A 25
Du ham T2 N
Vv WV

by

County Council \&/X

Payroll and Employee Services
Manager Processes — Leavers to the
Council



Payroll and Employee Services Aug 2023 Leavers to the Council

Contents
Payroll and Employee Services Manager Processes — Leavers to the Council..........cccoveeieiiieeiiiineennns 1
N [ oo [¥ T o] o O TSP U PP PPOTROPRRRT 3
1.1 - What is MyView Dashboard?...........ooe ittt e et e e saae e e s aae e e s naaeeean 3
1.2 - VAN AN PrOCESSES ...ttt nnnan 3
1.3 - LEQVErsS ProCeSS OVEIVIEW. ... ..uiiiiiiiiieeeiiieeeeiieee e st ee e st te s s meeeeessneeeesanneeeesanneeeesannneeesannneeenan 4
2 - Submitting a Leaver ReqUEST Via MYVIBW......cccuuiiiiiiiiiccciiee ettt ettt e e eveee e e e e 4
Il o L= [ I [ oo I GV Lo - o Lol YRR 12



Payroll and Employee Services Aug 2023 Leavers to the Council

1 - Introduction

This document is a guide to using the Leavers Process in the Managers Processes Module. The
Leavers Process enables managers to process a leaver from the Council via MyView dashboard.
Please note that where employees are moving to another service area within the council you are not
required to make them a leaver using this module. This will be picked up through the recruitment
process by Payroll and Employee Services (PES)

1.1 - What is MyView Dashboard?

MyView Dashboard is a web-based self-service system which supports the Council's objective of
making processes more efficient and streamlined.

MyView dashboard is available 24/7 via the internet both internally and externally. MyView supports
enhance navigation, usability and appearance that can be accessed using all smart devices. MyView
can be accessed via desktop browsers such as Google Chrome and Microsoft Edge as well as Safari
via iOS devices.

The dashboard supports the self-service functionality of the below:

e Customisable widgets that provide quick access to information

¢ View and update personal details including manager access to emergency contact details

e View, download and print payslips and P60 statements

e Update vehicle details e.g., Insurance end dates

e Update bank details

¢ Upload electronic documentation against HR record

¢ Submit mileage and expenses claims (as well as uploading receipts) including fully integrated
experience with Google Maps as part of the process for claiming mileage

e Record, authorise and reject expense and leave submissions (for managers)

e View/submit/delete/approve annual leave and flexi leave requests

e Ability to view authorisation progress across all MyView Dashboard forms

e Access to HR/Payroll data via Reporting Services widgets (reports)

e Submit HR policy forms e.g., Code of Conduct, Vaccinations

e Submit contractual changes via My People Establishment Changes (for managers)

e Provide links to third party systems e.g., MyWorkforce, DLDS

e Undertake delegated MyView duties (submission/authorisation) on behalf of others

Documentation to support the use of MyView Dashboard / Frequently Asked Questions are
available via www.durham.gov.uk/MyView

1.2 - Manager Processes

Manager processes within MyView Dashboard allows manager to submit establishment changes
efficiently via MyPeople Establishment Changes to improve management information reporting and
monitoring of establishment changes.


http://www.durham.gov.uk/MyView
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1.3 - Leavers Process Overview

When there is a leaver to the council, the following process will take place -

e Employee Resignation - The employee will notify the manager of their resignation. This can
be by email or by letter depending on whether the employee has access to Council
electronic systems.

e Manager — Submitting a Leaver Request - Upon receipt of the employee’s resignation, the
manager will be required to notify Payroll and Employee Services of this via MyView
Dashboard. The MyView leavers process also allows a standard letter to be generated by the
manager, acknowledging the employee’s resignation which is pre-populated with their
details and can be either emailed to the employee or provided as a hard copy letter. Issue of
the letter to the employee is mandatory.

e Leaver Checklist - An Electronic Form has also been developed within MyPeople called
Leaver Checklist. Completion of the leaver checklist is mandatory. Once the form has been
completed by the manager and submitted it will be attached to the employee’s record and
will be fully reportable.

If you need to save the form and return to it later, the ‘In Progress’ widget on your MyView
dashboard will alert you that you have an eForm in progress. The Manager will also get a
BAM alert once they have submitted a leaver reminding them to complete the Leavers
Checklist with a link to MyView for quick and easy access.

2 - Submitting a Leaver Request via MyView

Upon receipt of an employee resignation you are required to submit a leaver to the council request
via MyView dashboard. Firstly, log in to MyView and select the MyPeople Menu Screen.

Employee Search

( %) Not Selected Team Selector
Standard Team Selector View
Manager Actions
MyPeople Establishment search by team member name Filters
Changes
Enter Name.. Q ] [ Direct Reports ~
MyPeople Absence 4
Delegations Clear search

View Employee Personal Details

Manager Processes ~ .
Filter by surname

MyWorkforce ‘NI‘A‘B‘C|D|E|F|GEI|‘J|K|L‘M|N‘0|PlQ‘R‘S‘T‘U|V|W‘X|Y‘Z

MyPeople Guidance A\ MINIMISE

MyPeople Form History

Direct Reports for ALEXANDRIA LEWIS Showing 1 results (0 vacant) / 0 Selected

Select All Deselect All
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From the left-hand menu panel, select MyPeople Establishment Changes.

