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1.4 Introduction

1.5 Purpose of Document

To enable Managers to actively edit / delete Employee sickness which has already been processed
through the self-service portal.



2 Logging in MyView

If your work email ends @gov.je or @health.gov.je and you are logged in at work, you will have
automatic access to MyView and will go directly to the dashboard without being asked to log in.
For this reason, it's important that you follow best practice (and our IT policy), and always lock

your screen when away from your desk. If you are logged in to am unattended computer, other

people will be able to access your payslip etc
2.1 MyView

» Log into Chrome browser

MyStates home page will appear
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» Under the heading [Applications]
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» Click on [MyView]

Manager Dashboard will appear
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2.2 Logging into MyView from outside of work

Outside of work, from any smart phone, laptop, tablet or other device with internet access, go to
myview.gov.je and use your standard user name and password to log in.

If your work email does with gov.je, you can log in from work or home using your payroll number
and a password. To set up your password go to myview.gov.je with:

» Access to your email address your payslips were sent to previously
» Your five-digit payroll number

If you have problems logging in contact peoplehub@gov.je or call 448230

» Type in the following URL: https://saas.zellis.com/soj/dashboard/dashboard-ui/index.html#/landing

Landing page will appear
B

Welcome.

Please enter your login detalls:

Your Payroll Number

I |

Your Passwor: d

| |

Forgotten your password?

» At [Your Payroll Number], type in your Payroll number
» At [Your Password], type your password (this will be your login password)

MWIew'

Welcome.

Please enter your login details:

Your Payroll Number

l 12345 l

Your Passwor d

Forgotten your password?

» Click [Sign In]
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3 Editing Employee Sickness

Once you have logged into you MyView you will be presented with the following Dashboard
screen.
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» Click [My People]

Team Selector page will appear
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» Click on [Time Management]

Time Management page will appear

Time Management

Annual Leave Guidelines  Special Leave Policy  Managing Attendance | HR Privacy Motice

A history of all absences for your team is displayed below. You can view details of the absence by clicking on the individual record.
Select Team View' to view a weekly calendar for one or more of your direct reports, or select the 'Calendar View' to access the absence calendar for an individual.

Time Management - Team View Time Management - Calendar View

» Click on [Time Management — Team View]



Employee Name Employee Number
David Hil

[:]i.ar Shearer
[JAmy Adams
[:]De”' Maare
[:] Gavrila Princip
[ Michael Fish
[:] Michel Platin

» Select the Employee which you want to edit / delete

Jemi Moore “

» Click [Next]

Current week calendar view will appear
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> Click on calendar icon

Calendar will appear
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» Select the week date which you want to edit / delete

Calendar view week will change showing previously entered sick days
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» Using your mouse, manoeuvre to any of the dates and right click

Drop down box will appear with [Add > |; [View]; [Edit] and [Delete]



3.1  Editing Sickness
> Select [Edit] then select [SCK Sickness]

Sickness Form should appear

Edit Sickness - Demi Moore (TIIEN)

Annual Leave Guidelines Special Leave Policy Managing Attendance | HR Privacy Notice

Use this module to request Annual Leave, Special Leave (Paid & Unpaid), Time off in Lieu, and Flexi Leave.

Previously Updated By Dazvid Hill (25208) on 29/10/2020

Type Sickness

Comments | Sickness
Dates Full Day Part Day Open Ended
From* | 07092020 B3| @ @]
To+| 1170872020 | O @)

hrs decimal

Total Time | 40.00

Confirm planned work time

Reason * | Eye problems ]

Cert Type * | Medical Certificate ]

Certificate Expiry Date | 14/03/2020 [ ]

Return To Work Interview 15/00/2020 E ]
Date

» Edit accordingly

Total Hours have been populated based on contract hours stored in the payroll application.

Previously Updated By David Hill {25306) an 29/10/2020

Type Sickness

Comments | Sickness

Dates Full Day Part Day Open Ended

From* | 08/09/2020 8| © O

Tox | 17092020 B| O O

hrs decimal
Total Time | 32.00 Confirm planned work time
Reason * | Eye prablems ]
Cert Type * | Medical Certificars ]
Certificate Expiry Date | 14/09/2020 B ]
Return To Work Interview 15/00/2020 5 ]
Date

» Click [Confirm planned work time]

Once the above has been finalised, please click [Complete] button

) Thank you.

You have successfully submitted the absence changes.




Once you have clicked [Complete] it will take you back to the employees calendar view from
recently edited sickness
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