Penderels Trust

A guide to using My View
for Personal Assistants (PAs)

Welcome to the My View User Guide for personal assistants (PAs).
It provides a step-by-step guide to using the My View system.

What is ‘My View’?

My View is an online system that provides a secure way for you to view your payslips
and other pay information (such as your P60).

This information can also be viewed by your employer so they know how much to
pay you for each pay period.

What functions are available on ‘My View’?

Currently, you are able to view your latest and previous payslips and other pay
documentation if appropriate. The payslips will be uploaded on the Thursday of
your pay week*.

We will be adding new functions to the system and we will let your employer know
when these are available and how to use them.

*There are some exceptions to this if you are paid monthly. Please refer to your payroll planner for payslip dates.
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Section One: Getting Started

The first time you use My View, you will need to register. You only have to do this once.
Please follow all the steps in this ‘Getting Started’ section.

Before you start, you will need your employee reference number. This number can be found

in the top right hand corner of your payslip. This number can have anything from one to
several digits depending on how long you have been set up on our payroll system.

Payslip example

PRIVATE AND CONFIDENTIAL

Jane Doe T T T T T T T T T T T T
5 Lime Avenue @ e e i N B i el )
Pennywell
Sunderland
SRS 8MN femamceccscccccca e e——-d

SEE REVERSE FOR OPENING INSTRUCTIONS

MRS Jane Doe

Your username
is your employee

Deductions
699.63 |Tax Paid

Pay and Allowances
Rate 1

72.50

15/11/22-14/12/22 R 9.6500 42;2% reference number
0-00 which can be
found here

“Non-Taxable 0.00 I&‘i‘-{-‘.{}'tx.n:-.‘ N oL
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Step 1

Use the link below to access My View:
https://penderelstrust.hcm.zellis.com/myview/dashboard-ui/index.html#/landing

To register, you must enter your username which is your employee reference number.

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

st Penderels Tust
Enter your

employee
reference number
which is also your
username

Welcome.

Please enter your login details:

YOUF username

(12345

your password

Click ‘Forgotten
your Password?’

Step 2

In the ‘Forgotten your password?’ section, enter your

employee reference number.
Forgotten your password?

your username

12345 ®

Then click the ‘Reset my account’ button. An email with a
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 Employee Self Service Forgotten Password

Dear Jane

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

12345

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

long and must include: We recommend you keep
your username and password

1 upper case letter details in a safe place.

1 lower case letter

1 number and Penderels Trust staff do

1 special character. not have access to your
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

12345 (/ > Enter your employee reference
— number which is your username

Current password —

| 5%e*U%j* i _

New password -
i S
|

Enter the temporary password

[ New password (/
I —

Confirm password

Enter your new chosen password

Re-enter your new chosen password

[ Confirm password (
——

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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Section Two: Using My View

Step 1

Use the link below to access My View:
https://penderelstrust.hcm.zellis.com/myview/dashboard-ui/index.html#/landing

To log in, enter your employee reference number (which is also 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 your employee
reference number
(This will be your
username)

YOUF usel

/T
(] 12345 J

Enter your chosen
password

Click Log in

Step 2

Once logged in, you will see the Welcome page. This page will show you when you last had
a payslip.
Click on the 'Payslip’ icon to view your latest payslip.

Penderels Trustt = mployee Sea

/é) Employee Welcome Employee

& PA Contract

Here you can see

when you were m hbmrd WP
last paid My Pay
\ You've been
paid
Your pays| lrp for

now mﬂatl
Click on the
'Payslip’ icon to
view your latest
payslip

View All Pay Documents
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Step 3

You can now see your latest payslip including the net amount your employer needs to pay you.

Penderels Trust! employee Search

/@ Employee o 7 Dashbourd
\f PA Contract %

Payslip Here you can see
the net figure. This
is the amount your
employer needs

My Pay

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

Employee Number: 11 NI Number: WAT11111C Employer: £/ tO pay you
Tax Code: 0T W Ni Code: A Pay Date: Tax Period: 2
Payment Method: Cash Employee Address: 2 Main STreet Pay Frequency: Lunar Employer Address: | main #eet
Gross Pay PAYE Tax NIC Others / Net Pay
£1,000.00 £200.00 £3.96 £0.00 \ £796.04
P pp—— R . ———— \—v
mﬂ!\jr Employee Search
("o ) Employee o / Dashboard
\\f PA Contract %
Payslip
You can

My Pay

download the
payslip to save

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

Employee Number: 11 NI Number: WA111111C Employer: £7 Pay Group: CG .
onto your device
Tax Code: 0T W Ni Code: A Pay Date: 25 Tax Period: 2022/3¢ '_F . h
Payment Method: Cash Employee Address: 2 Main STreet  Pay Frequency: Lunar Employer Address: | main street I yOU WIS
Gross Pay PAYE Tax NIC Others Net Pay
£1,000.00 £200.00 £3.96 £0.00 £796.04

Step 4

To access other pay documentation such as previous payslips or your P60, click on the My Pay tab.

Penderelsm = Employee Search

Click on the Employee © / Dashboard / My Pay / My Pay
PA Contract
My Pay tab

Payslip

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

Employee Number: 1111 NI Number: WA111111C Employer: ERS EXAMPLE2
Tax Code: 0T W1 NI Code: A Pay Date: 25/11/2022

Payment Method: Cash Employee Address: 2 Main STreet Pay Frequency: Lunar
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Step 5

To view previous payslips, click the View All Pay Documents tab

Penderds Tusd
( g‘ Employee © / tubow rovides a detailed view of your Pay Documents
\E/ mceatnaa ents and select to print them if required .
Il Pay Documents _ Click on the
Rowd Wy Py genices & Seenbec vyt Poy D ts /00 wih 3 full hatary of your Stamsery Decumeosy JSIIPS are available along with-P60% and P11D3 e .
_ Gooumarss e ” View All Pay
ay3hons are saiatie sffg seeh wtvere 2Ypbead . MyPay Dashboard View All Pay Documents Documents, tab
« — . .
to view previous
payslips

Step 6

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

Penderets it Employessearch  Q,
d 3 4
Employee
g Payslips are available along with PE0s and P11Ds where applicable.
PA Contract
MyPay Dashboard View All Pay Documents
Dashboard
Click the date
I ~
p y p All Opened I Unopened ] Payslips
you wish to
view

Results per page: | 12v Showing 1 result

() PayDate D i Net Pay
Type

2511112022 Payslip 100% 20% 80% [+ compare] (2]
T

Step 7

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

Employee Search o} oY 1 :V'Q‘,' ) ' To |Og out
% 1

click the power
o Employee © 7 Dashboard / My ) .
= —_— icon in the grey

" All Pay Documents bar at the top
of the page

Penderels Trust?
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Frequently Asked Questions

Q: What is the website link | need to use?
Please check you are using the right link which is:

https://penderelstrust.hcm.zellis.com/myview/dashboard-ui/index.html#/landing

Q: What is my username?

Your username is your employer reference number. You can find this in
the top right hand corner of your payslip (see page 1 for example).

Q: | have forgotten my password, what do |1 do?

Please click on ‘Forgotten your password?’ button at the bottom of the
home page and follow the instructions to reset your account with a new
password.

Q: | have clicked ‘Forgotten your password?’ but haven't received the
email, what do | do?

Please check the email account is the one you signed up with. Please
check your spam folder. If you still haven't received it, email us at
myview@penderelstrust.org.uk for more help.



