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1 Introduction  

The purpose of this guide is to assist with the process of recording any paid/unpaid leave for other absence 
such as Jury duty, Bereavement and Unauthorised leave.  

 
MyView Navigation 

MyView navigation includes the following buttons: 
 

[Back] will take you back to the previous screen 

[Close] will close the current window 

[Sign out] 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://highland.hcm.zellis.com/myview/dashboard-ui/index.html#/landing   

(if using single sign on this will take you straight into myview, if not please follow the 
steps below) 

 
 

 
 
2.3 

 
Enter Payroll Number 

 2.4 Enter Password 
 2.5 Click Log in 

     
MyView – Dashboard will appear 

 



5 

 

 

3 Submitting an Other Absence Notification 

 
There are absences that require recording other than Sickness in ResourceLink. Absences that include Jury 
Duty, Paternity Leave, Bereavement etc. The reasons usually indicate whether an employee’s absence is PAID 
or UNPAID leave. 

 
 3.1 From MyView Dashboard (Main Menu) click on [MyPeople] 

 
Team Selector page will appear 

 

 
 3.2 Select the absentee employee by clicking on the [Select] button Click on [Paid / Unpaid Leave] 

 3.4 Click on [Paid/Unpaid Absence Reporting] 
 

 

Click on [Paid/Unpaid Absence] 3.3 

Manager drop down menu will appear on the left of the screen and button will change colour. Paid / Unpaid 
Leave menu will appear 
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Other Absence [Basic Details] page will appear 

 
  3.5 At [Type] click on drop down menu and select [Absence] 
  3.6 At [Start Date], click on screen calendar and select start date of absence 
  3.7 At [End Date], click on screen calendar and select end date of absence 
  3.8 Click [Next] 

 

 
 
New fields will appear on the screen 

 
  3.9 At [Absence Type] , click on drop menu and select either [PAID] or [UNPAID] 
  3.10 At [Reason], click on drop down menu and select [Absence Reason] 
  3.11 At [Additional Details], enter free text any additional information 
  3.12 Click [Submit] button 
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Confirmation Message will appear 

 
 

An email notification will be sent to the Payroll Absence mailbox for Payroll to review. 
 
Check My Team Planner to see absence has been recorded  
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A red line will appear on the date of absence if submitted correctly.  
 

 
 
 
Once happy the absence has been correctly submitted click on My People [top left of screen] you will the 
absentee is still showing as selected in your team selector.  
 
 
 
Click on the red (-) and this will revert to a green (+).  
 
 
 
 
At the top left of the screen, under My People, you will see [Not Selected]. If you are submitting absences for 
multiple employees, it is good practice to check that this field has been cleared before entering a new absence. 
This helps ensure that absence records are not accidentally entered against the wrong employee. 
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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. 
 
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 

 

 

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. 
 


