
The MyView Dashboard –

Manager View



This is your 

authorisation widget 

which allows you to 

authorise your staffs 

mileage and expenses 

claims

This is the My 

People tab where 

you can view all 

the staff that 

report to you.



My People tab

When you click onto the My People tab, you will see all of your staff, click onto the name 

to see more information about your employee.  

If your team member has direct reports, you can view them by clicking “show reports”.

As you can see, this is 

the information you gain 

when you click onto the 

name of a member of 

your team. You have the 

option to look at: 

Limited personal 

Details, Current 

Appointment, 

Appointment History 

and Profile.



Filter your team members 
Enter the 

Forename or 

Surname of a 

team member to 

load them up 

This field lets you chose your 

direct reports, whole team, new 

starters, leavers etc. 

To get all employees with the surname 

beginning with a certain letter, click the 

letter 

Click to clear 

anyone you are 

viewing 



My Team’s Training/Absence
My Team’s Training/Absence

The My Team’s Training screen is currently under construction and your team 

members’ full training records are not available.

At this moment it does contain a shortcut to the current learning plan of your team, 

accessed via the Learning Together icon at the top right of the screen and some 

training records will become available in due course.

Absence

You can also view any periods of recorded absence of your team members, which will 

be highlighted on the calendar from the My Team’s Training screen.

To view these records,  access your team members as previously shown.

In this example, the “Whole Team” has been.

This is how the training 

absence will be set out…


