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MyView 
MyView is a self-service tool which allows you to view your payslips, check your tax code, update 
your home address and personal information, and claim your Campus Jobs hours. 

To log on to MyView click the link https://hr.lincoln.ac.uk/hrselfservice/ and click on the MyView 
icon and log on with your normal log in information.  Please use Chrome as this is more compatible 
than Internet Explorer.   

 

If you need your log in details resetting, please contact the ICT department on ext. 6500.  The first 
time you log in, Multi factor authentication (MFA) will need to be set up.  ICT have produced this 
guide: https://lncn.ac/mfaguide should you need any assistance.   

 

Once logged in, on the left-hand side, you will see a range of options: 

 

To update information – click on ‘My Information’ 

To view your payslip – click on ‘My Pay’ 

To make a claim – click on ‘My Claim Forms’ 

If you are wanting to make a claim, and you have more than one post, click the drop-down menu to 
choose the post you wish to claim against.  Click next. 
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If you only have one post it will take you straight to the Calendar.  Each post is assigned to a 
Manager to approve.   

On the Calendar, right-click on the date you wish to claim for and select ‘Campus Jobs Hours’.  Claims 
are to be submitted on a day-by-day basis.   

 

In the ‘Comments’ box, add details about the work you have undertaken, e.g., Student Ambassador 
open day.  Add in the name of the Hiring Manager into the ‘Comments’ box, to ensure your claim 
can be checked by the approving manager.   

Check the date is correct.  If you need to amend, please click on the Calendar icon and select the 
correct date. 

In the ‘Total Time’ section, enter the hours and then the minutes worked.  If claiming for half an 
hour, enter ‘30’. 

If you have been provided with a cost centre or project code, select ‘Yes’ next to ‘Do you want to 
charge to a different cost centre?’.  Ensure it is the format of 7 numbers and a letter, e.g. 0000001F.  
The Suffix must be added to the 7 numbers of the project code.   
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Your claim should look like this:

 

Click ‘Submit’. 

If the ‘Cost Centre’ or ‘Project Code’ is invalid, it will show this message: 

 

 

Please check the code given on the Student Engagement email from Campus Jobs or contact your 
Hiring Manager if you are unsure.  If your claim is submitted without a Cost code / Project code, it 
may be rejected.   

Once submitted, the claim will appear in red on your Calendar and you should receive an email to 
confirm you have submitted a claim.  A further email will be sent once it has been approved. 
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Should your claim be rejected, you will need to resubmit through the system.  The Approving 
Manager should email you to advise why your claim has been rejected. 

All claims must be approved by Monday midday to be processed for payment into your account on 
the Friday of that week.  Please note that Bank Holiday timings may differ. 


