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‘My View’ Dashboard Module

Members Guide
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1 Introduction

Self Service is a web based module of the Authority’s integrated HR/Payroll system,
ResourceLink. The module allows Members to carry out tasks such as recording a change
of address, submitting expenses claims or viewing a payslip online from their own PC direct
to ResourcelLink.

The system is easy to use and operates in a similar way as a banking website. Workflow
technology and electronic authorisation is incorporated into the product meaning that
traditional paper based payroll & personnel transactions can be performed with a click of a
mouse.

2 Functionality

All Members of the Authority will have access to self service, which will include the following
as part of the initial phase:

Changes to personal addresses
Changes to bank account details
Changes to personal contact details

On line access to payslips and P60 forms
Travel and expenses claims

3 Accessing Self Service

The first time you login you will need to follow the instruction ‘New Users’ shown on the front
screen. On receipt of a new password, via email, you will need to copy the password
provided into the ‘your password’ box on the front page. Your username will always be your
7 digit employee number.

At this time a number of security questions are to be completed after which you will be asked
to create a new password.

Once a new password is entered a confirmation message is displayed confirming that the
password has been changed. On clicking the continue button you will be taken back to your
login page.
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cvnmirsi ¥ Welcome

g

Welcome to Carmarthenshire County Council 'MyView' Dashboard. Sign In

Once you log into the system you will be able to: your username

&6 View your online payslips and P60s a

w=-\/iew, amend and update your personal details
your password

&6 View your Training History a
w= Complete, Submit/Authorise Absences and Claims

MyView is available on most devices with internet access.

Signin ¢
Once you leave Carmarthenshire County Council, you will only be able to

access MyView for 60 days from your end date.

Alpha/
Numeric
Password

Forgotten your password?

cvimingi ¥ New Users
i

g

To sign into MyView, please use the 'Forgotten your password?' link under
the sign in boxes. A temporary password will be sent to the email address
onyour record. If you do not receive the email with a temporary password,
there may not be an email address on your record. Please email
Resourcelink, quoting your full 7 digit employee number and the team can
check your record.

s S-VGii;y Existing Users
R To log into MyView you will need to enter your full 7 digit employee
number as your Username. Please remember your security questions are

case sensitive and DOB is entered as ddmmyyyy.

Enrenttan nacewnrd- if yvon have forontten annr nacawnrd nleace uca the

It must be noted that the password is case sensitive.

If at any time you have forgotten your password you can request a reminder e-mail to enable
you to login by clicking on forgotten password? On entering your username (employee
number) click reset my account and a confirmation message is displayed confirming that
an e-mail has been sent with your new password. On clicking the continue button you will
be taken back to your login page.
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Forgotten your password?

cvinigry Welcome y A <hould be i ot
et i o o our password should be aminimum o
‘ Welcome to Carmarthenshire County Council 'MyView' Dashboard. P .
characters long. A mix of Uppercase, lowercase

Once you log into the system you will be able to: and at least one number.
#6 View your online payslips and P60s 2 Username
= \/iew, amend and update your personal details u 2

o6 View your Training History

w= Complete, Submit/Authorise Absences and Claims Reset my account 4y

MyView is available on most devices with internet access. Rk

Once you leave Carmarthenshire County Council, you will only be able to
access MyView for 60 days from your end date.

ciaiisy New Users
B To sign into MyView, please use the 'Forgotten your password?' link under
the sign in boxes. A temporary password will be sent to the email address
onyour record. If you do not receive the email with a temporary password,
there may not be an email address on your record. Please email
Resourcelink , quoting your full 7 digit employee number and the team can
check your record.

cu;;uﬂ;fé:y Existing Users
Aee

To log into MyView you will need to enter your full 7 digit employee

number as your Username. Please remember your security questions are
raca cancitiva an A NND ic antarad ac ddmmunnns

Self Service Modules

You can access each of the modules by clicking on the links on the left hand side of the
screen.

2 My Pay A%
Dashboard
View All Pay Documents
Personal Details Payslip Payslip
Expenses
Form History 15 Apr 15 Mar
Unopened Docs @ v

e My Personal Details

This module enables you to amend your personal details held by the system. Personal
details can be amended by using a series of standard forms, which update the information
held on ResourceLink. The forms available are:

e Personal Details — enables you to amend your name, date of birth etc.
e Contact Details — enables you to amend your address and contact numbers.
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e Bank Details — enables you to amend your bank and/or building society number
e Equal Opps Details — enable you to update your Equal Opps data
¢ Next of Kin Details — enables you to enter/change your next of kin details.

Users are required to check all their details and submit any amendments at the
earliest opportunity.

