Penderels Trust

A guide to using
My View for Employers

Welcome to the ‘My View' User Guide for direct payment employers.
It provides a step-by-step guide to using the My View system on a
desktop computer/laptop.

We have written a separate My View User Guide if you are using the
mobile phone app. We have also written separate guides for your PAs.

What is ‘My View’?

My View is an online system that provides a secure way for you to input hours worked
(timesheets) and view payroll information for your PAs. Your PAs will also be able to view
their own individual pay information.

What functions are available on ‘My View’?
You can:

* Input and authorise hours worked and hourly rates
to be paid for each PA. This is instead of sending a
timesheet in for every pay cycle.

* VView payslips and other pay documentation
for your PAs.

e Authorise sickness leave for your PAs.

Timesheet claims should be submitted by your
usual timesheet deadline at the latest.

Payslips are available to view the day
before the usual pay day.
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Before you start

We need to set you up on the My View system before you can use it.
We need your email address and the email addresses of all your PAs to do this. If you are receiving

this guide, you should have already supplied us with this information. If this is not the case, please
email myview@penderelstrust.org.uk and ask us to set you up.

Section One: Getting Started

The first time you use My View, you will need to register. You only have to do this once.
Before you start, you will need your Employer Number. This will be a number which

sometimes has ‘CG' in front of it and is located in the top right hand corner of your
timesheets and on your payroll summaries (see examples below).

Timesheet example

Employer: John Smith Code: m
Employee: Comp: ! 54321 ! ode: g,rou
Period Ending: Tax Wk.>

We must receive this timesheet no later than 1pm on the Monday after the week ending.date” ] comp/ 54321

entered at the top of the page. Please email it to timesheets@penderelstrust.org.uk. If you are unable
to do this, you can post it to Penderels Trust, Resource House, 1A Brandon Lane, Coventry, CV3 3GU. I Tax Wk\

Your username
is your employer

n number which
Bae | Ba iR X8 Rate Sieenn mae— | the week ending date
Rate tael | ist.org.uk. If you are unable can be found
Mond:
Ticaday Lane, Coventry, CV3 3GU. here
Wednesday
\
Saturday -
Sunday Holiday Pay
Vonda. (value)
Tuesday
\\—/
Payroll Summary example
Domestic
Domestic |\ Name Address Employee  First Surname E gyelle er ers  Employees Total Date
Employer Number Forenames T on Pension Gross
CG54321 John Smith 58 Park Avenue ] 57 7.43 323.85 14/12/2022
Pennywell
g;;iesr‘:nd N CG 543 2 1 57 7.43 323.85

T—

Your username

is your employer
number which can
be found here


mailto:myview%40penderelstrust.org.uk?subject=Set%20me%20up%20on%20My%20View
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» You will need to download an Authenticator App on a mobile

device to get the code you will need later in the set up process. | Jes =
This adds an extra level of security for your account. Please see | === ol e s i,
Step 7 on Page 6 for more information on this. e e
== |- .
Microsoft Authenticator is a well-recognised one and can be -
downloaded onto Apple or Android phones. # 3‘“_" . @

The app is free. Other authenticator apps are available but beware %*. _J

of those that charge a fee or are free for a trial period only.
This is what the Microsoft Authenticator app looks like in the App
store/Google Play etc.

If you don't have a mobile phone that can do this, please email us at myview@penderelstrust.org.uk
and we will switch off this feature on your account.

Step 1

Use this link to access My View: https://tinyurl.com/My-View-Home-Page

To register you must enter your username, which is your employer number, with ER in front of it
instead of CG.

You then need to set up a password. To create a new password, click Forgotten your password?
and follow the instruction in Step 2.

] Sl\' Penderels Trust

Enter the letters ER
followed by your
employer number
(This will be your
username)

Welcome. Please enter your login details:
your username

[ ]
((ERs4321 )

ER54321

)

Click 'Forgotten your
Password?’

Step 2

In the ‘Forgotten your password?’ section, enter the letters
ER followed by your employer number. Forgotten your password?

your username

Then click the ‘Reset my account’ button. An email with a ER54321 ®
temporary password will automatically be sent to you, as
explained in Step 3.

Reset my account

< Back
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Step 3

Once you have reset your account, you will receive an email with a temporary password, as
shown below.

noreply@myview.zellis.com

MyView Employer Self Service Forgotten Password

Dear John

Your request for a password reset has been processed, please copy and paste the
password below.

5%e*U%j*

Kind Regards

System Adminisrator

Enter this temporary password into My View along with your username and click ‘Reset my account'.

Forgotten your password?

your username

ER54321

your password

5%e*U%j*

Reset my account

< Back
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Step 4

You will now be asked to reset your password

to one of your choice. Top Tip
Your new password must be 8 characters We recommend you keep
long and must include: your username and password

1 upper case letter details in a safe place.

