
 

 

Changing Work Patterns  
  

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 on  My People  and select  Work Pattern 
Changes.

 

 

  

  

  
     

You can view the work patterns of your 
team.

Click on  Work Pattern Change.

  

  

  

Use the  Search  to find and select the employee whose work pattern you want to change.



 

 

The Personal Details of the employee will be displayed for you to make sure you are updating the 

correct employee.  

  

   Click on the surname of the employee, the following screen will be displayed.

Click Next when you have found the employee you want to update.  

  

In the Post Holding window, click Edit next to the post you want to change the working pattern 

for.   



 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

  

  

  

  

  

  

  

  

  

 

  

  

Enter the date the change will become effective from.  

Select the day the new work pattern begins (001 = Sunday, 002 = Monday etc.). This affects the 

employee’s sickness record so it must be right.  

  

Click Save.  

    

Click Next .  

  



 

Edit the number of hours to be worked on each day by clicking Edit.  

The current work pattern will be shown.   

 



 

Save the changes you have made. Repeat for any other days you are changing.  

 

 

 

 

T he  Worked?   field shows that the employee  

works this day.   

 

 

The  On   field shows the start of the working  

period .   

 

 

The  Off   field shows the end of the working  

period .   

 

 

It is possible to have  multiple   working patterns in  

a single day   

 

 

 

 

Note:   A standard day for a 37 hour week is  
entered as 09:00 to 16:24 (i.e. 7hours and 24  
minutes). A half day would be 3 hours 40 minutes  
e.g. 09:00 to 12:40.  Enter only working time, do  
not include lunch breaks .   

 

 

 

 

  

  

  



 

When finished, click Submit. Click OK on the confirmation message, then click Continue.  

  


