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INTRODUCTION

OneView is the software used to support the resource planning for the Harrogate Nightingale Y&H Hospital. Staff will be
scheduled to the Nightingale Hospital in OneView. All staff working at the Nightingale should keep their contact details and
next of kin details updated via the OneView Self Service Module. Staff can also view their schedules and request leave/indicate

unavailability via Self Service.

This guide describes key features of the Self Service area.

LOGGING IN TO ONEVIEW ‘

oneview All users will receive an email with de'ta//s
of how to set up a password and log in.

To log into OneView:
1. Use the following URL to access OneView:

https://nightingaleyh.dynama-cloud.co.uk/OneView

2. Enter your email and password in the login screen.
3. Click Sign In.

Please enter email in lowercase

Sign in with your email and password
Email

my.name@myemail.com

Password

Forgot your password?

Need an account? Sign up

MANAGE MY DETAILS ‘

In the My Details section, key data such as
marital status, professional registration number,
disability, home address can be maintained.

To review or maintain Personnel Details:

1. Navigate to My Details. HOME  SEI
2. Review the information in the
Personnel Details section and
make necessary updates.
3. Click ‘Save’ at the bottom of the
section to save your changes. My Details
—
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To review or maintain Home Address information:
1. Navigate to My Details.

2. Review the information in the Addresses section and
make necessary updates.

Please ensure that a valid email address is present as
notifications from the OneView system will be sent to
this address.

Email ¥ : charlotte.smith@nhs.net

Phone ¥ oo 447959144999

3. Click ‘Save’ at the bottom of the section to save your
changes.

Tip — To add a new address record, click on the ‘Add New
Address’ option at the bottom of the Addresses section.

L Address type: * ‘ Select...

= Add New Add
EZsssssssssssanal

Select
Address: *
Home

Address line 2 Other

Work

The information in the My Details menu of OneView can be
seen by your Trust and the Nightingale Hospital OneView
users. Please make sure it is always up-to-date.

To add or change a photo:
1. Move the cursor over the photo icon and click ‘Change’.

2. Click ‘Select a photo from your computer’, browse
to the photo that you wish to upload and click ‘Open’.

3. Drag the photo to reposition it if necessary, then click
‘Confirm’.
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Personnel Details

Change

Photos can be changed by following the steps above.
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MANAGE MY RELATED PEOPLE ‘ VIEW MY POSTINGS

In the My Related People section details of your o In the My Availability section an overview of
Emergency contact/Next of Kin can be maintained. o postings to the Nightingale Hospital can be found.
To review or maintain Related People information: To view Nightingale postings:
1. Navigate to My Related People. 1. Navigate to My Availability.
2. Review the information in the Related People section 2. Click on the Basic | ciengur List
and make necessary updates. F'IIItew ; preczljgflnled X
b u| Search
3. Click ‘save’ at the bottom of the section to save your rher I'c; .nISDtﬁy T Corrent Filier 8
hanges your list i e I A Y D
¢ ' correct format. e TV £ 2 e a3

View your postings in the grid or calendar view.

FEEEE L
= Calendar List W
asssmnmnnad

¥ Search Q

Organisation Unit Name ~ Post Title Posting Planned Start Date  Posting Planned End Date

Airedale NHS FT Critical Care Nurse (ANHSFT001)  01/11/2020 30/11/2020

Mo4 B v items click for count

MANAGE MY UNAVAILABILITY

In the My Availability section any non-effectives
such as training, sick leave, holiday (and other
leave that will impact your availability to work at
the Nightingale Hospital) can be managed.

To add a new Related Person record:
1. Navigate to My Related People.

2. Click on the ‘Add New Related Person’ at the bottom
of the screen.

3. Fill in the required Relationship Category: *

Cl..

information and click ] To view your non-effectives:
\ , ) Select... i . e
Save’ to save the Title: o 1. Navigate to My Availability.
new record Emergency i Ve i ;
: 2. View the non-effectives in the list.
Forename: *  Employment
. . Other
. Add Mew Related Person H Middle Initials: Relation Status Non Effective Type Start Date | EndDate  Working Time Duration Last Status Change
.- SN S NS S EEEEEEEEEEEES l- = UNAVAILABLE for Work at Nightingale 19/10/2020 30/10/2020 10 day(s) and 0 hour(s) 01/10/2020 14:19
Requested Bereavement Leave 30/06/2020 01/07/2020 2 day(s) and 0 hour(s) 29/09/2020 13:57
» E Approved Annual Leave /06/2020 03/06/2020 3 day(s) and 0 hour(s) 29/09/2020 13:55
Related Peop/e reCOrdS can be deleted ian longer required. » B Requested  Annual Leave 101/2020 31/01/2020 4 day(s) and O hour(s) 25/09/2020 13:58
Open the relevant record and click on ‘Delete’ at the bottom
of the screen FPPFPPrPrTTY 4. To request leave,
E Delete E Reset select ‘Add New'’ from Add New
el the context menu.

5. Select a Non-Effective Type from the list and fill in

VIEW MY COMPETENCES ‘ the Start Date and End Date fields. Click ‘Next’.

— The Nightingale Induction course is represented ”ﬂ‘::;]wmw a
I:-j as a Competence in OneView and is obtained iaaaleleielnloks e Search Q
following successful completion of the Induction. starDatena portal oy (] ’ Tu
To view your competences: N
1. Navigate to My Competences. ) big:j:zgi:‘_j;bm
2. Seeyour competences in the Assigned Competences 5 UNAVAILABLE for Work at ightingale

section, including effective dates and expiry dates. 6. Review the information on the Summary page before

clicking ‘Finish’ to save the leave request.

Assigned Competences

Once your leave has been Approved or Rejected, the

new status will be visible against the leave request.

E Approved Annual Leave
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