Approving Requests/Claims

Log in to MYyEmployment

Follow this link to access the log in screen: https://myemployment.coventry.gov.uk

Welcome to the Resourcelink Self Service Portal
Once you log on you will be able to:

1. view your pay documents

2. change your personal details

3. view and amend your bank account details

TOLOGON:

1. Enter your Employee ID number. Remember to include leading zeros or
letters (leading letters must be in capitals}

2. Click on 'forgotten password?". The system will issue you a password
via e-mail.

3. Enter this password into the 'your password' field
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_]_F'l Self Service Deadline is Tuesday 14th November 2017
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Security questions

Please complete the following security
questions so that we can ensure your answers

match data that is held on your ResourceLink
Aurorarecord.

Confirm date
of birth

What is your date of birth (dd/mm/yyyy)?
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‘What was the greatest ever invention?
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Answer security
guestion

Approving and Rejecting Requests & Claims

Click into My Authorisations from the left hand main menu, or select the relevant authorisation from

your dashboard

Home Page

My Details

My Pay Documents
My Irregular Claims
My Expenses/Mileage
My Authosisation
Iy Training

My Sickness

My Delegations
Employee Benefits
Iy Forms History

Help Guides

Payroll Schedule & Deadlines

This will then show you any claims from this month, and any claims which are currently pending.
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Please note: You may have different types of claims to approve, or multiple employees to
approve claims for. These will be shown in individual tabs on the screen.



https://myemployment.coventry.gov.uk/

To open a particular claim, click on the Description of the claim
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From this screen, you can then authorise or reject the claim.

Click Ok on the confirmation message. When the confirmation screen appears, click Continue.



