How to guide for line managers: requesting leave in MyView

This guide provides instructions on how to authorise or reject leave requests from
your direct reports, and how to input their sickness or other leave.

Employees can request the following types of leave in MyView:

e annual leave

e special leave (paid and unpaid)
o flexileave

e time off in lieu (TOIL)

These requests will appear in your work email inbox and on your MyView dashboard
under ‘Authorisations’.

At the top of the ‘Time Management’ screen you’ll see a link to the relevant policies
on MyStates.

e (o to step three to learn about entering sickness

e Go to step nine to learn how to entering another leave type on behalf of
your employee

e Go to step 16 to learn about authorising or rejecting leave requests.

1. Log into MyView (using single sign-on or by entering your payroll number and
password). If you forget your password, click on ‘forgotten your password’ and
the system will send you an email (to your preferred email address held in the
system) with details of your new password.

Sign In
Your Payroll Number

Your Password

Sign In «

Forgotten your password?

Accessibility

Enable Accessibility Enhancements

2. If you’ve had to reset your password, you’ll be asked to change it once you've
logged in with the system-generated password.


https://saas.ngahr.com/soj/dashboard/dashboard-ui/index.html#/landing

Change your password
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3. In Dashboard, click on the spanner symbol, then click on Authorisation to add
this section to your Dashboard. Once the ‘Authorisation’ section is added to
your dashboard, you can authorise/reject annual leave requests.
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4. Entering sickness
To enter sickness for your direct reports, click on ‘Time Management’ on the

left hand menu, then click on ‘Time Management — Team View'.
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. Not Selected Time Management
A history of all absences for your team is displayed below. You can view details of the absence by clicking on the individual record

to access the absence calendar for an individual.
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5. Select the employee you need to enter sickness for and click ‘next’.

Time Management

Search for Employee

Select Option  '® People Individually Direct Reports ‘Whole Team
= E

Employee Name Employee Number Post Employee Information
Tess D'Fault 70725 Organisational Development Manager (T012613)
) Justin Test 70724 Project Officer (T012884)

6. Right click on the date you want to start entering sickness. Click on ‘add’ and
click on ‘sickness’.

Guidelines
olicy

Time Management

w - you are able to change the week by using the 'Previous’ and ‘Next’ buttons, or alteratively by selecting a different date using the calendar icon

Employee absences are shown below in a weekly

Absences can be added for employees by right-clicking on a particular date.

Week Ending (3110372015

Monday Tuesday Wednesday Thursday Friday Saturday Sunday Flex
Avg Weekly 25/03/2019 26/03/2019 27/03/2019 28/03/2019 29/03/2019 30/03/2019 31/03/2019 Hours
Name Employee No. Contract Hrs Hrs/Cash QI Hrs/Cash [ETT His/Cash | Type His/Cash | Type Hrs/Cash | Type His/Cash | Type Hrs/Cash Balance
Justin Test [ro724 57
FL  FlexiLeave

HOL _Holiday

SLP  Special Leave - Paid
SLU  Special Leave - Unpaid
Time offin Lieu

View Entilaments ] View Fll Scrcen

7. Complete details of the employee’s sickness absence.



Create Sickness - Justin Test (70724)_- Project Officer (TO12884)

Enter details of your request here,

Type Sickness
Comments | |
Dates Full Day Part Day Open Ended
From DE03/2019 gy @
—
hiours mins hrs decima
Total Time I:I I:l 0.00 | Confirm planned work time
Reason * [-Select—- v
Cert Type * [--Select-- v |

Certificate Expiry Date :IE
Return To Work Interview Date :lﬁ

8. Before completing, click on ‘confirm planned work time’ to enter the number of
hours the employee was due to work. The system generates these hours
based on the average hours the employee is required to work each week. If
an employee works part-time, and the hours aren’t right for the day you need
to record as sick, please amend by overwriting the hours in the boxes below.
Click on ‘save’, and then click on ‘complete’.

Add Sickness - Justin Test (70724) - Project Officer (TO12884)

Use this module to request Annual Leave, Special Leave PAID and UNPAID, TCOIL and Flexi

From 25/03/2019 Enter All Weeks O
To 29/03,/2019 Recurring Pattern Repeat Weeks
MON TUE WED THU FRI SAT SUN Weekly Hours
Week Ending hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm hours mins hrs decimal
24/03/2019 [0724] [o724] [724] [724] [724] [oooo]  [o0:00] 37 0 37.00
31/03/2019 [0724] [0724] [724] [724] [724] [oooo] [oooo) a7 0 37.00

9. You'll see a message to confirm that you’ve successfully logged the period of
sickness.

10.Entering another leave type on behalf of your employee
To enter in another leave type on behalf of an employee is the same as steps
three to five above. For example, to enter a period of ‘special leave’ for your
employee, you'd click on ‘Time Management’ on the left menu, then click on
‘Time Management — Team View'.
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11.Select the employee you want to enter leave for and click ‘next’.

Time Management

Search for Employee

Select Option ® paople Individually Direct Reports Whole Team

Employee Name Employee Number Post Employee Information
Tess D'Fault 70725 Organisational Development Manager (T012613)
) Justin Test 70724 Project Officer (T012884)

12.Right click on the date you want to start entering the period of leave. Click on
‘add’ and click on a type of leave.
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13. Complete details of the leave (below example is for unpaid special leave).