[% My Pay

Dashboard
View All Pay Documents

Personal Details :
Payslip Payslip
Personal Details
Contact Details
15 Apr 15 Mar
Bank Details
Equal Opps Details Unopened Docs @ v
Next of KIn Details

Expenses

Form History

To complete a Personal Details form online you are required to click on the relevant form
and once it appears on screen click edit these details to amend the form.

Complete the form online with the relevant details and click save to save the form so that it
can be checked before submission, or click submit to submit the form.

Once the submit button has been clicked the information is changed immediately on
ResourceLink.

e My Pay (Widget)
This module enables you to view current and historic payslips as well as P60’s and P11D’s.

The page displays a list of available pay documents. Each payslip displays:

e Year/Period — the year and period to which the selected payslip applies

e Pay Date — the date on which the payment was made

e Run/Pay Type — the type of run, whether it was a standard run or a separate
supplementary run and the pay type. For example, Std/M would be a standard pay
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run, monthly pay.

# > Dashboard

@ My Pay

View All Pay Documents

Payslip Payslip
15 Apr 15 Mar
Unopened Docs o N
P60 P11D

If required, as you view your documents you are able to print your payslip and/or P60
from within this module.

Payslip
— < | 14/06/2012 [E]

To Select a previous tax years payslips click on ‘View All Pay Documents’ and select the
required date

Councillor
All Pay Documents |
Bastboard View Document Type
[eeiz et Opened Unopened m P60
Expenses
Form History Showing 59 results
Results per page: 12+ E?ijf
Pay Date Document Type Payments Deductions Net Pay
Payslip 1 32% % B
Payslip 100 3 % =
Payslip 1 31% % B
Payslip 100 3 % B
Payslip X« 3% % B
Payslip 100 3 % &
Payslip 1 2% 68% B
Payslip 100 3 % B
15/10/2018 Paysiip 100% 34% 56%
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e Expenses Module

The Expenses Module enables you to submit your Business Mileage and Expense Claims.
Copies of previously submitted and approved claims entered through the Self Service
Module are also held.

To create a claim, click on Expenses on the left of the Dashboard then Create/View/Edit
Expenses:

[2 My Pay
Dashboard
View All Pay Documents
Personal Details Payslip Payslip
Expenses
Form History 14 Jun 15 May
Unopened Docs ) v

Any Open, Submitted or Authorised Claims will be displayed on screen.

Expense Claims [ You have 3 claims |
Expenses B Open

Create/ /Edit Expenses Date Form Description Value

Form History

Authorised

Dats Form Des Val
He
Withdrawn
Date Form Description Value

D6/2019 0000184 New Claim

To open a new claim, click on the Create New Claim button at the bottom of the screen,
which will open a blank claim form:
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Travelling Expenses

Travel Rates April 2012

Dashboard Employee Expenses Policy Documen t

Personal Details

Expenses

Create/View/Edit Expenses

FormHistory

[help]

Date Start Time: End Time Vehidle Standard Journey Mileage Taxable VAT

I ™ I ] [ ] —Select- [V [Select- v [ ] ] a

Date Start Time End Time Value

The Description field should be completed with the period of the claim e.g. September
2016, 01/09/2016 or a Date Range 01 — 30 September 2016.

In the Travelling Expenses section of the claim form each individual Journey must be
completed with:

Date — the start date of the Journey, the date can be entered directly into the field in the
format ddmmyyyy or the user can click on the calendar button next to the field and select
the appropriate date, the system will automatically populate the date with slashes between
the days and months.

Start Time & End Time fields are mandatory and be completed in the format hhmm in 24
hour format e.g. Start 0845 End 1645, the system will automatically populate a colon
between the hours and minutes.

A generic Vehicle will automatically be populated with the users default vehicle e.g.
MEM1200 etc.

NB. If this field is blank please contact the Payroll Section in order to add your vehicle
details.

Standard Journey is only populated when you claim for a predefined journey which has
been set up between the main Administrative Offices. These journeys have been created
with a set mileage (AA rates). To select a Standard Journey click on the drop down arrow
on the right hand side of the field and scroll through the list to select the appropriate journey.
Once a journey is selected the Mileage field will be automatically populated with the
appropriate number of miles.

Mileage must be completed with the actual number of miles being claimed for a non-
standard journey.

Non-Standard Journey is a mandatory field and is to be completed when claiming both
Non-Standard and Standard Journey’s. If a Standard Journey is selected then the Non-
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Standard Journey field must be completed with the reason the journey was undertaken. If
a Non-Standard Journey is selected then the Non-Standard Journey field must be completed
with the reason the journey was undertaken and the routes taken.

Override Cost Centre can be left blank

If additional journeys are to be entered then you should click on the [+] button at the right
hand side of the journey row to open an additional line.

