


Handling Employee Absence 
Claims 

If you want to know how 

to view absence, check 

out section 2.



When you receive a claim, where do you find it? 
When a claim has come through from one of your team members, log into MyView and 

then you should be able to see it in on your dashboard as indicated below. 

As you can see, the amount of 

widgets are increasing. 

Remember that you can drag 

and drop the widgets to keep 

organised. 



Indicating who has made a claim…

Click here to bring 

up the claimants. 

As you can see, 

there is only 1 claim 

to Authorise/Reject

Click for widget 

options

This bubble shows how many claims 

there are to Authorise/Reject

This signifies which type of 

claim you are viewing.

This is the date the 

claim was made 

Name of claimant

(Click on the name to 

access the claim) 

Did you know that 

the same  

authorisation 

widget 

accommodates 

both Expenses and 

Leave 

management?



Once you have clicked into the claim 

When you click into the claim, you will be able to see the claim in detail, as you can see, 

Simon Smith work’s 7Hrs 24Mins per day (Standard day) and he booked off the 11th of 

September 2022 to the 24th September 2022  (A Total of 74 hours.) Once you are happy 

with that, click “view planned work time” to ensure that it is correct.

Please check thoroughly for 

any mistakes, if you see any, 

reject and let them know why.



Planned work time

As you can see, according to the work pattern, Simon works Monday to Friday, 7:24 

hours per day. This totals to 37 hours per week. Simon booked off the two weeks so 

the system can see for the dates booked off there are 74 working hours . (Bank 

Holidays and non working days will show as zero hours)



Authorising/Rejecting the claim 

Once you have checked the planned work time, you can either Authorise or Reject the claim. 

Both options are to the bottom right of the screen. You can also view the entitlement details 

or the Team Calendar (Slide 11). 



Once claims have been dealt with

Once claims have been Authorised, you will get this message. Your widget 

should then be blank. 



Viewing your team members’ holidays

Click My People and then click into absence notification and 

then absence calendar.  

Once you have clicked into Absence Calendar, tick 

the name of the person you want to see on the 

calendar and then click next. 

The “MY PEOPLE” tab has many 

useful features, check it out and have 

an exploration!

If you click down arrow to the left of an employees 

name it will show people who report into that 

person (if you want to view them instead)



Viewing your team on the same calendar – Part2

Once you have pressed next after selectin an employee it will show the leave 

calendar for that person . 



Viewing your team on the same calendar – Part 3

Whilst in the employees Calendar View if you scroll all the way to the bottom this will bring up the “ View Team Calendar” 

button

Clicking on this will bring up the team calendar for everyone who reports into the same manager as per below , to return 

to your home screen click on “myview” at the top left of your screen  



Submitting Holidays on behalf of a team member.

If a member of your team has a holiday they want to book but they are unable 

to do so at that time, you can do it on behalf of them. It is quick and simple.

1. Firstly, click onto the “MY PEOPLE” tab which is locates at the top left corner. 

2. Then click into Absence Notification and then open up the Absence Calendar.

3. Scroll to the bottom where you will see all of the options such as Flexi Leave, Annual 

Leave entitlement and so on. Dependent on which one you are booking on behalf of 

your team member, click “Request New”. 

4. You will see that the screen is exactly the same as if you were booking your own leave, 

fill in the details as normal and then click submit.

5. The holiday will now be submitted and the team member will receive an email to 

confirm the holiday booking.  

 



That’s it all in an 
eggshell! 

If you have any further queries in regards to MyView, please do not hesitate to contact 

Mark Hope, HR Systems Administrator , 01623 463489 , 

email address mhope@mansfield.gov.uk 


