County Council \&sz

Pay, Reward and Employment Services
— Leave Guidance (MyView) —
Annual/Flexi/ESV/ Fostering Leave



Pay, Reward and Employment Services Leave Guidance (MyView)

Contents
Pay, Reward and Employment Services — Leave Guidance (MyView) — Annual/Flexi/ESV/ Fostering
LAV ittt e e e s e e e e s a ettt e e s s e e r et e s e e e s e s aranee 1
CONEENTS .ttt a e e s a e e e s sanee 2
L INEFOAUCTION ittt sttt et et e bt e s bt e s ae e sat e st e et e e b e e nbeenbeesaeesnneenreen 3
1.1 What is the MyView Leave Management Module?.........ccccecviiiiriiiiiiiiiiee e 3
1.2 What types of absence can be recorded by employees via MyView?........cccocvvvvcviveeiriieeeennne 3
2 Adding the Leave Balance widget to your MyView Dashboard.........ccccccoevieieiiiieeiicciee e, 4
3 Checking your Team Calendar (EMPIOYEES) ...cccocviieiiciiiee ettt ettt e e e tr e e e s vaa e e eanes 6
4 Checking your Team Calendar (Man@gEIS) ......uueiiicuieeeeiiieeeecieee e ettt e e ecteeeeestaeeeesraeeesssaaeesensaeeeas 8
5 Requesting Annual Leave — FUll TIMe& EMPIOYEES ...cccivviiiiiiiiiie ettt tee et e e e svene e 9
6 Requesting Annual Leave — Part Time EMPIOYEES ....ccccuviiiiiciiiie ettt e seree e 11
7 Requesting Employer Supported Volunteering LEAVE ........ccuveeeeciieeeeciieeeecteee e eevvee e 14
8 Fostering Friendly LEAVE REQUESTES.....cccuuiiiieiiiieeccieee ettt ette et e e e stta e e e e eata e e e esasae e e entaeeeennanaaeas 17
9 Form History — View Authorisation ProOgress.......cuiiiiciiieiiciiie et esiree e sriree e e e ssvre e e sseneee e 18
8.1 Withdrawing a submitted [€aVe reqUEST ........ccocciiiiiiciiee e 19
8.2 Resubmitting a rejected 18aVe reqUESE ......ccuuiii i 20
8.3 Editing or deleting an authorised |eave reqUEST.........cc.eeiieciiee e 21
9 Approving and Rejecting Requests — Manager/Approver ACtions ..........ccccveeeveeecveeecreeeeieeeeereeenns 22
9.1 QUICK AUTNOTISATION ..c.eviiiieiieeiierte ettt et en e e ne s 23
9.2 Create, edit or delete leave requests on behalf of the employee......cccccevecvviiivciiiiiiciennnnns 23
OV AT oY o] [l oo o o g T o 1y o PSR 24
e T I T a [ BT T o o Lo o PSSR 27



Pay, Reward and Employment Services Leave Guidance (MyView)

1 Introduction

This document is a guide to using the MyView Leave Management Module. This module enables
employees to request leave via MyView to be authorised by your manager.

1.1 What is the MyView Leave Management Module?

The Leave Management module also allows employees to submit leave requests using any
device. Prior to requesting leave, employees will be able to use the absence calendar to view their
absence history.

Managers are able to use the absence calendar (accessed via MyPeople) to view absence history of a
selected employee.

Once a leave request is authorised, this is reflected on the employee Leave Balance widget accessed
from the MyView dashboard.

Please note, whilst this does not replace the flexi recording system, it does allow employees to book
flexi leave.

The module also ensures a standardised calculation of annual leave. The system has been configured
to enable annual leave entitlements to be automatically calculated each year as well as considering
changes of posts/hours mid-way through the year which affect entitlements, handling of annual
leave during periods of sickness/maternity in addition to awarding additional holidays in line with
continuous service and the treatment of annual leave carried over at year end, in line with Council
policies.

1.2 What types of absence can be recorded by employees via MyView?

e Annual Leave

o Flexi Leave (where applicable)

e Employer Supported Volunteering Leave
e Fostering Friendly Leave
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2 Adding the Leave Balance widget to your MyView Dashboard

Leave Guidance (MyView)

When you first log-in to MyView, select the [Edit dashboard] icon in the top right corner of your

dashboard.
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You will see your leave entitlement is displayed on the widget. Employees who are in the flexi
scheme can also book flexi days (regardless of whether they work full time or part time).