Travel Rates April 2012
[Dashboard Employee Expenses Policy Document

[Personal Details.

Expenses

Create/View/Edit Expenses

[Form History

Travelling Expenses [help)

Date Start Time End Time Vehicle standard Journey. Mileage Taxable VAT

[0470612019 |38 [looe | [500 ] MEM1200[ V] [~Select— 4] (=] ] (m] 7] -
Non-Standard Journey Override Cost Centre

0 ==

Date Start Time End Time Vehicle Standard Jourey Mileage Taxable VAT

ceip
[06/0672019 |py [500 ] fieo0 ] MEM1200] v/ [FSetect— | [iz ] [} Y BB

Non-Standard Journey Override Cost Centra

to delete a row the user should click on the [-] button to the right of the row to be deleted.

If no Expenses are to be entered then you can click on the [Save] button in the bottom right
hand corner of the screen.

Once the claim has been saved a Confirmation Message will appear on screen, click on
[Continue] to return to the Expenses Module front screen — new claims created will be
displayed in the Open section.

To Re-Open a Saved Claim Form

To re-open a claim, you can access your Claim Forms from the left hand menu and click on
the bold form number. An Open claim can have additional items/adjustments made to it
prior to submission.

Dashboard Expense Claims [ You have 3 claims |

Expenses Open

Create/View/Edit Expenses Date Form Description Value

Error messages highlight the problems within the claim form, in the example below the Non-
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Standard Journey field has not been completed, therefore the row in error has an error box
above and below it.

If claims are being made in respect of relocation expenses then the Taxable Mileage' box needs to be ticked

Dashboard

There are errors in this claim!

Personal Details Please review this claim correcting any errors. The errors may be caused by an incomplete line or mandatory fields being incorrectly completed. You will not be able to submit this claim unless all errors are removed.

Expenses

Number 0000184035

Create/View/Edit Expenses Position - Councillor

Description [June 2019
Form History
Travelling Expenses [help]
Joumey
Date Start Time End Time Vehicle Standard Journey Mileage Taxable VAT
Mileage  receipt
[oar062019 |egy [oo0 ] [1500 | MEM1200 “Select- 23 ] O Y B
Non-Standard Journey Override Cost Centre:
[Housing Meeting in Lland 1
Joumey
[FJERROR! - Incomplete Line
Thisline g jpgomplete. Please reyigp fjline ensuring thaf ot fgmplete all felds. g1 tandard Journey Miesge  Taxable VAT
Mileage receipt
[06/0672019 |y 15:00 [16:00 MEM1200 [FSelect— 3 ] O B
Non-Standard Joumney Override Cost Centre
— —

ERROR! - Incomplete Line
This line is incomplete. Please review this line ensuring that you complete allfields.

To remove the errors, complete the appropriate fields and then either click on the [+] button
to create a new row or click [Save].

Claims which contain errors cannot be submitted.

Expenses Section

The Expenses Section allows you to claim for allowable expenses. In the drop down menu,
click on the expense to be claimed:

3 » >
Alrser ex Holdays v ) The valuchs 15 COvOned by the appropnate kol of INSUance whsth pOmmits Dusiness use  The vehucls has & vald MoT cerificate  The vahicke has vald 1oad fnd loance. A

@) | have Arang lcencs that legally POMMs Mo 10 Ave the vehicla i 1espect of thes chum
w 1)1 underst hat by falsity

Sckmmss

Hatone Pay Docs
Nummtsr 0000110600

Postion  Employee Sernces Assistant
Duscrefon September 2016

Jots & Careers

Traveiing Expenses

Jourmey

Dato Start Tene

End Tume Vehicle Stancard Journey

ez B o0 1400 C1450 v] County HalSpiman St Carmarten 1o Parc Dowi Sant, Carmarthen v| 3

Norv-Standard Jourmey Overmde Cost Centre

oo Em

Joummey

Dato

Start Teme End Time

Vefucle Stancand Journey

_ 16,00 C1450(%] ‘County HalScivan S1 Cammwn o Town HalTy Eyn, Uaneli 1v] 32
(Broaktast — A4

Lunch Ovamde Cast Contra

Toa

[Everung Meal -
Bndge Tols
Tephone Rental
Telophona Calls
¥ uel Elomaent Dete Stant Ture Endt Time Vilue Recogt  Override Cost Centre
Mscolanecus ExXpenses l
Professional Foes

Fares olo E
Postagns Descrpbon
¥ County Lunch

Overmight Aliowance o's London
[Overmight Aliowance London
Car Feus.

