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This document will provide you with step-by-step guidance on how to access your pay documents using the MyPay functionality
within the MyHR employee dashboard.

Accessing MyHR

Step/Action

To access your employee dashboard,
MyHR, please follow the below link:
https://gmul.hcm.zellis.com/myview/

You will be able to login using your
QMUL user ID via Single Sign-On and
Multi Factor Authentication.

Note: any login issue needs to be raised
with IT Services

You will be presented with your
homepage known as your Dashboard.

Your Dashboard will help you navigate
through the MyHR system and allow
you to access key functionalities within
the system.

" Examples

=

mynd

Me My People

Name
Job Title

QMUL Mar

HESA Data Collection
Authorisations

Leave Requests
Timesheets & Sickness
Peer Planner
Delegation Details

Pay Documents

My Forms - History

My Delegated Forms - History

Personal Details W

W) Queen Mary

Uriversily o Landon

Approve sign in request

Welcome

Leave Requests

Available
5 Days
Taken

30 Days

@ Open your Authenticator app, and enter the
number shown to sign in.

Authorisation

You have nothing to authorise

In Progress

=)

You have no forms in progress
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https://qmul.hcm.zellis.com/myview/
https://www.qmul.ac.uk/its/support/self-help/multi-factor-authentication/

Accessing MyPay

On the MiyHR landing page, you will
see a widget named “My Pay”

In this widget you will be able to
see the next pay date and your
most recent payslips.

If you wish to view all your pay
documents, including historical
payslips and P60 documents, select
View All Pay Documents.

Alternatively, on the left side of the
tool bar found on the MyHR landing
page, select My Pay.

My Pay

23 Your next pay date is in 11 days

View All Pay Documents

Payslips Payslips
23 May 24 Apr
68 Unopened Docs v

‘er’ Queen Mary

T

myh?

Dashboard

HESA Data Collection
Authorisations
Leave Requests

*&**_EAVE
MANAGEMENT**#*

Timesheets & Sickness
Peer Planner

Delegation Details

Pay Documents

University of London
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Both actions will take you to the My
Pay Dashboard.

In the My Pay Dashboard, pay
breakdown is displayed graphically for Most Recent Payslip 01/05/2025 - 31/05/2025
each new pay period. In this example,

the net pay represents 75% of the total \ ‘%

MyPay Dashboard  View All Pay Documents

s . Decuct Your next pay date is in 11 days
ayments uctions
“— 100% \L 25% | ]
57,49 732

gross payments received, whereas
23

deductions make up 25% of the total. |
You can also see by how much your
current pay has increased or decreased
compared to last month.

Compare payslip ‘ [ View full payslip

You can change the view from
percentage to amount view by
selecting the appropriate symbol on
the right-hand side of the Dashboard.
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The Net Pay, Payments, and Deductions
buttons can be used to change the
information displayed.

When you select one of the buttons,
pay elements for that particular period
will be displayed.

A maximum of 6 pay elements can be
displayed. If an employee has more
than 6 pay elements or deductions for
that particular pay period, then the top
5 elements are displayed, with the
remaining elements grouped together
as Other.

In the middle section of the My Pay
dashboard, you will see the progression
of your pay over the last 6, 12, or 24
payslips.

You can include or exclude Net Pay,
Payments and Deductions summaries
from the graph by changing your
selection.

Percentage view — Payment details

Net Pay
5%

—3 Payments
“— 100%

Basic Pay

Stat. Parental Meonatal Care Pay Pald

USS Pension Plus

|  Deductions
o 2sm

Amount view — Payment details

Net Pay
£2.084.44
siem

—3 Payments

C— E2TNY

Basic Pay

Stat. Parental Neonatal Care Pay Paid

USS Pension Flus

Your pay over the | Last 6 payslips ~

L]

241092024

93%
13%

€%

|  Deductions
S ETOTAS

£2.538.90
£374.36
£181.37

Percentage view — Deductions detail

Net Pay —3 Payments Deduztions

=% £— 100% S 2%%

-0 ~574% ~73 7%
TAX PAID %
Season Tekt repayment o5
] 5%

Amount view — Deductions detail

Net Pay —> Payments Deductions

£2,084.44 — £2,791.89 £707.45

*52.0% v574% *73.2%
TAX PAID £307.94
Season Tekt repayment £260.00
NIC/I £139.51

| mevpay | pavments | oeouctions

L
. ® .
. .
[ » s
2001212024 240172025 242025
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Accessing Full Payslip

To access your most recent payslip in
full details, either select the Payslip icon
from the My Pay widget or select the
View Full Payslip button from the My
Pay dashboard.