Please note, the system does not replace the current flexi recording system. Your flexi leave balance
will show a reducing balance.
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3 Checking your Team Calendar (Employees)

It is good practice to check team cover prior to requesting leave, as this may influence your
manager’s decision when authorising your leave requests. We therefore recommend that you
review the Team Calendar prior to requesting leave.

To view the team calendar, select Employee Leave from the left-hand menu panel, and then select
My Leave Calendar.

Note: If you have multiple posts, select the post you are submitting the leave request against and
click next:

Leave Management - PETER JOHNSTONE (727960) - PES Team
v | Leader (0075230)

& il anoe 300 SUDpoT Yideos | Anreal Lasve Guidance Flesinme Pakc

Events Calengar .

This screen will display your personal calendar, continue to the bottom of the screen and click [View
Team Calendar].

Me

Once open, the team calendar displays employees (peers) who report to the same manager, as well
as your manager, and it will display their approved leave requests.
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For GDPR reasons, all types of leave for all other employees in your work group are recorded as
generic absence (ABS). This is a handy tool to check other leave arrangements prior to submitting

your leave request.

Leave Management

Emmancancs Manageeman: Poboy | Buidancs and Suopot Vdeos Grual Ladve Guidanie Flestive Pokoy

Leave Marspemert Cvereie

Tewen Calendar
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4 Checking your Team Calendar (Managers)

Managers may be required to check their direct reportees as well as other colleagues reporting to
their manager to determine if there is sufficient team cover prior to requesting leave.

To check the leave of your own team as well as the wider teams within your service area select
MyPeople on MyView.

To view the absence calendar, select MyPeople Absence Calendar from the left-hand menu panel,
and then select Employee Absence Calendar.

Durham ;%
Conrey Coured gl

Me My People

e Not Selected

Manager Actions

MyPeople Establishment
Changes

MyPeople Absence ~

Employee Absence Calendar

Select the employees whose leave you wish to review and click [Next]. The selected employees leave
calendar will then be displayed.
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Click [View Team Calendar] to view absence calendar for all of your direct reports.
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5 Requesting Annual Leave — Full Time Employees

Leave can be requested either from the left-hand menu selecting Employee Leave — My Leave
Calendar or via the Leave Balance widget from your main dashboard.

To request leave via the Leave Balance widget please select Request from the widget, or please
select My Leave Calendar via the left-hand menu options:

Leave Balance
Anmual Leave

34 Days Avallabie

Fiew| Leave

Note: If you have more than one current post, you will need to select the relevant post against
which you are taking leave.

If you have requested leave via the widget, please select relevant leave type. If you have selected
via the left-hand menu option My Leave Calendar, please scroll down past the calendar, and select
[Request New] next to the applicable leave type:

Absence / Attendance

Type Description Action

Request
New

AL Annual Leave Open AL History

Complete the request form accordingly ensuring all mandatory fields are populated. The comments
box is optional, but additional information can be included if required.

Note: any comments will be seen by your manager.
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You will be required to record the dates requested. Please record the following information:

e From Date
e To Date
e Confirmation if full day or part day

The system will auto populate the total time required.

Note: leave requests for non-consecutive days will need to be submitted as separate leave requests.
For example, Monday, Wednesday, Friday would need to be requested as 3 separate days.

= W= | Create Annual Leave Entitlement - PETER JOHNSTONE (727960) - PES
Q = . | Team Leader (0075230)

2nd Support Videos v Guidancs Fisumime Folisy

fiat anything merked with an * is & mandatory field and you vl nct be eble to submit the form without these fiekls being completed.

Dates Full Dary 15z Half 2nd Haif

Days
Texal Time :I

Once the request is updated, click [Submit]. The request has now been sent to your manager and is
pending approval.

Note: your leave balance on the Leave Balance widget will not be updated until the request has
been authorised by your manager.

Once the request has been approved by your manager, you will receive an e-mail notification from
resourcelink@durham.gov.uk. If the request is approved, there is no further action required. The
period of leave will also be reflected in your outlook calendar and your managers outlook calendar.

10
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6 Requesting Annual Leave — Part Time Employees

Part-Time employees (and those working full time compressed hours) will have their holiday
entitlement calculated in hours.

As a Part-time employee you are required to submit leave requests for Bank Holidays that fall on any
of your normal working days. Additional hours have been added to your annual leave entitlement to
account for all bank holidays. Therefore, to ensure a correct leave balance going forward you must
ensure these are booked and authorised. The leave request should include the number of hours you
would ordinarily work on that day.

