My Timesheets

Accessing the My Timesheets Module

Once you have logged into MyView you can access ‘My Timesheets’ from the GoTo button G0 TO:
in the top right hand corner of the screen or by scrolling down the page to the ‘My
Timesheets’ box and click on the bold text (“My Timesheets’ or ‘here”)

My Timesheets
ayslips and P60s

My Timesheets
You have no claims
Click here to complete your weekly timesheet

e Select the role you wish to enter the hours worked against from the dropdown list at the
bottom of the screen (if you work in more than one area/role it is important that you
select the correct role as your line manager can only authorise work completed in their
area and at the correct rate)

e Click on [Create New Claim]

Royal Holloway

iy Timesheets v C

My Timesheets [ You have 0 claims ] How do | cornplete My

;®¥ For details of how to complete your timesheet click here or use the link in the box on the right. Timesheet?
' 4 Y

If you work in more than one area Jrole it is important that you select the correct post to enter the hours waorked
against as your line manager can only authorise work completed in their area.

Wyork for less than a full hour needs to be entered as a digital number e.g. 5 and a guarter hours should be
entered a5 5.25, and 6 and three-quarter hours should be entered as 6.75

Timesheets authorised by your line manager by the 15th of the manth will be paid in the current month.
Timesheets authorized after the 15th of the month may not be processed until the following month.

[Back] | Training - Tutor ¥ [Create New Claim]

Training - Tutar

o The timesheet will be displayed showing the job title of the post you selected:

IT Services Howe i | complete by
Inthe Description box overtype Mew Claim' with the week commencing date - using Monday as the first day of the week, far example wic Timeshest?
@ 030512010
’ Plzsss input the number of hours worked esch day.

A

work for less than & full hour needs to be entered &5 & digital number. For example S hours and 15 minutes should be entered as 525 and 6
and three-guarter hours should be ertered as 675

Position HR Systems & Information Officer

Deseription 0., Claim
IT Services
Claim Date Amount/Units Rate
Hours warked ‘ |@ | | [-]
Hours waorked ‘ |@ | | [-]
Hours warked ‘ |@ | | [-]
Hours swarked ‘ |@ | | [
Hours sworked ‘ |@ | | [-] [+]
HNE: This o8l coes ot iiciice lhes with 2 ce rhed rae ! The walie of tiese les willbe calc @kd darig tie payroll,

[Back] [Reset] [Save] [Submit]



Completing the Timesheet

The Description field automatically shows ‘New Claim’. Overtype this with the week
commencing date for the timesheet, Monday being the first day of the week (see below)

Enter the date of when the hours were worked in the ‘Claim Date’ field. You can either type
the date in or pick it from the Date Picker s

Enter the number of hours worked in the *‘Amount/Units’ field — this needs to be entered as a
digital number e.g. for 5 hours 15 minutes enter 5.25, for 6 and three quarter hours enter 6.75.

The rate is picked up from the Staff System and is therefore not shown on the timesheet, and as
it is derived it will not be displayed under the ‘Rate’ column or in the ‘Total’ fields. Therefore
the total and grand total fields will always show as 0.00.

To add further rows for claiming hours worked, click on the [+] icon at the end of the last row

\
ﬂ IT Services How do | complete My
F Flease input the number of hours worked each day. For half an hour use 0.5 Timeshest?
x."z )
).- Y
Position Training - Tutor
Description |yc 050412010
IT Services
Claim Date Amount/Units Rate
Hours waorked |DS!DdI201D |@ |5 75 | [detived rate]
Hours warked |DEfDx1f2D1D |@ |5.DD | [detived rate]
Hours worked |D?.-'D4.-"201D |% |2_25 | [derived rate]
Hours worked |DB!D4QD1D |@ |5.5E| | [derived rate]
Hours warked |09!Dtif2010 |@ |4 on | [detived rate] [-] [+]

Total for IT Services NE: This total dess not inelude lines with 2 derived ratal The valus of these lines will ba
calculated during the payroll.

[Back] [Reset| [Save] [Submit]
Will always show 0.00

o Clicking [Reset] deletes all the data you have entered

o Clicking [Save] just saves the timesheet onto your MyView, and can be accessed via the
‘Open’ box of ‘My Timesheets’. You can keep updating this timesheet until you have
submitted it for authorisation (e.g. update it daily, and then submit it at the end of the
week)

Click [Submit] to submit your timesheet to your line manager for authorisation
When you click on [Submit] you will be asked to confirm your action.

Once you have submitted your timesheet an e-mail is automatically sent to your line manager
informing them that they have a timesheet from yourself awaiting authorisation.

YWindows Internet Explorer

\_‘{/ Are wou sure you wank ko submit this claim For processing?

ol | [ Cancel ]




9. Your submitted timesheet will now move to your ‘Submitted” box on ‘My Timesheets’

Submitted
Date Form Description Value
13/04/2010 0000000507 wic 05/04/10 0.00

At this point you can choose to withdraw your timesheet if you wish to make changes (you can only
do this before it is authorised)

e To withdraw your timesheet click on the appropriate form number and then click on
[Withdraw] at the bottom of the screen. You will be asked to confirm your action.

