SOP -

0F0197

Booking and cancelling a holiday in MyView

Completed by

* Pub Managers

» Head Office employees

Reference

* SOP OF0104 - Accessing myJDW, myLearning and the myJDW app
* SOP OF0163 - Accessing myView

* Sign in to myJDW. Refer to SOP OF0104 - Accessing myJDW, myLearning

Welcome SARAH |

Step and the myJDW app.
1 * The myJDW homepage will open.
* Click on the ‘myMoney’ icon. On a computer, this is at the top of the screen,
= CLOCK IN on a mobile device it is at the bottom of the screen.
’ AND OUT * Select ‘myPayslips’ from the menu.
- ON THE APP
myJDW: clocking in / clocking out
> LTTTR
John's Letter | 30 Tatler | 30 Jul "::
Ste * The myView Log In page will open in a new browser.
P m‘view * |f this is your first time logging in, or if you have forgotten your password,
2 y follow the forgotten password process. Refer to SOP OF0163 - Accessing
myView.
Welcome. * For all subsequent logins, enter your employee number.
Please enter your login details: L4 Enter yOUI‘ password
Your Employee Number d CIICk ‘Log In,'
Your Password
Forgotten your password?
: * Select your Date of Birth using the drop down date options.
Step @ * Enter your answer to the security question required.
3 Security questions ® C“Ck ‘Verify,.
l ¥ w |
[ l
Ste * The main myView dashboard will be displayed.
4 P * Click the menu button (three lines icon) in the top left of the screen.
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* Select ‘Holiday Bookings’ from the menu.

Step DrecHbnar * To request a holiday, refer to step 6.
5 Online Payslips * To cancel a holiday or withdraw a holiday request, refer to step 15.
Personal Details v
. To request a holiday:
Step * The ‘Holiday Summary’ will be displayed.
6 « Scroll down the page and click the ‘Request Holiday’ button.
Ste * The ‘Holiday Request’ screen will be displayed.
P Holiday Request * Head Office employees - select ‘Head Office Holidays’ from the “Type’
7 dropdown menu.
Type * Pub Managers - select ‘Managers Holidays’ from the ‘Type’ dropdown menu.
Duration* o Single Day O Date Range
JDW /\;;;;;;;Hohday
Managers Holidays
Head Office Holidays
Ste Single Day * Select either ‘Single Day’ or ‘Date Range’ for the ‘Duration’.
P * Select the date(s) for the holiday request. If the ‘Date Range’ button has been
8 selected, enter the actual days to be taken as holiday.
[ owosrzoz B ¢ All holidays must be requested as separate weeks (Monday to Sunday of the
© Fruibay O Amonly O PMOnly same Week).

* Requesting a block of days off will reduce your holiday entitlement by the total
number of days in the date range. Do net include normal non-working days
in the holiday booking. For example, an employee who works 5 days a week
would book 5 days holiday in order to take a full week (Monday to Sunday) off
work.

SesonfEr bt * Enter the ‘Reason For Request’, which your Line Manager will be able to view.
gtep i * Click ‘Submit’.
St ep e « Select ‘OK’ to confirm the holiday request.

holiday request?
1 0 Cancel OK

I * A confirmation message will appear.
Step @ You:Ho\idayrequestiu;nber ° C"Ck ‘Contlnue’
1 1 0010105178 has been submitted
St * The request will be displayed in your ‘Holiday History’ as ‘Pending’.
ep — .| [*Anemail message will be sent to your Line Manager to inform them that a

12 e p— request has been submitted.
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If your Line Manager has approved the request:

Holiday Cancellation Approved

Your request to cancel holiday starting on
04082021 has been approved.

Step Holiday Summary L=l ! , A - o
¢ The ‘Holiday History’ status will change to ‘Authorised’.
13 fead Offce nployees:To eauestaroidar | 1 @ The number of days booked will be deducted from your annual entitlement.
lieesean * The days booked will be displayed on the ‘Holiday Summary’ as a small green
e e Sl line.
Al oe e Be s * The days booked will be updated on your ResourceLink record and show as
‘Holiday’ in mySchedule.
[ 4 | 4 [sulwmofvu[wemhlrrlsalsul
Jun:
July
2021 August - :
Ste N From: VyViewgidetherspon. *You wi'II receive an email to let you know that the holiday request has been
P authorised or rejected.
14 Holiday Request « If the holiday request is rejected, contact your line manager for more
information.
Ste To cancel a holiday or withdraw a holiday request
P ~| | * The ‘Holiday Summary’ will be displayed.
15 ~—| | » Scroll down the page to the ‘Holiday History’ section.
* Select the holiday to be cancelled by clicking on the underlined number next to
the relevant dates.
P —— * The ‘Holiday Request’ screen will be displayed.
1Séep * Click the ‘Cancel Holiday Request’ or ‘Withdraw’ button.
A yousure you wanl Lo cancel this holiday ° SE|eCt ‘OK, from the O 'U messa e that a ears
Step request? p p p g pp
1 7 Cancel OK
Step | [ o ] | * A cONfirmation message will appear.
18 P — — * Click ‘Continue’.
Ste Holdy istory * The cancellation will be displayed in your ‘Holiday History’ as ‘Pending’. If it
P has been withdrawn it will show as ‘Withdrawn’.
19 e e somw  eesn e | e An email message will be sent to your line manager to inform them that a
cancellation has been submitted.
Ste Pl iy Once your line manager has approved the cancellation:
P * The ‘Holiday History’ status will change to ‘Authorised’.
20 s wem ovew  wess k]| e The number of days cancelled will be added back onto your annual entitlement.
* The cancelled days will no longer be displayed on the ‘Holiday Summary’.
* The cancelled days will be removed from your ResourceLink record and the
holiday will be removed from mySchedule.
T S * You will receive an email to let you know that the holiday cancellation has been
Step | |0 o e authorised.
21 i * |f you do receive a confirmation email of booking, cancelling or withdrawing

a holiday when it has been authorised/rejected, this means your email inbox
is likely to be full. You will need to make space in your inbox to receive future
emails.
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