
 

How to submit your overtime on MyView (employees 
guide) 

Civil Servants can now request overtime through MyView. The timesheet module is 
intended for staff to claim the previous months overtime. The timesheet module is 
available until 5pm on the 19th of each month. 

All timesheets for hours worked in the previous month must be submitted and 
approved by this date. 

1. Open the MyView link MyView 
 

2. Select Timesheet / Overtime on the left-hand side of the screen, then select Overtime 
Module. 

 
 
 

3. From the drop-down menu, select the position you are claiming hours for. 

• If you hold multiple positions, ensure you select the correct one. 

• Then select Create New Claim. 

4. Enter your Reason for Claim — for example: 

“Agreed hours for additional workloads worked in October.” 

https://myview.gov.je/


 
5. In the Overtime Rate drop-down, select the agreed rate of pay for your hours (for CS01–

CS10: x1, x1.5, or x2). 
 

 
Claim Date – The Claim Date must be the date of which the hours were completed 
 
You can select and add multiple entries using the drop-down options. 
 

 
 
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 

30 0.5 

45 0.75 

 
6. Once all hours have been entered, select Submit. 

 
Note: Totals will not be displayed in monetary amounts until pay has been run for that 
month.  
 
After submission, your manager will review your claim in their MyView account. 
You will receive an email notification once it has been approved or rejected. 
 

 

 