For example, if you usually work on a Monday, you will be required to submit all bank holiday
Monday’s as annual leave. We recommend that you submit leave requests for bank holidays at the
start of the leave year to ensure you have an accurate leave balance moving forward.

We also advise that you include ‘Bank Holiday’ in the comments section on these leave requests, so
that it is easily identifiable.

Leave can be requested either from the left-hand menu selecting Employee Leave — My Leave
Calendar or via the Leave Balance widget from your main dashboard.

To request leave via the Leave Balance widget please select Request from the widget, or please
select My Leave Calendar via the left-hand menu options:

Note: If you have more than one current post, you will need to select the relevant post against
which you are taking leave.

If you have requested leave via the widget, please select relevant leave type. If you have selected
via the left-hand menu option My Leave Calendar, please scroll down past the calendar, and select
[Request New] next to the applicable leave type:

Absence / Attendance

Type Description Action

Reguest

AL Annual Leave
New

Open AL History

Complete the request form accordingly ensuring all mandatory fields are populated. The comments
box is optional, but additional information can be included if required.

Note: any comments will be seen by your manager.

Note: leave requests for non-consecutive days will need to be submitted as separate leave requests.
For example, Monday, Wednesday, Friday would need to be requested as 3 separate days.

You will be required to record the dates requested. Please record the following information:

e From Date
e To Date
e Confirmation if full day or part day

11
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Type Annual Leave

Comments“ April leavel ]l

Dates Full Day Part Day

From *

22/04/2024 B [e] O
042024 B Q O

hours mins  hrs decimal

| 12 ‘ 2220 Confirm planned work time

yr}

Total Time

Select the [Confirm planned work time] icon to ensure that the correct number of hours are taken
for the leave according to your working pattern. This is important so that the system takes the
correct number of hours from your entitlement.

Note: You must confirm the planned work time before you are able to submit the leave request.

SUN MON TUE WED THU FRI SAT Weekly Hours
Week Ending ‘ hh:mm | hh:mm ‘ hh:mm ‘ hh:mm ‘ hh:mm ‘ hh:mm | hh:mm ‘ hours mins hrs decimal
27/04/2024 [ 0:00 ] [ 09:15 ‘ I 09:15 ‘ [ 09:15 I [ 09:15 ] [ 00:00 ‘ [ 0:00 ‘ 37 0 37.00

Once correctly updated, click [Save].

Note: If the planned work time does not total the total contracted hours, you will receive an alert
similar to below. This message can be disregarded as long as the hours are correctly recorded for
the days which you are requesting leave.

© Alerts
Average hours entered is different from contract hours of 37. Are you sure you wish to continue?

You will notice that the system has now pre-populated the total hours being requested for this
period of leave.

From *

I
w [ 8] 0 0

hours mins hrs decimal

Total Time ——— —
=] [ =

Once the request is updated, click [Submit]. The request has now been sent to your manager and is
pending approval.

12
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Note: your leave balance on the Leave Balance widget will not be updated until the request has
been authorised by your manager.

Once the request has been approved by your manager, you will receive an e-mail notification from
resourcelink@durham.gov.uk. If the request is approved, there is no further action required. The
period of leave will also be reflected in your outlook calendar and your managers outlook calendar.

13
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7 Requesting Employer Supported Volunteering Leave

From 1 April 2024 — all employees have the option to request employer supported volunteering
(ESV) leave. All DCC employees (excluding casuals and schools) are in scope of ESV leave via MyView.

Some key principles:

e Managers have access to record ESV leave on behalf of employees without MyView access.
Employees without access to MyView will submit a paper-based leave request to their
manager who would then record the ESV leave via MyView .

e Employees will receive 24 hours ESV leave entitlement (pro-rata for part time employees)
per year. All employees will receive their ESV leave entitlement in hours, irrespective of
whether they are part time, or full time.

e No carry forward of ESV leave is permitted from one leave entitlement year to another.

e ESVleave is not set to be concurrent with other leave types (i.e., you can’t book ESV leave in
middle of period sickness or annual leave)

e Employees can book ESV leave alongside annual leave in same way as flexi and annual leave
— as long as times don’t clash (i.e., not concurrent).

e Employees/managers will be prompted to delete and rebook ESV leave (if required)
following a change of hours.

Leave can be requested either from the left-hand menu selecting Employee Leave — My Leave
Calendar or via the Leave Balance widget from your main dashboard.

To request leave via the Leave Balance widget please select Request from the widget, or please
select My Leave Calendar via the left-hand menu options:

Note: If you have more than one current post, you will need to select the relevant post against
which you are taking leave.