1 lower case letter

Penderels Trust staff do
1 number and not have access to your
1 special character. password. If you forget your

password, you will need

to click on ‘Forgotten your
password?' to create a new
one.

(=3

Change your password
your username

ER54321 ( ‘ Enter the letters ER followed by your

employer number which is your username
Current password —

[ 5%eru%;* -

Enter the temporary password

New password

®
[ New password ( ]
Enter your new chosen password
——
Confirm password
[ Confirm password ( }
Re-enter your new chosen password
T—

Once you have entered your details, click Submit and you will be taken to the
My View Welcome page, see Section Two in this guide.
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Step 5: Setting Up Multi-Factor Authentication

My View includes a multi-factor authentication (MFA) which provides enhanced security. As My
View holds personal data on you and your pay information, we want it to be as secure as possible.

You will need a mobile phone to scan the QR code. If you don't have a mobile phone, please
email us at myview@penderelstrust.org.uk to ask us to switch off this feature on your account.

Click on the link to access My View: https://tinyurl.com/My-View-Home-Page

To log in, enter your username and password and click Log In.

By 3
ISt Penderels Trust

elcome.

Welcome. Please enter your login details:
) } Enter your
-
N / Username
Enter your
Password
When you log into My View, a box will appear.
. 1 g
Click 'Next'.

Enable Multi-factor Authentication x ganbede x
me \ ) |
e e < } ) O © 7 @ I

1 2 3 -
b s Please open the Authenticator app and scan the QR Cade below, Once
alk . RN a you have synced your account successfully, please sebect Next,
QOur enhanced security allows you te choose to sign in using a new .
% nust log in wsh

authentication system
18 vou will need to download the Authenticator App to your mabile device youl

On clicking Next a security sensitive QR code is displayed Base unm\
on't tpro

(@ The QR code is sensitive data. Please be aware of your surroundings '

before proceeding to the next step.

Scan the QR code with your mobile phone
camera or QR scanner app. This should take
you to your chosen authenticator app.
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If you use the Microsoft Authenticator App, it will appear like this.

Click on the arrow which will take you to the verification code.

11:45

= Authenticator

@ Penderels Trust My Vie(( > > My View Employee
.

My View Employes

WAYS TO SIGN IN OR VERIFY

One-time passwords enabled
™ s Lhe [ codes by
sign-ins

this app 1o verify 'y

/J‘r;time password code’

\@ 890 530

N

\. J \. J

Enter your six-digit code in the box and click on ‘Verify'.

Enter Verification Code »%

(©) ©) ©)
Please enter the generated & digit code as displayed on the Authenticator

app
Hogin  vour 6 digit code

__ Multi-factor Authentication Enabled X
T Y =\ N
©) @) @)

You have successfully registered your device with security authentication

Click on Close. You will then be taken into your account.

Next time you log in, you just need to go to your authenticator app to get a new code, you
shouldn’t need to scan the QR code again.
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Section Two: Using My View

Step 1

Use the link below to access My View:
https://tinyurl.com/My-View-Home-Page

To log in, enter the letters ER followed by your employer number (which makes up your
username), enter your chosen password and click Log in.

NOTE: If this is the first time you have used My View and have not registered, please go to
Section One and complete the Getting Started process.

elcome.

Please enter your login details:

Enter the letters ER
followed by your
employer number

YOUF usel

/f s
(| ERs4321 )— (This will be your
/M« username)

Enter your chosen
password

Click Log in

Step 2

Once logged in, you will see the Welcome page. Click on the My People tab which takes you to the
Team Selector section where you can view employee details.

Click on the
My People tab

& tdit dashboard

Your Name

antract
Job Zero HR
Contract

Add your wedgets here using the edit dashboand pars!
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To submit a timesheet claim for your employee(s)

Timesheet claims can be completed by the employer or the employee. You, as the employer, will
always be asked to authorise the submission if it is completed by your employee. If you would like
to enter the information, please follow the instructions below.

If your employees are going to complete the timesheet claims, please go to the ‘Authorise
Timesheets' section.

Penderels Tuse!
e // My Peaple
———< elcome Py T—
ClICk on Autherisatien
‘My People’

E

This will bring up the Team Selector page.

Penderes Tsit

Me My Pecple

© / Teamsek

/g Not Selected Team Selector
i= Standard Team Selector View
Team Selector

Team Detal 4 Search by team member name Filters

Enter Name... I Q] [hrect Reports. ~

| Clear search

..............
EAEEEEr R e e v = ]

£ MINIMISE "
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Scroll down and select the staff member name you want to submit a timesheet claim for.