The full payslip view will include your
payroll information, such as employee
number, tax code, National Insurance
Number, as well as employer-related
details.

In this view you will be able to see a
breakdown of your gross payment,
PAYE deductions, and take-home pay.

Additionally, you will be able to see
your year-to-date earnings (from April
of the current year to the current pay
period).

To print a pdf copy of your payslip click
on the document icon on the right-hand

side of the screen.

You can move through payslips using
the arrow buttons.

The pdf copy will download your PC.

My Pay
Vouve beenpetd
@) i S

[ View Summary

Empteyes Namber, 357152 P Number,
Tax Code: 0T 1 Ml Code: &

Chegue

55 Pay
£3,950.60 £580.60 £384.59

YiDenssse vIDesmLI

CUMULATIVE YEAR TO
DATE(¥TD}

Pay Period: 01/04/2025 - 30/04/2025

Most Recent Payslip 01/02/2025 - 28/02/2025

[z

Emmplayer; CUEEN MASY
UNIVERSITY OF LONDION

Pay Date: JA042075

Pay Frequency: Marcty

s Nt Pay

£0.00 £2985.41
YID £16.509.07

Unies Rate Amount

359800

Total 9060

Amoune

5208

38459

Totat 96510

Amount

mnn

> Payments
" 100%

‘er’ Queen Mary

University of London

Deguetions
20%

| Compare paysip

View full paysiip

Pay Group: MONTHLYIY
Tax Pariod: 7017501

Eenplayer Address: 15
DEPARTMENT, QUEEN MARY

UNIVERSITY COF LONDON, MILE

END ROMD, LONDON, £1 455

<_ 24/04/2025 L
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Compare Payslips

This functionality allows you to
compare up to three payslips.
Payslips do not need to be in
chronological order; for example, an
employee may wish to compare the
January 2021, January 2020 and
January 2019 payslip

To select the payslips, click on the
button Compare on the right-hand side
of your screen.

Note: this functionality is not available
for P60 documents

Your selections will appear at the
bottom of the screen, under Payslip
Comparison. When ready, click
Compare

Nt Pay
5%
5208

All Pay Documents

yDastibourd

View All Pay Documents

—> Payments
€ 100%

*57.4%

\l/ Deductions
25%

~732%

[

View full payslip

ocument Type

| B

Payulip Comparisen

202024

Bocument Type

§iF§igzg;s
¥ ¥ ¥y

‘er’ Queen Mary

University of London

(@] 20032025
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Payslip Comparison X
The Payslip Comparison information will
appear on screen, showing a graph view | wereav | eavments | pEDUCTIONS

and pay progression over the 3 payslips.

Additionally, you will see a detailed
comparison with your first payslip
selection as the default view, and the
other two payslips showing any relevant
increases or decreases.

EGK

£2K

248/09/2024

Net Pay

Payments ~

Deductions .~

Cumulatives ~

221120

® Net Pay

24/09/2024

£3,237.43

£4,512.86

£1,275.43

® Payments

.
2400172025
@ Deductions
22/11/2024 24/01/2025
Select Select
£3,179.36 £3,412.24
£4,411.97 £4,813.67

£1,232.81 £1,401.43

wi423 af
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Frequently asked Questions

Employees can refer to the FAQ section
for any payroll-related queries they may
have.

The FAQ section is located at the
bottom of the My Pay Dashboard.

Frequently Asked Questions

All How much have | been deducted for sickness? N
Information within the “Frequently Holiday Pay How much have | earned this year to date? v
asked Questions” menu for can be o
accessed by selecting on All or b < . . .
licki Zh t g tabs i y How much holiday pay did | receive? v
clicking on the category tabs i.e.: PAYE Tax
Pensions How much tax have | paid this year to date? N
1. Al
2. Holiday Pay Sick Pay | am a new starter, what do | need to do so that | will not be o
3. Other taxed on an emergency basis?
4. PAYE Tax
5. Pensions | am leaving the business this month, when and how | will receive o
6. Sick Pay my final payslip and P45?

For any other payroll queries you may have, please contact hr-to-payroll@qmul.ac.uk
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