Create Special Leave Unpaid - Justin Test (70724) - Project Officer (TO12884)

Enter details of your request here.

Special Leave - Unpaid

Type
Comments [ |
Dates Full Day Part Day
From = n1/04/2019 o .
To = D1/04/2019 e
hrs decimal
Total Time | Confirm planned work time |
Reason * [--Select-- v ]

14. Before completing, click on ‘confirm planned work time’ to enter the number
of hours the employee was due to work. The system generates these hours
based on the average hours the employee is required to work each week. If
an employee works part-time and the hours aren’t right for the day you wish to
record, please amend by overwriting the hours in the boxes below. Click on

‘save’ and then click on ‘complete’.

Add Sickness - Justin Test (70724) - Project Officer (TO12884)

Use this module to request Annual Leave, Special Leave PAID and UMPAID, TOIL and Flexi

From 25/03/2019 Enter All Weeks (®
To 29/03/2019 Recurring Pattern Repeat Weeks
MON TUE WED THU FRI SAT SUN Weekly Hours
Week Ending hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm hours mins hrs decimal
24/03/2019 [0724] [0724] [724] [724] [724] [oooo] [oooo) a7 0 37.00
31/03/2019 [0724] [o724] [724] [724] [724] [oooo]  [oo:00) 37 0 37.00

15.You'll see a message to confirm that you've successfully logged the period of
sickness.

16.When you click on ‘Time Management’ you can view the entries you’'ve made
for the employees you manage, and can see requests that are either open,
have been submitted, that you’ve authorised, that the employee has

withdrawn, and that you’ve rejected.



Time Management

A history elow. You can view details of the absence by clicking on the individual reco

Select T alendar for one or more of your direct reports, or selact the ‘Calendar View" to acc lendr for fividual
Open
Submitted
Authorised €]
Created Date Employee Type Description From To Action
26/03/2019 Justin Test s Leave - Unpaid 01/04/2019 01/04/2019 Add
26/03/2019 Justin Test 25/03/2019 29/03/2019 Add
Withdrawn
Rejected

17.To authorise or reject leave requests
An email will appear in your inbox with details of the employee’s leave

request.

You have received a holiday request/amendment from Justin Test for 7.40 hours between 30/04/2019 and 30/04/2019.

Please click on the link to open the MyView application to approve or reject this request.

18.To access the request, you can click on the link within the email to open
MyView or log into your MyView account. You'll see all leave requests from
your employees in ‘Authorisation’ on the dashboard.

ME # > Dashboard
Tess Authorisation A X
Organisational
Development Manager Time Mgmt Absence (1) N
Dashboard ~ Authorising
Rejecting

Pay Documents
My Absence v

My Form History

19.To approve or reject the leave request, hover over the employee’s name and

either approve using "~ , reject using ™ , or click on - for details of the
request. You can also click on the employee’s name for full details of the

request.



20.

21.

22.

ME # > Dashboard

Tess Authorisation ~ X

Organisational
Development Manager Time Mgmt Absence (1) v

Dashboard & 8 Authorising

Rejecting

Pay Documents
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My Form History

To amend a sickness or leave request that you’ve input on behalf of an
employee, click on ‘Time Management’ and ‘Time Management — Calendar

View'.

Time Management Annual Le:
5

A histary of all absences for your team is displayed below. You can view details of the absence by clicking on the individual recerd

Select "Team View' to view a weekly calendar for one or more of your direct reports, or select the 'Calendar View' to access the absence calendar for an individual,

Time Management - Team View [l Time Management - Calendar View

Qpen

Submitted

Authorised ©
Employee Type Description From To Action
Justin Test SLU Special Leave - Unpaid 01/04/2019 01/04/2019 Add
Justin Test cK 25/03/2019 29/03/2019 Add

‘Withdrawn

Rejected

Select the employee you need to make the amendment for and click ‘next’.

Time Management

Search for Employee

Select Option

Employee Information

Employee Name Employee Number Post
Tess DFault 70725 Organisational Development Manager (T012613)
® Justin Test 70724 Project Officer (T012884)

Click on ‘open sick history’ or one of the other leave types that you need to
amend.
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Absence / Attendance ©
TIype Description Action

FLEX Flexi Leave Request New Open FLEX History

HOLS Holiday Request New Open HOLS History

sicK Sickness Request New Open SICK History

S1PD Special Leave - Paid Request New Open SLPD History

SWUPD Special Leave - Unpaid Request New Open SLUPD History

Tol Time off in Lieu Request New Open TOIL History

View Entitiement Details | View Team Calendar

23.Click on ‘View/Edit/Delete’.

Absence / Attendance
Description
FLEX Flexi Leave Request New Open FLEX History
HOLS Holiday Request New Open HOLS History
SICK Sickness Request New Close SICK History
S1PD Special Leave - Paid Request New Open SLPD History
SLUPD Special Leave - Unpaid Regquest New Open SLUPD History
TOIL Time off in Lieu Regquest New Open TOIL History
SICK
Created Date Employee Description Erom TIo Action

26/03/2019 Justin Test SCK sickness 25/03/2019 29/03/2019 View m