To submit a timesheet claim for an employee, click on ‘Select’ under their name so the green plus
turns to a red minus. The other employee names should have a green plus under their name.

Perderels Tusi

e Lol i Direct Reports Showing & fesults (0 vacant) /1 Selected
N l Select AN | Deselect All ]
() racontancr .
e i Click here to select
— (1 e ][] this employee.

oo
My Pay
o N The box should
Tevesheet i (S raconmact ( sonct_| show a red minus by
Lo ~—

- the person you want
oy Form sty N - to look at.
Autherlsations I\,_E:/ :mm”” Select [

Select 'Timesheet Claim'.

Pendercls st

Me My Prople

Direct Reparts Showing 4 results [0 vacant) / 1 Selected

e~ Select All | Desalect All ]
[ O ) paconTracT

~
o) S
S (&) seomrasc T
LHS
M}Pi{
meilgets —
o)
W= PA CONT!
@ 2/ raconTacT [ setect ]B
LE
Sickness
My Form Histary T
oy —_
| & ) saconmaact +
Authorisations ~ L
L+S

Click on ‘Select’ to bring up the rate list.

Pendersis frusi!

v 2 My Timesheet

Ty
[ | Form instructions
"=/ PACONTRACT

Team Selector Position  PA CONTRACT

My P,
e Dencription | new Claim

Timesheets

Sickness Timesheet [help]

My Form History

—TClaim Date Amount/Units
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You can enter a number of different pay rates on the same timesheet (up to 6) plus bank holidays
and respite rates.

Choose 'Rate 1’ first (unless it is a bank holiday, weekend etc.).

Pendercls Trust)

v 2 My Timesheet
|/°\.‘ Form Instructions
\ ',' PACONTRACT

Team Selector

Hate3

Rated

Rate 5

Siiien Rate & [help ]
Bank Holiday

My Form History Respite Week Day

Fespite Weekend Clalm Date Amount/Units
Authorisations

~select- -

You can see ‘Rate 1" is now selected. Click on ‘Claim Date’. This will bring up a calendar to allow
you to choose a date.

This should be the start date of the pay period. You cannot put a date in later than today's date.

Pendercs Trust

2 My Timesheet

¢ by
[0 Form Instructions
\ =/ pacontRACT

Me

Selecn
Team Selector Position  PACONTRACT

My Pay .
L Description | e Claim
Timesheets
Sickness Timesheet [help]

My Form History
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Click on the Start Date of the pay period.

PendereisTrusi!

Me My Pecple

/0\\ Timesheet Lheip]
N2/ paconmract

Claim Date AmountiUnits Rate

Team Selector - [ML ” -
My Pay P T ¥
o l..m + ] |Dcmlu 2024 ] x.

_ o
NB: This tatal does not Include knes with a derived ratel The
Totai for Tmesheet MW T E B .00

walue of these lines will be calculated during the payrol

Sichness 12 3 4 8

it | e ¢ 1012
My Form History

Holiday ® 17 o1 [ help ]
Authorisations - THE L I TR

7w B wn
[ sfUnits

Add in the ‘amount/units’. This is the number of hours worked.

Add in the ‘rate’. This is the hourly rate to be paid for Rate 1 hours.

Penderels Trusi
Me My Pecple
/'o"\ Timesheet [heip]
‘\9/] P CONTRACT

Claim Date AmountiUnits Rate

(o e S oS ] ]
My Pay
[Fseiea- 7

Team Selector

Timesheets
_ 12440 | NB: This D\tal dces not Include fines with a derived ratel The
Tota far Time
‘oial for Tumesheet value of thage lines will be calculated during the payrol
Sickness

Add in the number Add the hourly rate of pay
of hours worked. in pounds and pence.

If a different rate of pay is needed for some of the hours worked, click on Select and choose
‘Rate 2’ (or bank holiday/weekend if applicable). This adds a new line.

Complete this in the same way you did for Rate 1. The system will automatically calculate the
amount to be paid in the ‘Total’ box.

Penderels Trust!
Me My Peaple .
N E— This shows your
P rm Timesheet [help]
@ o total pay for the
Claim Date Ameuntiunits Rate pe ri o) d X

T nate1 1311002024 (=] ” 10,00 H 1244

i Rate2 ) (] ” 500 H 15

Timesheets

EE i Please ignore the

Sickness INBI h' .
o Tt 5 total does ot include lnes with a derived rael The sentence, this is
My Form History . i these lines will be calculated during the payroll,

not relevant to us.

You can add up to 6 different rates on one timesheet claim.
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Penderels Trusth

When you have added all the hours worked, scroll down to the bottom where you will see the
‘Submit’ button. Click on this.

