
The MyView Dashboard Employee View



What the dashboard should look like…

This is a your pay 

document widget. 

Click onto an 

envelope to access 

your payslip. 

This is where you can 

change your password or 

change your security 

questions

This is your pick list 

where you can 

choose whether to 

make a mileage 

claim, change 

address and much 

more. 



To access a payslip, click one 

of the presented payslips

To access a P60, click one of 

the presented P60’s

This is how your payslip will be 

formatted on the system 

Payslip Information

To print of the payslip, click           at 

the bottom of your screen



Making Changes to all details 

MyView gives you both access to, and the ability to change personal details. However If you see the 

message shown below you will be unable to make changes at this time due to payroll doing process 

checks. 



Changing your name

To access “change name”, click “My Details” and then “Change Name”. 

To change your name, what you need to do is delete out the information 

what you want to change and then enter in the new information and then 

click “Submit”. 



Changing Address, Telephone, Email

This is exactly like changing your name, just delete the old 

information, type in the new and then click “submit”



When you have clicked submit, you will get the “Submitting form – Please wait” icon. If it 

then says “Thank you for your submission, that means it has gone through to HR.



Emergency Contacts 
Again, click on “My Details” 

and then “Change 

Emergency Contact”.

Firstly click on “Add 

Contact” and then add in 

all the details of your 

emergency contact, once 

you have done this, click 

“Save contact”.

To add more contacts, 

repeat the process.



Changing Bank Details 

To access “Change of Bank Details”, all you need to do is click “My Details” then “Change of Bank 

Details”, once you have done this you can change the details if you have changed bank or have a new 

sort code/account number. 



My Training/Absence

To access your training/ absence, click on “View My Training” and then you will be able to 

view any training you have or had.