Employee Search

Me My People
@ / Team Selecto

@ Not Selected Team Selector

Standard Team Selector View

Manager Actions

MyPeople Establishment Search by team member name Filters
Changes
Enter Name... ‘ Q ] [ Direct Reports ~

MyPeople Absence ~

Delegations
& Clear search

View Employee Personal Details

Manager Processes v .
Filter by surname

MyWorkforce [wlals[clolelr[eo] [s [« m n]olelal sl o v [w]x]v]z

MyP: le Guid
lyPeople Guidance / _MINIMISE ™

MyPeople Form History

Direct Reports for ALEXANDRIA LEWIS Showing 1 results (0 vacant) / 0 Selected

Select All Deselect All
To process a leaver to the council, select Notify PES of a Leaver from the Council from the Processes
menu list.

Durham 5.2 Employee Search
" wert  MyP le Establish t Ch
——— NiyFeople Establisnmen anges
Welcome to MyPeople Establishment Changes!
Not Selected S E
The Council is committed to providing value for money through managing its people and resources effectively. In order to achieve this, the Council operates a

process of Establishment Control.

Manager Actions

Managers can submit various establishment control changes via the relevant forms below.

Should you have any issues, please email the Payroll and Employee Services Team according to service grouping below:

PESreg@durham.gov.uk

MyPeople Absence v PESresources@durham.gov.uk
PESncc@durham.gov.uk
Delegations PESahs@durham.gov.uk

PEScyps@durham.gov.uk

View Employee Personal Detalls
Any generic MyView enquiries should be directed to MyView@durham.gov.uk.

Manager Processes v

Processes
MyWorkforce

MyPeople Guidance —
Notify PES of a leaver from the Council _J

MyPeople Form History
Notify PES - Permanent change of hours

This screen will display all employees within your team. Select the employee that you are processing
as a leaver from the council and click Next. You can also use the Search for Employee function to
locate the relevant employee.

There are five sections to complete to Notify PES of a Leaver from the Council —

e Termination Type
e eForm

e Standard Letters
e Attachments

e Complete

In the first section of the Leaver Process (Termination Type), populate the employee’s Last Day of
Employment and the Leave Reason.



Payroll and Employee Services Aug 2023 Leavers to the Council

If the employee is going to work for another Local Authority and they are commencing on a Monday,
then their last day of employment should be recorded as the Sunday before. This is to ensure Local
Government continuous service for the employee. Then click Next.

I Termination Type I [ eForm ] l Standard Letters ] [ Attachments ] [ Complete l

Termination Type m
= Last Day Of
Employment [ 26/08/2023 B8 }

+ Leave Reason

Going to another Local Authority }

At this stage, if the selected employee has multiple posts, this screen will display details of the
employee’s other posts. You will be presented with the option to select Leave from Team and Leave
from Company. You should only make an employee Leave from Team. Click Next.

In the second section of the Leaver Process (eForm), the MyPeople Leaver Request form will open.

The form provides Payroll and Employee Services with important additional information about the
leaver and future actions regarding the post(s) the employee is leaving.

Termination Type

I eForm ” Standard Letters l Attachments [ Complete

=3

eForms : *MyPeople Leaver - Additional Information

10f1

MyPeople Leaver - Additional Information

Additional Information

« Future action for post l _____ Select—- — ]
Freeze Start Date | El ‘

Freeze End Date | B ‘

Obsolete Post Effective Date | B ‘

If post is being obsoleted for MTFP saving, in which year is
saving realised?

N . | ]

Please populate the form accordingly. Some fields are dependent on the option you select. Please
note that all fields marked with an Asterix (*) are mandatory.
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There is also a free text comments box at the bottom of the form if there is any additional
information you wish to provide to Payroll and Employee Services regarding the employee. Once the
form has been populated in full, click Next.

*Does the leaver directly line manage employees? | No ‘

Please provide the name of the employee who will line manage the
direct reports following the departure of the leaver.

Please provide the employee number of the employee who will line
manage the direct reports following the departure of the leaver.

Please provide the post number of the employee who will line manage
the direct reports following the departure of the leaver.

Comments

In the third section of the Leaver Process (Standard Letters), the system will generate a letter for
you to acknowledge the employee’s resignation. The issue of the letter is mandatory.

Please note: If the reason for leaving is due to dismissal, capability, death in service or ill health
you should not generate a letter to the employee.

Please use the tick box in Available Letters to generate a letter to be sent to the employee. You will
then need to select Request Letter for the letter to be generated.

eForm II Standard Letters Il Attachments l Complete

Termination Type

Standard Letters

Available Letters
LEAVER(001) MyPeople Leaver Letter

[ Request Letter

Select the tick box within Requested Letters then click Next. If the letter is not listed under
Requested Letters, it will not be available for you to print/email once the request has been

submitted.
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l Termination Type eForm “ Standard Letters ” Attachments H Complete

Standard Letters m

Available Letters
No mare letters available

Requested Letters
LEAVER(001) MyPeople Leaver Letter

[ Withdraw |

e =

Please note: the letter itself will be generated for you to issue after you have submitted the request.