Penderels Trust"
a Wiy Peri value of these lines will be calculated during the payroll.
L
i tar o) Holiday
\ =/ pacONTRACT

[help]

Clalm Date Amount/Units
Team Selector

v Holiday (] ] l

Timesheets
_ e

.00 | NB: This totz| does nat include lines with 3 derred ratel The

value of these lines will be calculated during the payro!
Sickness
My Ferm History GRAND TOTAL P
Authorisations

A message will appear asking if you are sure you want to submit this claim. Click on ‘'OK’

Pendercls Tust! — penderelstrusttest.hem.zellis.com says

s
Me My Pecple

Are you sure you want ta submit this <laim fo sing?  _ BT these Nes will be caiciated ourng |
"“'
o
[+ ) Holiday
=

Lheip ]
./ PACONTRAC

Claim Date Amount/Units

Once the timesheet claim has been successfully submitted, a confirmation message will appear.

M:STI-"S;. _
Me My Pecple
@ / Team Sekector 4 Timesheet Claim
—
(o
\ 2/ pacoNTRACT
() Canfirmation M '
() confirmation Message
Vour form number 0000001203 has been submitted
Team Selector
Please select a navigation item In the Dashboard.
My Pay &

Timeshests
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If you want to submit a timesheet claim for another PA, click on ‘Team Selector’ at the top of
the page.

e,
{ 2
N2/ puconTRACT

Team Selector

Please select a navigation Item In the Dashboard,

This will bring up your list of PAs. Scroll down to the one you want to submit a timesheet claim for.
Click on 'select’ next to their name so they have a red minus. Click on ‘select’ on any other PAs that
have a red minus (e.g. the PA you previously submitted for) to make it a green plus. Make sure
only the PA you want to submit a timesheet claim for has a red minus next to their name.

Click on the 'Timesheet Claim’ option. This will bring you to this screen where you complete hours

worked and rates as you did for the previous employee. Remember to click on ‘submit’ at the end
of each employee’s claim.

The timesheet claims have now been submitted and will arrive directly into our payroll system for
processing.
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Checking Previous Timesheet Claims

If you want to see what timesheet claims you have already made for an employee, go to Team
Selector to see your list of employees. Make sure you have red minus next to Select for their name.

Pendzrels Trust
Me My Feople 1 ! = 1

“ MINIMISE
f

bo )

]
/ PACONTRACT
- Direct Reports Showing 4 results (0 vacant)/ 1 Selected

Select All Deselect All

Team Selector
My Pay
¥ Py e
(&) ) =
Tmesheets | & | pacontract Select
e S
<
Timesheet Claim
Sickriess i — -
o }
L= ONTR
Ay Form Histery e PA CONTRACT Sel
L]

Authariations

Do |

\ —
% | PaconTRACT Select o
= L

Click on the ‘Timesheets'.

Pendereds Trustt

Me My People
s & ¢ Team Selecsor # Timeshects

(2)
by

PA CONTRACT

Irreqular Claims [ has 5 claims ]

The Irregular Claims module enables employees, and managers on behalf of employess, 1o submit iregular claims (fype 1), such as ad hoc avertime, call-
ocuts etc via MyView. Once an irregular claim is submitted via MyView and authorised. if required, temporary pay slements are created to enable the claim to
be processed through payroll The temporary pay elements are posted in the default tax period 000000

Team Selector

Authorised

Sickness

Date Form Description Value

[rrcowmns =3

This will bring up a list of timesheets already submitted. These are considered
‘irregular claims’ by the system but don't worry about that.

My Form Histary FANOGE024  DOOODO11S3  Mew Claim

Authorisations
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Authorising Timesheets

The system allows your employees to enter their own timesheet information but as their employer,
you must authorise this before it will be submitted to our system. This gives you the opportunity to
check the information they have entered is correct and you can reject a timesheet claim.

It is important to remember that only timesheet claims you have authorised will be entered on
our system and processed. If you reject a claim, it will not submit to our payroll department. It is
important you authorise all timesheet claims by their usual deadline date/time or we might not be
able to process them.

When you login, timesheet claims awaiting authorisation will show on your home screen.
Timesheets are classed on the system as ‘Irregular claims’.

Penderelsfl]s?’
Me My People
welcome & Edit dashboard
(o
\ =/ erspost .
1 Authorisation g Click here.to
Authorisations N Open the ||St
1 Irregular Claims W Of timesheet

Dashboard

) 0 Authorising C|aimS.

() 0 Rejecting

Submit

To view the timesheet before you authorise it, click on the date/employee name which will
bring you to the timesheet screen. You can click on the ‘Authorise’ or ‘Reject’ button (or you
can click on ‘Back’ if you don't wish to take any action at that point e.g. to check something
with your PA).

