
 

Claiming Back Other Expenses  

  

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

  

  

Log in to MyEmployment.  

  

  

  

Enter  Employee Number   (6  digit payroll number ).   

  

  

  

Enter  P assword .   

  

  
  

Click.   

  

  

  

  

  

  

  

  

Enter the answers to your two Security Questions.  

Click Verify .  

This will now log you into MyView 

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


 

  

Click to Create New Claim

 

 
 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

  

  

    

  

  

 

  

  

  

  

  

  

  

  

  

  

  

 

  

  

  

  

  

  
   

  

  

Name
Employee number & Job title Name

   
From the menu on your dashboard,

 select  My Expenses/Mileage. From that

menu select Expenses Module.



 

 

  

The following guidelines apply to all types of expense claim except mileage expenses.  

  

 
  

  

  

 

 

Select options from menu.   

  

Enter a description and a reason for the claim.



Click to remove  

‘claim row’

If the  Divisor   box is present, e  nter the number of people 

the cost was incurred for (incl. you), e.g. hotel for 3.    

 

 
   

Type Y to confirm you  have a VAT 

receipt.

Scan the receipts and  send to 

expensereceipts@coventry.gov.uk 
with your manager CC'd in. 

 

  

  

Select date and enter the  
amount  spent.   

   Add description
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