In the fourth section of the Leaver Process (Attachments), you should upload the employee’s
resignation letter. To upload the resignation, the document will need to be saved on your device as a
PDF or Word Document. To upload the employee resignation letter, select Upload a new document.

[ Termination Type eForm H Standard Letters I Attachments ” Complete

Attachments m

Store Tasks

" earch documents Q "

l Refresh document list ]

l Upload a new document ]

(== [e=] [=1[e==)

Locate the resignation letter on your device by selecting Choose File and categorise the Resignation
Letter accordingly as Leaver Documentation.
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Fila Details
File nama: Mo file chosen
Category:
Comments:
e

Click Next. This will take you to the final section of the form (Complete) of the Leaver Process.

[ Termination Type eForm H Standard Letters

l Attachments “ Complete I

Click [Submit] m

s e

Click Submit to issue the leaver notification to the Payroll and Employee Services team. A pop up will
appear for you to confirm the submission of the form. Click OK.

You will receive confirmation by email that your Leaver request has been submitted to Payroll and
Employee Services.

At this stage, notification of the leaver request will also be issued to HR Advice and Support and
Finance teams. Click Close to return to the MyPeople Establishment Changes menu.

>} Your request has now been submitted to Payroll and Employee Services.

Your Leaver Request Form will be available to review in the Submitted menu list.

Submitted A
Date Process Description Action
Motify PES of a leaver fi Print
21/08/2023 ¥ T=> O3 feaver irom HALL KAREN MISS It
—_— the Council —_— Letters

At this stage you can access the letter you previously generated to acknowledge the employee’s
resignation. To access the letter, select the Print Letters action.

This screen will then display the letters available to you. Select the Print action icon.
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Requested Letter Last Printed Last Printed By Action
LEAVER(001) MyPeople Leaver Letter [Print]

The letter will then be created and become available for you to download. Select Click to download
to download the Acknowledgement letter to your device.

Your letter has been created successfully
Click to download

The letter will download in Microsoft Word for you to open/edit and save accordingly. The letter will
be pre-populated with the employee’s name, address, post title, leaving date, as well as your name
and post title at the end of the letter.

Please note that a copy of the generated letter will automatically be uploaded to the employee’s
personnel file.

21/08/2023

Dear Karen,

Thank you for your letter giving notice to terminate your employment as Payroll and Employee
Services Officer. | can confirm that your last day of employment with the council will be
21/08/2023.

May | take this opportunity to remind you that it is your responsibility to save any information you
have on your system to a relevant shared area so that access may be gained by colleagues
after you have left the council (if appropriate).

I will schedule a meeting with you prior to your leave date to ensure that systems and
procedures are kept up to date, no security risks are posed and that full closure takes place

Once you have downloaded the letter to your device, you can print or save the letter to issue to the
employee via e-mail, by hand or Flite.

Amendments can be made to the downloaded version of the letter if you wish to personalise the
content. However, please note that the personalised version of the letter will not automatically be
uploaded to the employee’s personnel file.

To upload a personalised letter to the employee’s file, firstly ensure a copy of the letter is saved to
your device then log-in to MyView. You will need to select the MyPeople screen, then select the
relevant employee.

10
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Then select Employee Electronic Documents from the left-hand menu panel, click Leaver
Administration.

m B

Me My People

@ / Team Selector

KAREN HALL
Payroll and Employee Team seIGCtor

Services Officer
Standard Team Selector View

Manager Actions

MyPeople MyForms v Search by team member name Filters

l Enter Name... ‘ Q I l Direct Reports ~
Employee Appraisals

Employee Training History

Clear search
Delegations _____

Employee Electronic ~
 Pocuments p Filter by surname
e Docmertte [w]afs]c]o]e]e]e T o« m]n]oear]s]rJulv][w][x][¥]z]

Attendance Management A MINIMISE

CRM

Direct Reports for ALEXANDRIA LEWIS Showing 1 results (0 vacant) / 1 Selected
Leavers Checklist

Select All Deselect All

Reserve Forces

Vehicle Insurance Documents e e
e KAREN HALL [ karen.hall@durham.gov.uk - -
Payroll and Employee Services Officer (0075234) E]
Armed Forces - CFAV v Py % 03000 264918 \

{_ Leaver Administration /

Upload the document accordingly, in the Leaver Letter from Manager category.

If required, at any stage you can re-access the Leaver form in MyPeople Establishment Changes and
Reprint Letters.

Once the Payroll and Employee Services Team have authorised your leaver request, your Form will

move to the Authorised menu list, you will also receive an e-mail to inform you that the request has
been authorised by Payroll and Employee Services.

Authorised ~
Date Process Description Action
18/08/2023 Notn‘y_PES of a leaver from the VL [ (ES Reprint
——  Coundl —_— Letters

11
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3 - Help and Guidance
If you require any further system support, we have a dedicated MyView team who will be happy to

help. Please feel free to contact us on 03000 269919. Alternatively, you can e-mail us on
MyView@durham.gov.uk.
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