Penderels Trust!

Me My People

@
\ ERS Post

Authorisations

welcome £ Edit dashboard

1 Authorisation

= I Click on the
= date/name to

@ view the actual

&) 0 Autherising timesheet.

I 1 Irregular Claims

() 0 Rejecting

Submit
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Me My People

0,00 | NB:This total does not include lines with a
| ‘g Total for Holiday derived rate! The value of these lines will be
ERS Post

calculated during the payroll,

Authorisations

GRAND TOTAL

12270

Authorisation/Rejection Notes

Click to
authorise.

Reject I Authorise !

You will be asked if you want to authorise this claim. Click on ‘OK'. If you want
to make a change, click on ‘Cancel’.

Are you sure you want 1o authorise this claim?

Penderels Trust!
Me My People

0.00 | NB: This total does not include lines with a
Total for Holiday derived rate! The value of these lines will be
ERS Post calculated during the payroll.

Authorisations

GRAND TOTAL

12270

You will receive a confirmation message. This means the timesheet has now

been sent to our payroll team.

Penderels Trust!
Me My People
/ Dashboard / Authorisation
2
ERS Post 3
|E/) Confirmation Message !
Claim 0000001203 authorised
Authorisations

Dashboard

Please select a navigation item in the Dashboard.
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When you return to the Dashboard screen, it will confirm that there is nothing to authorise.

Penderels Ta'{l\sﬂ

Me My People

w e I c ° m e £ Edit dashboard

(o]
= J ers Post

Authorisations

Authorisation

®)

You have nothing to authorise

If you reject a claim, you will go through the same process and the confirmation message will read
‘Claim rejected'.

Timesheet claims that have been rejected will not be processed so it is important to follow that up
with your employee.
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Holiday Claims

This process is for submitting claims for holiday pay only. It does not remove the need for your
employee to request annual leave. You also need to keep an annual leave record for each
employee.

You can submit a holiday claim for an employee or they can complete it and send it to you for
authorisation. Holiday claims can be inputted alongside usual timesheet hours in one submission.

If your employee has completed a claim, when you log in, you will see an authorisation notice on
your home screen.

This claim is classed as an ‘Irregular Claim'.

Click on the down arrow and it will show the claim name and date.

Penderels Trust

Me My People

Welcome (7 tacanmnona |

PN
=/ Erspost

1 Autherisatio

Authorisations

1 Absence

£ 0 Authorising

® 0 Rejecting

Submit

To check the details of the claim, click on the date/name.

FenderclsThst!

Me My People P —

Welcome Y

i, -_
Q)

‘\'?/" ERS Post

1 Autherisation

ustharisations

0 Authorising

@0 Rejecting

Submit

Scroll down to the holiday section that has been completed.

Pendereds Trust !
Me My Paople .00 | MB:This total does not Include ines with a derhved rate!
Totw! for Timeshest The value of these lines vl be calculated during the
i payro!
(&)
N2/ Erspos
Holiday [help]

Autharisations

_ livicd ALY

Holiday 101112024

10,00 | NB: This total does nat Include lines with a derved ratel
Tetal for Meliday The vakse of these lines vl be calculated during the
payrol
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Once you have checked it, scroll down and you can choose to authorise or reject the claim.

Me My People
— 10,00 | NB: This total does not include lines with a derwed ratel
& o Total for Hollday The value of thes lines will be calculated during the
| ) :
=/ erspost payroll.

Autherisations

GRAND TOTAL 10.00

Authorisation/Rejection Notes

Authorise

You will be asked to confirm if you wish to progress the authorisation/rejection. Click ‘OK'.

Penderels Trust!
Me My Peaple
= 10,00 NB: This tatal does nat include lines with a derved rate!
ol Totol for Hollday The value of these lines will be calculated during the
]
2=/ erspost payroll

Authorisations

GRAND TOTAL 10.00

Click on 'OK'’ to confirm authorisation/rejection.

You will then receive a confirmation message.

G _
Me My People
PN
(2)
\=/ erspas
(/) Confirmation Message !

N Clalrm 0000001213 authorised
Autharisations

_ Fitase select 3 navigation ftem in the Dashbaard
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Viewing Payslips

To view an employee’s payment information, select the employee you wish to view.

Me My Peaple
# MISIMISE
o
|\ 2 15 Mot Selected
—_— Direct Reparts Showing 4 results {0 vacant] / 0 Selected

[ setectan | pesetect an
Team Selector
Tearm Details i —
T,
(2) ocontnc P
| & ) pacontract [ select +

-

Autherisations

. iy Select the
s ()

(& ) pacontract
e employee.
'/Pn‘\\ =

Once you have selected the employee you wish to view, click the ‘My Pay’ tab.