Microsoft Internet Explorer

\_‘.:) Are wou sure you want to withdraw this claim from processing?

K Cancel

. Your withdrawn timesheet will now move to your ‘Withdrawn’ box on ‘My Timesheets’

Withdrawn
Date Form Description Value
15/04/2010 0000000508 w/c 05/04/2010 0.00

. If you wish to re-submit this timesheet click on the form number to enter the relevant
timesheet then click on [Re-Open]

. You will receive a confirmation messsage, click on [Continue]

Confirmation Message !
? Your claim number 0000000461 has been reopened

[ continue ]

. The open timesheet will now move to your ‘Open’ box on ‘My Timesheets’

Open
Date Form Description Value
15/04/2010 0000000508 wic 050472010 0.00
15/04/2010 0000000513 Mew Claim 0.00

. Click on theform number of the timesheet you wish to amend

. Make any changes you require and click on [Submit] as above



Authorisation/Rejection of My Timesheet

Once you have submitted your timesheet for authorisation your manager will go into MyView and
either:

a) Authorise your timesheet without making any amendments

b) Make amendments to your timesheet and authorise your timesheet - a message will be displayed
in the “Authorisation/Rejection Note’ box explaining any amendments (see below)
c) Reject your timesheet - a reason why will be given in the ‘Authorisation/Rejection Note’ box

Regardless of whether your timesheet has been authorised or rejected by your line manager you will
receive an email to the email address registered with HR

Timesheet Authorised (with or without amendments)

If you timesheet has been authorised you will receive the e-mail below to the e-mail address
registered with HR advising you of this

™| Authorised My Timesheet Claim - Message (Plain Text)

File Edit VYiew Insert Format Tools  Actions  Help -
CoReply fHReplytodl 48 Formard S LA I N .

Fraom: Mywiewtest@rhul ac.uk Sent: Tue 13/04/2010 15:14
Tar King, Rachel

e

Subject:  Authorised My Timesheet Claim

Your timesheet claim: 0000000506 submitted on 13/04/2010 has been authorised.

You can check if the authoriser has made any changes to your claim by logging into MyWView and clicking on the above claim
nurber in the 'Authorised' section of My Timesheets.

MyWiew can be accessed via the following link: https://wyview.rhul.northgate-is.com/rhvl/Portal/

Thank wou.

It is advisable that you log back into MyView to check whether any amendments have been

made - your authorised timesheet will now have moved to your *Authorised” box on ‘My
Timesheets’

Authorised

Date Form

Description Value
13/04/2010 0000000507 wic 05/04/10

0.00

Click on the form number to enter the timesheet



Number 0000000508
Puosition Training - Tutor
Description w/c 05042010

IT Services

Claim Date Amount/Units Rate
Hours worked 050442010 £.00 [derived rate]
Hours worked 060442010 300 [derived rate]
Hours worked [derived rate]
Hours worked [derived rate]
Hours worked [derived rate]

Total for IT Services NE: This total does not include lineswith a derived rate! The walue of these lines will be
calculated during the payroll.

Authorisation/Rejection Notes
Only worked 3 hours on Bth April

[Back]

Any comments your line manager has written will show in the Authorisation/ Rejection Notes
box

Timesheet Rejected

If you timesheet has been rejected you will receive the e-mail below to the e-mail address
registered with HR advising you of this

= Rejected My Timesheet claim - Message (Plain Text)

File Edit Wew Insert Format Tools Actions Help -
Copeply fRReplytoal W Forward S LSRG R N =
From: Myiewtest@rhul, ac.uk Sent: Fri 09/04/2010 17:11
ek King, Rachel
a4}

Subject: Rejected My Timesheet claim

rYuur timesheet claim 0000000461 submitted on 03/04/2010 has been rejected.
Please amend the details and submit your claim again.

HyView can be accessed via the following link: https://myview.rhul.northgate-is.comfrhvl/Portals

Thank wou.

The timesheet can be accessed via the ‘Rejected’ box of ‘My Timesheets’

Rejected
Date Form Description Value
09/04/2010 0000000461 wi/c 5th April 0.00

If you want to amend and resubmit it, click on the form number



Number 0000000514
Position Training - Tuter

Description e 05/04/2010

Claim Date Amaount/Units Rate

IT Services
Hours warked 08042010 5.00
Hours warked 0E/04/2010 4.00

Hours wiorked
Hours worked

Hourg worked

|derived rate]
|derived rate]
|detived rate]
|derived rate]

|derived rate]

Authorisation/Rejection Notes

Only worked 3 hours an the Bth April

NE: This total does not include lines with a derived rate! The walue of these lineswill be
calculated during the pawroll

Click on ‘Re-open’ to make changes

A confirmation screen will appear

to the timesheet

T

Confirmation Message !

Your claim number 0000000461 has been reopened

[ continue ]

[Back] [Re-open]

You then need to go to the ‘Open’ section of ‘My Timesheets’ and click on the form number
again to amend as necessary and click on [Submit] to submit it when you have made the

necessary changes

Open

Date Form
15/04/2010 0000000514 wic 050452010

Description

Value
0.00

Any problems or queries you have with MyView should be reported to the HR Systems Team
using the e-mail address: SelfService-HR@rhul.ac.uk .
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