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 Click on [Select All] 

1 Reviewing current team Absence 
 

Managers can review their teams current / ongoing Absences to ensure that real-time information 
is correct and whether any action is required. To review the full team’s absence follow as below: 

 
 From MyView Dashboard (Main Menu) click on [MyPeople]

 

Team Selector page will appear 

 

 

 

 

My Team Planner selection will appear 

 
 Click on [My Team Planner]
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Team Planner will appear – showing all Absences 

 
Use this planner to assist with absence management for your team. 
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2 Submitting a Sickness / Absence Notification (normal) 
MANAGERS PLEASE BE ADVISED, IN ORDER THAT PAY IS CALCULATED CORRECTLY: 
 Absences should be recorded on or as close to the day that you are notified of sickness by  the 

employee
 Return to work date should be recorded the day the employee returns to work
 A return to work questionnaire should be completed with the employee for every absence

 
 From MyView Dashboard (Main Menu) click on [MyPeople] 

 

Team Selector page will appear 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Select the absentee employee by clicking on the [Select] button 
 

 

 Click on [Employee Sickness Notification] 

Manager drop down menu will appear and button will change colour 
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Employee Sickness Notification menu will appear 

 
 Click on [Sickness Notification] 

 

Sickness Summary page will appear 

 
 Click on [Notify Sickness] 

 

Sickness Notification page will appear 

 
 At [Sickness Reason] click on drop down menu 

 

Sickness reasons drop down menu will appear 
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 Select [Sickness Reason] and press tab key 
 At [Certificate Type], click on drop down menu 

 

Certificate Type drop down menu will appear 

 
 

 Select [Certification Type] and press tab key 
 At [Duration] select [Single Day] or [More Than One Day] and press tab key 
 At [From – Date], enter first day of absence, press tab key 
 At [To – Date], enter final day of absence when known, press tab key 
 At [Return to Work Interview Date], enter date of day RTW interview was conducted. 

 

 
 Click [Submit] button 
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Message will appear 

 
 Click [Ok] 

 

Confirmation Message will appear 

 
Line Manager will receive an email with instructions. 

 
Sickness will appear on Manager’s Team Planner 
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3 When to contact Payroll? 
 

 

There will be instances where you are unable to enter an End Date or amend an existing End 
Date. For these instances, you will need to email Payroll (Absence) at 
absence.returns@highland.gov.uk with the following information: 

 

 Payroll ID 
 Employee Name 
 End Date / amended dates of Absence 

 

**Payroll will make the necessary amendments to the employee’s Absence record** 
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4 Return to Work Questionnaire 
 

Once an employee has returned to work, the Line Manager should arrange an interview with the employee. 
The Line Manager should complete the questionnaire in MyView with the employee and submit 
accordingly. 

 
 At [My People], click on [Sickness]
 Click on [Return to Work Questionnaire]

 

Questionnaire page will appear 

 
 Proceed to answer “Return to Work” questions – All fields must be completed

 

 
 
 

 Click on [Submit] button
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Message from webpage will appear 

 
 

 Click [OK]
 

Confirmation Page will appear 

 
 Click [Close]
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5 Logging Out 
 

Please remember to log out from MyView when you have finished using it, please click on the sign out 
button at the top right hand of the screen. 
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6 Miscellaneous Error Messages 
 

You may get an error message advising “STOP” “MyView : Session Ended – Your request cannot 
processed at this time”. Click on the [Return to home page] button on the bottom right hand side of the 
screen to log back into your MyView session. 

 
Please report this error to: FSAT advising what task you were trying to perform during your MyView 
session. 

At the moment you will not be able to access the MyView Self Service outside of the HC network 
 

6.1 Alerts 
Please be advised that the following message is only an Alert – we ask that you have some patience and 
try again later to amend your existing details 
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