Penderels Trust!
Me My Feaple
. “ MINIMISE
@ y
\=/ paconTRacT
Dvrect Reports Showing 4 results (0 vacant)/ 1 Selected

Select All Deselect All
Team Selector i

Select the
employee. P s

o
Timesheers \\?/.n' PA CONTRACT
L
Timesheet Claim
Sickness -
(2) eo :
My Form History &/ ' PACONTRACT | selecr
T
Autharsations
¥ T
ath

To view the most recent payslip, click the 'View Full Payslip’ tab.

Pendereis Trust?
M My People
My Pay provides a cetailed view of your Pay Documents along with a full histery of your Statutory Documents. You can browse the Soouments and selectto
{"_“\] print them if required
)., ?
Ny A CONTRACT Payslips are available along with #60s and P110s where appicabile.
MyPay Dashboard View All Pay Documents
Team Selector P T A W
Most Recent Payslip o1/08/2024 - 31/08/2024 View ‘Full
Timesheets

payslip’ tab

Timesheet Claim

Sickness w | % Net Pay | —3 Payments

£— 100%

\I/ Deductions
™
A8 +13

54

Your next pay date s nat
available

My Form History

Authorisations [
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Penderels Trust

Employee payslip example

PenderelsTusit

Me My Peaple
@ / Dashboard / Pay
™,

\2-: PACONTRACT Payslip

MRS E Example puyperios: 2451072022 - 20/1/2022

Tiresheets

e Employee Number: 1111 NI Number: WAT11111€ Employer: ERS EXAMPLEZ
Timesheet Claim Tax Code: 0T W1 NI Code: & Pay Date: 25/1172022
Siebriess Payment Method: Cash Employes Address: 2 Main STreet  Pay Fraquency: Lunas

My Form History

P Gross Pay PAYE Tax NIC Others
Authoesations
£1,000.00 £200.00 £3.96 £0.00
¥TD £1.000.00 ¥TD £200.00 ¥TD £2.96 ¥TD £0.00

N\

MNotifications

Here you can see
the Net Pay Figure

<| ez [>] [B

Pay Group: (G998

This is the amount
you need to pay
your employee

Tax Period: 202236

Employer Address: | main street

YTD £796.04

You can download the payslip to save onto your device if you wish.

Penderels Tusi!

Me My Paaple
@ / Dashboard / Pay

\':' PACONTRACT Payslip

MRS E Example ey perios: 2401072022 - 201172022

Timesheets
Employes Numbser: 1111 1l Number: WAT11111C Employer: (RS EXAMPLE2

AR CIA Tax Code: 0T W1 NI Code: & Pay Date: 251172002

Sickness Paymant Method: Cail Employes Address: 2 Man STreet Pay Fraquency: Luna

My Form History

, Gross Pay PAYE Tax NIC Others
Authorisations
£1,000.00 £200.00 £3.96 £0.00
¥TD £1,000.00 ¥TD £200.00 YTD £3.96 YTD £0.00

MNotifications

To download

a copy of the
T payslip, click the

download icon

<| sz (/@

~—
Pay Group: (G998
Tax Period: 202236

Employer Address: | main street

MNet Pay
£796.04

YTD £796.04

To access other pay documentation for that employee e.g. previous payslips, click on the

My Pay tab.

Penderels Tusil

e @ ¢ Team Selector / My Pay / Paysip
= —
. o Payslip
Click on the (' -
My Pay tab —

Timesheet Claim

Employes Number: 1111
Sitkness

Tax Code: 0T W1
Ay Farrn Histary

Payment Method: Cash

Authoreations STrper

MRS E Example Pay Period: 24/10/2022 - 20,/11/2022

NI Number: WATT1111C
NI Code: A

Employee Address: 2 Main

'L 25/11/2022 i| [E

Employer: ERS EXAMPLEZ Pay Group: (G995

Pay Date: 251172022 Tax Period: 2022/36

Pay Frequency: Lunar Employer Address: 1 main

street
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Penderels Trusth

To view the employee’s previous payslips, click the View All Pay Documents tab.

& J Team Selector /

All Pay Docu
TR _ My Pary provides & detasled view gly
@ browse the documents and s

Payshgs are peailabie alon

ments

ay Dol

.o, weith a ful Fstory of your Stacutory Dol P> 278 available along with BEGsand F11DE

Click on the
View all Pay
Documents tab
to view previous
payslips

itk P60 and 1108 where S

yPay Dashboard View All Pay Documents

MyPay Dashboard Wiew All Pay Documents

Most Recent P 022 - 20/1/2022

%%J\L

Paymests
wo% 20%

Met Pay
B0%

s et pay dite B Pt

To view a specific payslip, click the payslip date you wish to view.

