How to Book Leave on MyView — Amending Work Pattern

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’. Alternatively, you can go into the
‘My Leave’ section on the left and book your leave this way.
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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’.

As the system does not hold specific work patterns, you will need to confirm your contractual hours
for the week applicable to your leave. Your contractual hours will automatically be spread across a
standard 5 day working week.

You will need to amend the hours to reflect your actual working week for that week or day you wish
to take as leave. To do this, over type the hours and minutes you are requesting for each day. Click

Save.

Please note that the start of your weekly pattern is Sunday.

If your hours go over your contractual hours for that week, the system will warn you about the hours
you have inputted. This is just a warning message, you are still able to continue. Click Save
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Once you have submitted, this will go through to your manager for approval.
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You have successfully submitted the absence record.

Booking Part Day Leave

Booking part day leave is a similar process to booking a full days leave. However, Once you have
chosen the date you would like your leave you need to select ‘part day’.
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Three more boxes will then appear for you to complete. In the first box, you need to put the time
you want to leave. For example, If you want to book 1 hour off from 13:00-14:00 you would input
13:00. You then need to input the hours and minutes you want to book off from that time.

You can then follow the same process of booking a full day off by confirming planned work time and
submitting your leave.



