
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 

 

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  

 



This tab will be blank, and you can complete by choosing the relevant options from the drop down 
list in each field 

 

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: 

 

 



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 

 

 

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 

 

 

 

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   