Penderels Trusi

My People

© f Team Saelectar ¢ by P

All Pay Documents

3 along with a full history of your Statutcey Documents. You can browse the documents and select to
peint chwem i required

_ Paysis e v ong with P60s ard 1103 where apiabl.

MyPay Dashboard View All Pay Documents

My

of your Pay

Click the date of iew

Dacument Type
the payshp you iy e vty I All I Opened ] Unepened | I Payslips I
wish to view

Authorisations

Resuhs per page:| 12 v | Showing 1 result

] Paypate Document Type  Payments Deductions
e

Net Pay
251172022 ) Payslip 100%

0% [+ :mpn.m

To return to the list of employees, click the Team Selector tab.

Pedereds Trusit

Click the Team

Me My People - g -
Selector tab to /<

return to the list ::\'g',::l PACONTRACT A" Pay Documents
of employees

My Pay provides a detalled vew of your Pay Documents along with a full history of your Statutory Documents. You can browse the documents and select to
Team Selectar print them if required.

Payslips are available along with P&0s and #1105 where applicable.

—_— MyPay Dashboard View All Pay Documents
Timesheets R bt Aol

Timesheet Claim

Document Type
Sickness
Al

Opened [ Unopened I Payslips I
My Form History

AuThonisations

Results per page: [ 12w

Showing 1 result
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You can access the pay information for your other employees from this screen.

Penderes Tt
Me My People U .

| Team Selector

B Standard Team Selector View

Gl To view another

g Search by team mermber name Fiers employee’s

R payslip, click

i Select on their
e s section and then
Hrferm click the My Pay
Authorisations Direct Reports for Your Name EXAMPLEZ Showing 3 results {0 vacant) / 1 Selected

tab as described
m Desedect All
(et [rumer) in Steps 3 &4

/7 Employee1 = donna day@zellis.com

(2 ) —
& | paconrract (B1111) [II +]
\'j S un
|,/° \|l Employee 2 [ donna day@Zellis,com
\?/ PA Contract (81112) [ Select ] "
© 112

——
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Authorising Sick Leave

If an employee is off sick, they should submit a sickness claim.

This does not necessarily replace any sickness procedures you have in place with your employees
about letting you know they are going to be off sick and cannot work.

If an employee has submitted a sickness claim, you will receive a notification to authorise it.

This claim will be in the ‘Absence’ folder.

Click on the down arrow next to ‘Absence’ to open up the claim.

Pendereis st
Me My People
— Welcome [7 s ssianr |
.'.. o ™
W2/ eaconTRaCT

Imesheets (@ 0 Authorising

Timesheet Claim (% 0 Rejecting
sic
E Submit

My Form History

Here is one claim from the employee to check. To view the PA's claim, click on their name/date.

Pendereds Trusit

Me My People

Welcome [ caansmonmra

o
\ =/ paconTRACT

1 Authorisation

Team Selector

g 1
Timesheets (J.ﬁu-nzcz'.-

—_—
Timesheet Claim
) 0 Autharising

Sickness 0 Rejecting

My Form History
Submit

You can scroll down to view the information.

Pendereds Trusit

Me My People

o)
\ =/ paconTracT

Create Sickness -
CONTRACT

The Time Management module enables employees, and managers on behalf of employess, to view and record absence and attendance records.
Timesheets
Timesheet Claim Praviously Updated By
Type Sickness
Sickness
Category Back Probiems
Wy Form Histary

Comments

Autherizations
Dates Full Day Open Ended
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The authorisation button is at the bottom of the screen. Click on ‘Authorise’ if you are
happy with the information provided.

Penderels Trusit
Me My People Days
Total Time 1
e
f Y
=) e conmract Reason Back Problems
Reason Type Gack achepain
Tearm Selector Cause Mot wark related
E I
Certificate Expiry Date
Timesheets
confirm that an entry has been made in the Health & Safety Accident
ook
Timesheet Claim oo
Return To Work Interview
Sickness Date

My Form History Date of linked absen

Autherisations

You will receive a confirmation that the request has been authorised. Press ‘continue’.

Pendereks Irustf
Me 1y People
© / Dashiboard / Autharisst

S

2)

N2/ pacontracT

Thank you.

Teamn Selector The absence/attendance request has been successfully authorised

Timesheets m

Timachaar Falm

This will take you to a summary page.

Penderets Trusth

Me ny People

iy @ f Dashboard / Authorisation

| Authorisation

=
Authorisation allows you to browse, approve or reject requests from your employees for:

=/ PacoNmRaCT

Authorisations

Personal detail changes

Note: Managers authorisation Is not required for changes to bank detalls as these go straight to payroll for
processing

Holiday Requests

Sickness

Each type of authorisation item is grouped in a section which can be expanded or collapsed accordingly.