If you have requested leave via the widget, please select relevant leave type. If you have selected
via the left-hand menu option My Leave Calendar, please scroll down past the calendar, and select
[Request New] next to the applicable leave type:

Complete the request form accordingly ensuring all mandatory fields are populated. The comments
box is optional, but additional information can be included if required.

Note: any comments will be seen by your manager. Within the comments box it is essential that you
provide details of the voluntary organisation / activity to provide further information to your
manager:

14
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Type Employee Supported Volunteering Leave

Comments

Save the Children - Charity Shop volunteering

Dates

Full Day Part Day

Type Employee Supported Volunteering Leave

hours mins

Total Time
(e

hrs decimal

Commentsl \
Dates Full Day Part Day
From *
o ©
o ©

Confirm planned work time

You will be required to record the dates requested. Please record the following information:

e From Date
e To Date
e Confirmation if full day or part day

Type Annuzl Leave

Comments“ April leavel

Dates

From *

22/04/2024

hours  mins

Total Time
2z

Full Day Part Day

hrs decimal

22.20

Confirm planned work time

Select the [Confirm planned work time] icon to ensure that the correct number of hours are taken

for the leave according to your working pattern. This is important so that the system takes the
correct number of hours from your entitlement.

Note: You must confirm the planned work time before you are able to submit the leave request.

SUN MON TUE WED THU FRI SAT Weekly Hours
Week Ending ‘ hh:mm | hh:mm ‘ hh:mm ‘ hh:mm ‘ hh:mm ‘ hh:mm | hh:mm ‘ hours mins hrs decimal
27/04/2024 [ 0:00 ] [ 09:15 ‘ I 09:15 ‘ [ 09:15 I [ 09:15 ] [ 00:00 ‘ [ 0:00 ‘ 37 0 37.00

15
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Once correctly updated, click [Save].

Note: If the planned work time does not total the total contracted hours, you will receive an alert
similar to below. This message can be disregarded as long as the hours are correctly recorded for
the days which you are requesting leave.

© Alerts
Average hours entered is different from contract hours of 37. Are you sure you wish to continue?

You will notice that the system has now pre-populated the total hours being requested for this
period of leave.

Type Employee Supported Volunteering Leave

Comments | Save the Children - Charity Shop volunteering

Dates Full Day Part Day

From *

01/042024 B (o] O

hours mins hrs decimal

Total Time
7.0 Confirm planned work time

Once the request is updated, click [Submit]. The request has now been sent to your manager and is
pending approval.

Note: your ESV leave balance on the Leave Balance widget will not be updated until the request has
been authorised by your manager.

Once the request has been approved by your manager, you will receive an e-mail notification from
resourcelink@durham.gov.uk. If the request is approved, there is no further action required. The
period of leave will also be reflected in your outlook calendar and your managers outlook calendar.

16
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8 Fostering Friendly Leave Requests

Foster carers (or those who are awaiting approval of becoming a foster carer) are able to request
time off via MyView, this leave request should be completed in conjunction with the Fostering
Friendly Policy available via the intranet.

Please select [Employee Forms] via the left-hand menu options and select [Fostering Friendly LOA
Request]:

Employee Forms ~

Code of Conduct Forms

COVID Vaccination

Flu Vaccination

Homeworking Application

AHS SWE Re-registration

Fostering Friendly LOA
Request

From the drop-down declaration please select the option that applies to the leave request:

e  Current Foster Carer
e Awaiting approval for becoming a Foster Carer

Depending on the above selections you will be provided with options to declare the type of leave.
Current Foster Carers will have the option to select multiple options for time off:

e Child Review Meetings

e Annual Foster Carer Review

e Foster Carer Training

e  Other (i.e. settling new children into the home)

Employees awaiting approval to become a Foster Carer will be presented with the following options:

e Assessment and Initial Training prior to approval (up to 3 days)
e Attendance at panel for approval (1 day)

Once selected please provide the dates of requested leave and press [Submit].
Your manager will then authorise the request and record the absence type via the Leave Module

accordingly.

17
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9 Form History — View Authorisation Progress

You can view the authorisation progress of your leave request as well as being able to view details of
previously authorised/rejected request. This includes audit details of who authorised/rejected your
form and when this took place.

Click on the [Form History] link on the left-hand navigation panel.

