use of MyView to submit expenses claims or have any queries around the process in 
general, please contact Lynsey.Graham@highland.gov.uk in the first instance. 
 
If you are experiencing any technical difficulties when trying to submit expense claims using MyView e.g. experiencing error 
messages or having problems logging in, please contact FinanceSystemsAdministrationTeam@highland.gov.uk   
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