Approving Requests/Claims

Log in to MYyEmployment

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

‘ "
myview

» Welcome.
. Hegse enteryoue Ingindstalis Enter Employee Number (6 digit payroll number).
b

Your employee number

Your password

‘ ér/ Enter Password.
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Forgotten your password?
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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 Aurora record.

What is your date of birth (dd/mm/yyyy)? Enter the answers to your two Security Questions.

e

What was the greatest ever invention?

‘ Click Verify

This will now log you into MyView
|



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

Approving and Rejecting Requests & Claims

Ensure that the Authorisation widget is showing on your dashboard, this will then
show you any pending claims from this month.

3 Authorisation

1 Expense Claims W
1 rregular Claims A
1 Training Requests A

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 the screen.

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

Click OK on the confirmation message.
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Ensure that the Authorisation widget is showing on your dashboard, this will then show you any pending claims from this month.
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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 the screen.



To open a particular claim, click on the Description of the claim and then on the employee's name. 

cvsam785
Typewriter
From this screen you can authorise or reject the claim.



Click OK on the confirmation message.