Form History will display all forms previously submitted, filters will need to be selected initially to
view certain forms or applying all filters to view all forms:

Form History

Keyword Search Date From Date To

I Enter keywords to search l I dd/mm/yyyy Ell [ dd/mm/yyyy E’l

Event Filter Status Filter

| | 2
(o |

@ Please select Event and Status to display records I

Select Event Filter to apply a filter to all form titles or only selected choice:

Event Filter

l +/  Select All H X Select None

Contact Details Please select Event and

Doctor Details

Employee Changes

Equal Opportunities

Expense Claims

100000000

Select Status Filter to apply a filter to all forms or only selected choice:

18



Pay, Reward and Employment Services Leave Guidance (MyView)

Status Filter

v |

l e H e ] “

Authorised

Open

| Status to display records Rejected

Submitted

Withdrawn

Uogo

Once filters have been selected, please select the Search button, depending on the filter applied all
forms will appear displaying the relevant status (Authorised / Submitted / Rejected / Withdrawn).

Click on the form name under [Description] to open the relevant form.

Description | Event | Status ‘ Raised Date v

Test Claim March 2024 Expense Claims © Submitted 24 Mar 2024 (g

The form includes a section called [Authorisation Progress]. Click on the orange circle icon to view
authorisation status details.

Absence (Add): MR Annual Leave (22/04/2024 -  Absence © Submitted 25 Mar 2024
24/04/2024)
Absence Employee: Type: AL

Form Number: 00081166 Action: Add

Submitted By: WILL DOUGAL Start Date: 22/04/2024

Submitted On: 25 Mar 2024 End Date: 24/04/2024

Total Time: 27.75

Authorisation Progress é,

8.1 Withdrawing a submitted leave request

To do this, select My Leave Form History from the left-hand navigation menu.

Locate the appropriate request by filtering status filter to submitted which can be identified as
pending approval by the orange submitted status icon.

Open the request and click [Withdraw].

19
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From
22/04/2024

To 24/04/2024

hours mins hrs decimal

Total Time
27 45 27.75 View planned work time

8.2 Resubmitting a rejected leave request

If your leave request has been rejected by your manager (or timed out) you will receive an e-mail
notification from myview@durham.gov.uk.

Reasons for the rejection will not be included in the e-mail, therefore please discuss this with your
manager if you have any queries.

To resubmit the rejected/timed-out request, please navigate to your Form History from the left-
hand navigation panel.

Click on the [Form History] link on the left-hand navigation panel.

Locate the rejected request by filtering status filter to rejected. Click on the form name under
[Description] to open the relevant form.

|$r\‘ual Leave (26/06/2024 - 26/06/2024) Absence @ Rejected 25 Mar 2024 “

Select [Re-open].

Dates Full Day Part Day

View planned work time

Open the request form. If the request has timed out (i.e., not approved by your manager within 30
calendar days), you could easily click submit whilst in the form — the request will then be re-sent to
your manager. This prevents you needing to create a new request for the same period of leave.

If the request has been rejected for other reasons, you can make any amendments accordingly — this
will be quicker than keying in a new request.

Click [Submit] once the request is ready to be re-sent for approval.

20


mailto:myview@durham.gov.uk

Pay, Reward and Employment Services Leave Guidance (MyView)

8.3 Editing or deleting an authorised leave request

To do this, select My Leave Calendar from the left-hand navigation menu. Select the relevant Leave
History to locate the relevant leave period.

Absence / Attendance

Type Description Action

Request

Q AL Histi
T pen istory

AL Annual Leave

Click [Edit] or [Delete] on the absence period previously authorised.

View Edit
Delete

AL Annual Leave 22/04/2024 24/04/2024

o |[f editing the absence, please amend the dates and confirm the planned work time again if
required before clicking [Submit]. A further authorisation request will then be sent to your
manager.

e If deleting the absence, click [Submit]. A deletion approval request will then be sent to your
manager.

Delete Annual Leave Entitiernent - | —

Once your edit/deletion request has been authorised by your manager, your leave balance will
update accordingly.

21
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9 Approving and Rejecting Requests — Manager/Approver Actions

If you have requests awaiting authorisation you will have received an email from
resourcelink@durham.gov.uk asking you to log into MyView Dashboard to authorise the request.

The requests pending authorisation are displayed in the Authorisations widget on the Dashboard.
You can open a pending authorisation to view further details. Alternatively, you can authorise and
reject authorisations directly from this widget without having to open the leave request.

All leave authorisation requests need to be actioned within 30 days before the request would be
automatically rejected back to the employee, who would then need to resubmit the request via the
Form History module.

