How to Do — My Details

Within the new My View Dashboard you will be able to view and amend your personal details. This
can be done via the ‘My Details’ drop down on the left-hand side
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You will see various screens by clicking through the tabs, including Personal details, bank details and
emergency contacts. Here, you can make changes to email addresses, phone numbers etc and then
click ‘submit’. Once authorised, your details will be amended on the Payroll and HR systems.

The ‘My Diversity Data’ tab contains new fields that will require employee completion
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My Diversity Data (KIRSTY RIGBY, 5010885)

St Helens is committed to improving Diversity, Equity & Inclusion (DEI) throughout our organisation. By collecting diversity data we are able to better
understand the make up of our organisation, and how representative it is of the geographies we operate in and the customers we serve. The data helps
us to prioritise our support and resources, focuses our DEI strategy, and provides a baseline to measure and track progress against. The information
collected is entirely confidential and anonymous, and your manager will not have access to the information.

Thank you for your support.
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+My Ethnicity Is [ Unavailable v J
+My Country of Birth Is [ --- --Select-- --- v ]
+My Religion or Belief
Is [ Select-- - v ]
« My Nationality /
ycitizenshi;yls [ ----- Select-- --- v ]



This tab will be blank, and you can complete by choosing the relevant options from the drop down
list in each field
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Once you get to the bottom of the page, you have the option to choose ‘next’ or ‘submit’. If you
choose ‘next’ you will see the page below:
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My Details 2 St Helens is committed to improving Diversity, Equity & Inclusion (DEI) throughout our organisation. By collecting diversity data we are able to better
understand the make up of our organisation, and how representative it is of the geographies we operate in and the customers we serve. The data helps
My Personal Details us to prioritise our support and resources, focuses our DEI strategy, and provides a baseline to measure and track progress against. The information

collected is entirely confidential and anonymous, and your manager will not have access to the information.
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You then need to click ‘Submit’ to save any changes to your personal record. Once you have
submitted changes to any of the personal details tabs you will see the below notification
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You will notice there are some fields that you are unable to amend, these fields will be greyed out as
below. The data contained in these fields are used to report to the HMRC
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My Details A Your personal details are specified below.
Some of these fields are non editable, should you wish to update them, contact the Payroll Team on payroll@sthelens.gov.uk.
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If you wish to make changes to any of these fields, please email the Payroll Team at
payroll@sthelens.gov.uk.

Contact details can also be found at the top of the page where fields cannot be amended



