
 

Expenses and Mileage: Submitting Mileage Claims    

Note: You need to have registered your vehicle on MyEmployment before you can make any  

mileage claims. Please see the “My Vehicle Module” guide for instructions on how to do this.  

  
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.



  

  

  

  

Enter  D ate   of travel , TAB across 

to select  Vehicle 

  

used 

Enter number of passengers (this can  
only be other Council employees)   

Enter total miles  
travelled.   

Enter your  normal  

‘commuting’ miles   

  

Enter a description and a reason for the claim.

 

    

 
        

Click to add additional claims of the  
same type   

Enter details of journey

Tick this & send scanned receipts to 

expensereceipts@coventry.gov.uk  with  
your manager  CC’ed in.



 

  

Click Save to complete later, Back to exit, Reset to clear all claims, or Submit to send for 

processing.  

  

    

  

Once you click Submit, click  OK  on the pop-up and  Continue  on the confirmation page.