Date should be completed with the start date for the expense and is a mandatory field. You
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can either enter the date directly into the field in the format ddmmyyyy or click on the
calendar button below the date field to select the appropriate date.

Start Time and End Time fields should be completed with the appropriate times in the
format hhmm and 24 hour clock. These are mandatory fields. When the item claimed is
not date driven then the Start Time should be completed with 0000 and the End Time
completed with 0001

Value must be completed with the amount being claimed for the expense item N.B. a
decimal point must be entered between the pounds and pence.

Receipt should be completed with a Y for certain expense claims e.g. Car Parking, Bridge

Tolls, Taxi, Bus & Train Fares, Overnight Stays. A copy of the receipt must be submitted to
the authorising officer once the claim is submitted.

Expenses

Date Start Time End Time Value Receipt ~ Override Cost Centre
Car Parking Fees 01/09/2016 10:00 12:00 1.60 Y

Description |Car Park Charges whist attending Training Session

Description is a mandatory field completed with the purpose/reason for the claim.

To add more than one expense item to the claim click on the expense drop down to select
the additional item.

Overnight Stays: in order to simplify claims for overnight stays only one entry is required
for each stay e.g. an officer attends a conference in London over three days. The Start Date
should be completed with the first date of the conference and a detailed description then
entered into the Description field e.g.

Expenses
Date StatTime  End Time Value Receipt  Override Cost Centre
QOvernight Allowance London 19/09/2016 = 13.00 19:30 184 51 y

Descrintion [Tax Conference 20-21st Sent x 2 Ovemiaht stavs + tea. R'tumed 21st Sept

Submission of Claim for Payment

Once all items have been added to the claim you can click on the [Submit] button in the
bottom right hand comer of the screen.

Click OK to proceed to send the claim to the designated Authorising Officer
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Traneg

Jourmoy
Standard Journey

12002016 ﬁ 0 C1450 v| Parc Dowt Sant, Carmarthen 10 PEwriwyd, Canmarten
Non-Standard Journay
Meooting

Exparsas

Overnds Cost Centre
Car Parking Foes — | l

Overnght Adowssce London '

o Rlumed 215! Sepr

GRAND TOTAL
Total for Traveling Expenses

<

The Claim Summary Report is displayed on screen and must be printed in order to attach
all relevant receipts, including fuel VAT receipts to pass onto the Authorising Officer.

Expense Claims Claim Form Summary

Employee Number NS

Employee Name  GEEEEND

Claim Number 184034
Claim Date 28/06/2019

Claim for the following:
MILEAGE SUMMARY

Date 06/05/2019
Non-Standard Journey Home to Parc Dewi San for Housing meeting

TOTAL MILEAGE: 32

Print | Continue

Click [Print] at the bottom right hand corner of the screen and then click [Continue].

Withdrawing Submitted Claims
If a claim is submitted in error then it can be Withdrawn prior to Authorisation:

Click on the Form Number of the claim to be withdrawn in the Submitted Section
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01/07/2019 0000184035 June 2019 000

Dashboard

Personal Details

Expenses
Create/View/Edit Expenses Submitted o
Form History Date Form Description Vi
28/06/2019 0000184034  New Claim 000
Authorised €]

Click on [Withdraw] in the bottom right hand corner of the screen.

Create/View/Edit Expenses

Form History

0.00

32 Miles

3 EXTET A

The Withdrawn claim is then displayed in the Withdrawn Section of the Expense Claim
screen:

To make adjustments to this claim, click on the bold form number and then click on the [Re-
Open] button in the bottom right hand corner of the screen.

mey
[ . End T il Taxabl
Mil
10.00 15:00 MEM1200 | 52 =
No O
Hon [
art
GRAND TOTAL 0.00
otal for Travelling Expenses 32 Miles
Gopen

The Claim Form will then be moved back to the Open Section where it can be opened and
any necessary adjustments made prior to re-submission.
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e Form History

The Form History module allows you to view the progress of any form which has been
created/submitted for/by you.

When you initially open the Form History screen, all forms which are Authorised, Open,
Rejected, Submitted or Withdrawn will display:

The Description displays the form name, your name and the dates requested (if a
leave/absence request). The Event is the form type. Status displays the ‘current status’ of
the form and the Raised Date is the date the form was last updated.

You can reduce the number of forms displayed by setting filters or searching by Keywords:
Type the work you would like to search for in the Keyword Search and then click the
Search button. Anything that matches your keyword search will display below in the

Results page.

To search for forms submitted/actioned between/from a date enter the Date Form and if
required the Date to field.

Form History
Keywore d Search Date from Date to
01/01/2017 B 28/02/2018 =

Status Filter

Authorised | Open  Rejected  Submitted = Withdrawn

Clear search Search |
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