How to Book Leave on MyView

On the dashboard you will be able to see your holiday and bank holiday entitlements under the

Leave Management widget.
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You can click on the ‘request’ button and select ‘book new leave’

Book new leave

Select the type of leave you would like to book.
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Select the leave you wish to book; you can enter a comment and select the date you wish to book
off
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Once you have entered the dates click on ‘Confirm planned work time’ here you will need to confirm
your contractual hours for the week applicable to your leave, press save then submit
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This will go through to your manager for approval
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You have successfully submitted the absence record.
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Another way to book leave is on the ‘My Leave’ tab, here you will see your leave summary,
upcoming dates, and recent requests. Click ‘Book new leave’ and follow the process above

Me My People
yrecn @ / Dashboard / My Leave

KATIE

soimmrnrs 7 L€AVE Management

Leave Dashboard Team Leave Calendar

Dashboard

My Details > My leave summary Bank Holidays
My Pay Documents

p
c______________________________________________________|

) &, Book new leave

from 1 Dec 2021 to 31 Mar 2022 0 hour

i= View all entitlements
© Leave available >

Total entitlement
© +14.8 hours pending

My Claims

My Expenses v
My Authorisations

My Delegation

My upcoming dates in the next 30 days

MyView History

There is no upcoming leave in the next 30 days.

My recent requests



On the My Leave tab you will also be able to view your Team Leave Calendar, here you will be able
to view your direct reports and any approved leave
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