) 72 | 3
+— Pending Authorisations | El Requests this month

Event Type Employee

[ Absence V] [ V.]
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Reviewing Authorisations

If you want to check what you have authorised or rejected for each employee, click on
the Team Selector button and select the employee you want to check.

o 1
T JACK]
| B

Me My People
-  MINIMISE
A,
[
=/ pacontRacT
- Direct Reparts Showing 4 results [0 vacant) / 1 Selected
< D s
——
My Pay -
() — 2
Feracha: \ =) paconTracT Select +
i
Timesheet Claim
Sichness —
b
(5 ——
ooy \ =/ raconmct Select |
L]
Autharisations
e =
= /] PacoNTRACT Select +
— &

Click on 'My Form History’ and use the criteria buttons to search for authorisations as required.

Penderds Tust?
Me My People
A Keyword Search Date From Date Ta

— [ Enter keywnrds to search ] O70152025 E] [ 07RO 72028 E]
L,
{ 01}
R
g PACOMTRACT Event Filter Status Filter

| fre ~ | | Authorssed ~ ]

Team Selectar

Timeshaets

Timesheet Claim

Results per page: | 20 showing 1 result
—
Qb Description Employee Event Status Raised Date -
Authorisations
Absence [Add): Absence @ Authorised 7 Jan 2025 v

Sickness (07/01/2025
07/01/2025)

Logging out

To log out, click the power icon in the grey bar at the top of the page.

Penderels Tust!
Me My People )
o To log out,
Empl 2 .
R Team Selector click the power
Standard Team selector View button icon

Authorisations
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Frequently Asked Questions

Q:

How do | access My View?

A: Simply click on the website https://tinyurl.com/My-View-Home-Page

The website should have the Penderels Trust logo on it. You can also access the
My View system via our website www.penderelstrust.org.uk and scroll down to
the red box that says Visit My View'. Click on the red box to go to the My View
website.

: I've forgotten my password, how do | reset it?

A: Simply click on “forgotten your password’ and the system will send you an email

with a temporary password so you can access your account. You can change
your password to something more memorable once you are logged in. Please
make a note of your password as we don't have access to it.

: Why do | need to use Multi-Factor Authentication to use My View?

A: Multi-Factor Authentication provides an extra layer of security to your account.

The type of MFA used for My View is via an authenticator app which you can
download for free on a mobile phone which offers the best security level.

If you don't have access to a smart phone, please email us at
myview@penderelstrust.org.uk to let us know so we can remove that function.

: Can | have payslips posted as well as on My View?

A: Unfortunately, we cannot provide payslips in both ways on one account. You

can download payslips from My View to print at home if you wish. Receiving
payslips via My View means you can access them as soon as they are ready
rather than waiting for the post which can sometimes be delayed.

: How can | get copies of payslips for audits?

A: You can access copies of payslips back to when you started using My View.

Simply go to the ‘My Pay’ section in the left-hand menu and click on "View Full
Pay Documents’. You can then click on the date of any payslip and it will open
up. If you want payslips from further back, please contact us on
myview@penderelstrust.org.uk and we can publish them in your My View
account.
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: Am | able to see what | have previously submitted for audits?

A: You can see timesheet hour claims you have made in the ‘My History’ tab listed

down the side bar.

: What documents can | view on My View?

A: You can view your employees’ payslips from the latest one back to when

you started on My View. You can also see pay documentation including P60
documents and we can upload older ones if you need them. Please send your
request to myview@penderelstrust.org.uk

: Can my PA submit timesheet claims on my behalf?

A: Your PA can enter their timesheet hours via their own My View account.

They cannot submit these directly to us, however, you as the employer must
authorise the claim via your own My View account before it can be submitted.

: What are the deadlines for submitting timesheets via My View?

A: The submission deadlines for timesheets are the same as they were before.

Please refer to your payroll planner which will show the deadline dates for the
pay group you are in.

: My PA has told me they are leaving. What happens with their final payslip?

A: Please tell us as soon as you know they are leaving and on what date. As soon

as we make them a leaver, you won't be able to see their record in your My
View account. You will need to contact us to get a copy of your PA’s final payslip
so you know how much to pay them. Your PA can still log into their account and
see their final payslip even after they have left (and for up to a year).

: My PA who recently left is no longer showing on My View, why is this?

A: As soon as a PA becomes a leaver, they will no longer show in your account as

they don't work for you anymore. The PA can access their payslips via their own
My View account for one year so it is important to remind them to download/
print off their payslips before then if they might need them in the future.

If you need copies of payslips of PAs who have left, please email
payroll@penderelstrust.org.uk to request them.

May 2026