3 Authorisation

1  Absence ~

1 Expense Claims ~
1 Irregular Claims ~

() 0 Authorising —
‘ Submit ‘
(®) 0 Rejecting —

To view/authorise the leave requests pending authorisation click on the drop-down button on the
[Absence] option under Authorisation widget. This will display a brief detail of the leave requests
awaiting authorisation.

Click on the form you wish to view. The full details of the claim form will now appear.

If you are happy to authorise the request, you can add any notes in the Authorisation/Rejection
Notes section before clicking [Authorise].

After the request is authorised or rejected it is removed from the list of requests pending
authorisation. The employee will receive a notification from myview@durham.gov.uk to confirm
when the request has been approved or rejected.

If a request has not been authorised or rejected within 30 calendar days, it will be automatically
rejected, and the request will be returned to the employee.

22
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9.1 Quick Authorisation

If you hover over the request form name, you have the option to quickly authorise/reject the
request without opening the request form to view the details.

1 Authorisation

1 Expense daims ~

23/08/2023 S Employes v X @

& 0 Authorising —_—
| Submit ‘

(® 0 Rejecting

If you select the information icon, you can bring up summary details of the authorisation request;

If you select the green tick or the red cross icon, you will then be able to click [Submit] to action the
request.

A further message will ask you to confirm the authorisation/rejection. Click [OK].

9.2 Create, edit or delete leave requests on behalf of the employee

As a manager, you have access to create, edit or delete leave requests on behalf of your employees.
To create a leave request on behalf of an employee:

e Select the MyPeople tab in MyView Dashboard;

o Select the Employee Absence Calendar menu option;
e Select the relevant employee and click Next;

e C(Click Request New against the relevant leave type.

The manager will then submit the leave request in exactly the same way as an employee would do so
themselves (please refer to sections 5 for full time, section 6 for part time submissions). Once
submitted by the manager, the employee leave balance will be updated accordingly without any
requirement for further authorisation.

To edit ot delete a leave request on behalf of an employee:

o Select the MyPeople tab in MyView Dashboard;

e Select the Employee Absence Calendar menu option;
e Select the relevant employee and click Next;

e Open the relevant Leave History

You now have access to edit or delete a leave request in the same way as an employee (see section 8
for further details).
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10 MyPeople Form History

You can view all the forms that your employees have previously submitted. Within MyPeople, click

[Select] against the relevant employee. Click MyPeople Form History from the left-hand navigation
panel.

iy People

Not Selected

Team Selector

Standard Team Selector View

Search by team member name Filters

Clear search

Filter by sumama

~ MINIMERE ™

Employes Name

L+

This will bring up the Form History for the selected employee displaying a summary of all forms.

Form History will display all forms previously submitted, filters will need to be selected initially to
view certain forms or applying all filters to view all forms:

Form History

Keyword Search Date From Date To
I Enter keywords to search l I dd/mm/yyyy B l [ dd/mm/yyyy B l
Event Filter Status Filter

| af 2
BT

@ Please select Event and Status to display records I

Select Event Filter to apply a filter to all form titles or only selected choice:
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Event Filter

l v/ Select All H X Select None

Absence

Appraisals
Please select Event and

Contact Details

Doctor Details
Employee Changes
Employee Photo
Equal Opportunities

Expense Claims

JO0000000

Select Status Filter to apply a filter to all forms or only selected choice:

Status Filter

v |

l T H o ] m

Authorised

Open

| Status to display records Rejected

Submitted

Uoogo

Withdrawn

Once filters have been selected, please select the Search button, depending on the filter applied all
forms will appear displaying the relevant status (Authorised / Submitted / Rejected / Withdrawn).

Click on the form name under Description to open the relevant form. Alternatively, click on the
downward arrow icon to display a summary of the form.
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Mo My Pecple

Employee Name

Form History

Keyword Seanch Date From Date To

e : — "y O] [sammyy o]

Description Employes Event Stagus Ralsed Date -
Submitied 23 Mg 2023 e
Authorized Aug 202 s

The form includes a section called Authorisation Progress. Click on the green/orange icon to view
authorisation status details. An authorised form will show a green tick whilst a submitted form will
show an orange icon.

When clicking either the green or orange icon, further details of the authorisation progress are
displayed including who authorised it and date/time.

Once a form has been authorised the status will change from Submitted to Authorised.
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11 Help and Support

If you require any further advice or guidance, you can refer to the ‘MyView Guidance’ section or
please contact our MyView Helpdesk via:

e telephone: 03000 269 919; or
e email: MyView@durham.gov.uk.
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