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Getting your staff IT account 

You need your University staff IT account because: 

 You need it to accessing your University email, People and Money, etc. 

 Please note that we will use your University email address for all communications 

Once you have your University 
login name (UUN from here on) 
and the associated password, go 
to: 

https://www.myed.ed.ac.uk/ 
 

This opens up[ a page which looks 
like this: 

 

Do not use the Login box as this is 
your first time using the system.  
Instead, select “Set up your 
University Login” 

 

Enter your UUN and password 
and check the box to accept the 
University computing regulations. 
 
You will then be prompted to set 
a new password. 

 

Once this is done, go back to the 
front page: 

https://www.myed.ed.ac.uk/ 

https://www.myed.ed.ac.uk/
https://www.myed.ed.ac.uk/


 

2 | P a g e  
 

Now you can simply click Login to 
MyEd 

 

…and this will take you to this 
screen. 
 
There is a lot on it which you can 
explore over time but for now 
you will want to use the Email 
section and the My Information 
section.  We will start with the 
email part… 

 

Here you can read your 
University email by clicking Inbox 
as shown: 

 

Once you have had a look at this, 
go back to the front page: 

https://www.myed.ed.ac.uk/ 

https://www.myed.ed.ac.uk/
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To see your payslips, click on My 
Information: 
 

 

Then click here: 
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Now click on My Payslips: 
 

 

This brings up the following 
screen: 
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Do not enter your User ID here! 
 

 

Instead click on Company Single 
Sign-On button 
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This will bring up the following 
screen showing your payslips: 
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Onboarding Tasks 

Let’s go back to 
https://www.myed.ed.ac.uk/ and 
we will look at your onboarding 
tasks. 
 

 

Click on My Information. 
 

 

This page appears: 

 

https://www.myed.ed.ac.uk/
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Click on People and Money 

 

This screen appears 

 

Click on Onboarding Tasks 
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…and this brings up this rather 
long screen: 
 
 
NB you may have more, fewer, or 
different tasks. 
 

 

In the event of problems or 
queries, the welcome message 
suggests contacting your Line 
Manager (me) – please do this by 
emailing examinations@ed.ac.uk  
 
This means that when I am 
unavailable someone else can 
pick up your message and act on 
it. 

 

mailto:examinations@ed.ac.uk
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It also suggests contacting 
Jennifer Brown… 
 
 
 
Please do not do this as she will 
not be able to help – as above, 
please contact 
examinations@ed.ac.uk instead. 

 

 
We are now ready to tackle the essential onboarding tasks.  There are 8 of these although there 
may be 16 or more tasks in total. 
 

Please select this task and follow 
the instructions to sign your 
contract. 
 

 

Please enter your bank details on 
this task. 
 
Check that “BACS” is selected as 
the transfer method. 

 

Yes, you may have just done this 
but we are all keen to make sure 
you get paid properly, so please 
check you put your bank details 
in correctly! 
 

 

mailto:examinations@ed.ac.uk
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If you have left a job recently, you 
will have a P45.  Please upload 
this here. 
 
(If you have trouble uploading 
your P45 in this way, please try 
using the route Me > Document 
Records > Add) 
 
If you haven’t got a P45, don’t 
worry, you will be asked to 
complete an HMRC New Starter 
Checklist. 
 

 

Please give your emergency 
contact information. 
 
 

 

Please complete the data asked 
for here. 
 
There was a problem with this 
tasks previously where it was not 
possible to select any role other 
than an academic one – it may 
have been fixed in the interim. 
 
If there is an option to select 
invigilator or administrator then 
do so – if there is not, please just 
select “lecturer” instead until this 
bug is fixed. 
 

 

Please ignore this task for now – 
we will let you know in due 
course if there is any mandatory 
training we need you to 
complete. 
 

 

This one is optional but if you 
have a National Insurance 
number, it seems sensible to 
record it as this will simplify 
things for payroll.  If you don’t 
have one, it’s not a problem, of 
course. 
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Finally, we will try to get a staff 
card.  You need to upload a 
photograph for use on your card 
here. 
 
 
 
 
 

 

 
Hopefully, this has all gone well but if you run into any problems, please email 
examinations@ed.ac.uk and we will try to help. 
 

 

mailto:examinations@ed.ac.uk

