
 

How to approve or reject overtime on MyView 
(managers guide) 
When an employee submits a Timesheet in MyView, their line manager will receive an 
email notification prompting them to review and approve the request 

The Timesheet will stay in the manager’s MyView Authorisation widget for up to 5 
days. If the Timesheet is not approved within the first 5 days, it will automatically 
escalate to the next-level manager for a further 5 days. 

If neither the line manager nor the escalated manager approves the request within 

the total 10-day window, the Timesheet will time out. 

 

Below are the instructions on how to view, approve or reject the timesheet 

 

1. Log into your live MyView link MyView 
 

2. Go to your Authorisation Widget. 

• Any pending claims will appear here. 

• Select a claim by clicking on the date and employee name 

 
 

3.   Review the breakdown of dates and hours being claimed. 

• It’s important to check each claim to ensure hours, rates and dates have been 
properly recorded.   

• MyView requires time to be entered in decimal format, not hours and minutes. This 

ensures your pay is calculated accurately. For decimal divide by 60 (minutes ÷ 60) 
 

Quick reference table 

Minutes Decimal 

15 0.25 

https://myview.gov.je/


 
Minutes Decimal 

30 0.5 

45 0.75 

 

 

• You can also add authorisation or rejection notes (e.g. “Rejected – incorrect 
rate used”). 

 

4. Select Authorise or Reject. 
 

• The employee will then receive an email notification confirming your decision. 

 

Reporting 
The following reporting is available to managers / delegates: 



 

 

• The Duplicate Claims widget identifies employees who submit overtime claims more 

than once for the same date, hours, and rate; however, if an employee submits a claim for 

the same date and same hours but at a different rate, the claim will not be flagged as a 

duplicate. Therefore, it is always important to review the initial request to ensure the 

claim is valid. 
 

• The Timesheet Submissions Report will show all approved and rejected claims 
over the previous 90 days  

 

To add the widgets: 

1. Login to MyView  
2. Click ‘Edit Dashboard’ in the top right  
3. Click the “+” to add the ‘Reporting Services’ widget 
4. When the widget is added to the dashboard, click the 3 dots and then ‘settings’ 
5. Select 'HR Reports’, click save 

a. Repeat steps 2-4 to add the remaining widgets 
6. Select 'Duplicate claims in last 90 days widget’, click save 


