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Glossary 

 ESS: Employee Self-Service 

 GV: GlobalView 

 HR: Human Resources 

 IIT: Individual Income Tax 

 myView: the brand name of GlobalView Self-Service Portal  



 

 

Copyright © 2011 – 2017 ADP, LLC. For Internal Use Only. 6 

myView 
China IIT for HR 

Document Reference:   Version 1.0 

Introduction 
This document describes the instructions HR specialists can use to manage employees’ deduction 
items. 
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Access HR services for IIT 
Click on menu option “IIT” on the left bar. 

 

You can see the following areas: 

 Employee Self-Service: this is covered in the End User Guide for employee. 

 HR Administration: there are 3 services 
o Attach documents: HR specialist can attach the documents on behalf of the 

employee. 
o Mass Confirmation: HR can confirm employees’ deduction requests and confirm 

them. 
o Report: HR can view all deduction records of employees under their 

administration. 

 Data Upload: there are 2 services 
o SSL Wizard 
o SSL Log 
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Attach documents 

View the deductions 

Click on “Attach documents” link. 

 

You can see the records list which have no attachments yet. 

 

You can click on “No Attachment” to show all records with attachments. 
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Add documents 

Click on button , you can go to the details screen. 

 

You can click on “+” button to attach more attachments. The documents are saved automatically. 

You can also click on button “Previous”, “Next” to go to previous or next record. 
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Mass Confirmation 

View all deduction requests 

Click on “Mass Confirmation” link, you can see all pending requests below. 

 

Filters 

 Deduction Type: you can select multiple deduction types. 

 Actions: here are the actions the employee took, like creation, modification or deletion. 
You can select multiple action types. 

 Employee ID/Name: you can put in part of the employee ID or name to search the 
records. 

 Total record number and range: here you can see the total record number and set a range 
to see only those records.  

Here is an example that I want to check all records with filtering below: 
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 Deduction type: Children’s education, or “Housing Loan” 

 Action: Creation or Modification 

 

Here is an example that I want to see record 1-5 only. 

 

View attachments 

I click on the attachment number column. 
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Then I can see the picture in front of the screen. I can also click on the left and right arrow to see 
previous or next picture. 

 

View Details to do confirmation 

Click on the employee ID below. 
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You can see the record details. The left area shows the deduction info, the right area are the 
attachments. 

 

You can click on the picture to see the picture in large. 
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You can click on button “Confirm” to confirm the record. Then the next record is shown for 
confirmation automatically.  

You can also click on “Previous” or “Next” to see previous or next records. 


