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Summary 

MyView is the Web Portal for the HR system. You able to do all that any 
non-manager member of staff can do, but as a manager you have 

additional functionality to manage your team.  
There are a number of key items documented below that are crucial to 

the system. Please take note of the Red writing included in this document.  
If you require any further support please contact HR on 

humanresources@uwtsd.ac.uk. 
You main view is split into the ‘Me’ tab and the’ My People’ tab, both 

controlled on the left hand side of your screen.  
 

   
 

 My Team – this is a list of employees that are within your reporting lines. You can browse 

through the deferent levels within your faculty/school/unit. 

 Reports – These are some very basic reports about your staff. 

 Delegation – This is to allow you to delegate Authorisation/Responsibilities to other staff.  

 Time Management – This section allows you to review the team’s calendar for absences. 

 Leavers – This is an area where you can review your leavers.  

 Recruitment – This is an area which is due to be developed with the launch of Web 

Recruitment. Currently you will be able to see your vacancies and the number of applicants 

 Organisational Chart – This is a basic structure of your faculty/school/unit. 

 

What Can I do in MyView? 

As an Employee: 

 You can review and change the majority of your personal details. This includes Person, 

Contact, Bank, Next of Kin, Welsh Language & HESA Details.  

 You can view details of your existing & historic post(s). 

 You can view your pay documents, i.e. payslips and P60’s. 

 You can manage your Annual Leave.  

 You can see the staff directory of all current employees on the HR system. 

 You can be given delegated responsibly for certain tasks, i.e. Leave Authorisation. 
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As a Manager 

 You can manage leave and absence details for your staff (all levels), to include Sickness, 

Annual leave, and in the future TOIL and Flexi.  

 You can view personal & post details of staff (all levels). 

 You can view details of your leavers.  

 You can change certain elements of the post details. 

 You can view your organisational structures. 

 You can view a number of reports , for example: 

o Lengths of service 

o Sickness/Absence 

o Starters/Leavers 

o Recruitment (Basic) 

 You can delegate tasks to other staff. 

 

What is My Team?  

This is a list of employees that exist within your reporting lines. You can 
browse through the different levels within your faculty/school/unit using 

the show reports and show peers. 
 

 
 

The above gives you some basic information. By clicking on the member 
of staff you will see further information about them and their post(s), to 

include work telephone number, grade, location, end dates etc. 
Please note that you are unable to change anything via the team selector, 

just view.  
 

PLEASE ENSURE CONTACT DETAILS FOR YOUR STAFF ARE ACCURATE. IF 

SOMETHING IS INACCURATE, PLEASE ENCOURAGE YOUR TEAM MEMBER 
TO UPDATE THEIR OWN RECORD, OR CONTACT HR VIA THE EMAIL AS 

DETAILED ABOVE. 
 

It is vital that you are aware of the below and that it affects all staff:  
 

Please be note, that your First Name (Known As to override if exists), 
Surname (Known As to override if exists), work number(s), work email 

address, main post title & your location will also be linked to other 
systems such as email & the telephone directory. This will become 

available to all employees, students and certain associates of the 
university, so it is vital that these items are correct 

 



 

 
Page 4 of 10 

 

What Reports are available?  

There are very view reports available using the Reports menu. The 
reporting element will grow as time progresses. Please note that other 

information is available using the other menu options. 
 

 

What is Delegation?  

Delegation is where you control who has other responsibilities within your 

team.  

There are two main routes to follow, Authorisation or Responsibilities.  
With Leave management in mind, Authorisation allows your employee to 

authorise or reject leave requests, whereas Responsibility gives them 
more control over the options they have. So if you needed to insert 

sickness absence into MyView but wanted to delegate this admin task to 
another member of staff, then you would choose Responsibilities rather 

than just Authorisation.  If you wanted some to just manage leave 
requests, you would choose Authorisation.  

 
If you allocate a team member to authorise leave requests, they cannot 

authorise their own. 
 

The screen below gives you an example of how delegation should be 
setup for managing leave requests during an absence, where emails are 

not sent to the current line manager during that absence. 
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Absence – allows the rule to activate during an absence. This can mean a 

lengthy period or just one day. 
Suppress Authorisation & Emails – this stops the emails/authorisations 

from reaching original recipient. 
 

After submitting this, you can also edit and delete if required.  
 

PLEASE INVEST TIME AND UNDERSTANDING INTO THE 
DELEGATION PROCESS, TO COPE WITH MANAGER ABSENCE, 

WHETHER THAT BE DUE TO SICKNESS OR ANNUAL LEAVE. 

What is Time Management?  

This section allows you to review the team’s calendar for absences etc. 

within this section it allows you to add absence records on behalf of the 
employee. At the moment there are limitations to the types of absence 

records you can input, but as this develops you will be able to process 
more.  

Selecting the Whole Team option, you can view an overview of your 
current staff, to include hours contracts and annual leave balances. From 

this screen you can also delve deeper into the details by clicking on their 
name. This will take you to their individual weekly view.  

This is area is still being developed further, and so updates will be 
provided in the future. 

What can I do via the Leavers option?  

At the moment you are only able to review Leavers, filtering on the period 
you would like to review.  

What is under Recruitment?  

This is area is still being developed, and updates will be provided in the 

future.  



 

 
Page 6 of 10 

 

Currently you are able to view vacancies assigned to you, details about 

those vacancies and the number of applicants that have currently applied.  
This area is at the very initial stages of being utilised. 

What is the Organisational Chart?  

The organisational Chart shows your reporting lines and the bucket posts 

that belong under those reporting lines. A bucket post is where a post is 
occupied by many people, ie a Cleaner’s post, where the same type of 

work is being carried out. You can view the employees within that post, or 
you can view specific information about that post by clicking on the title 

itself. See below. These are the default settings for your post, but this 
information can be changed at a person level if needs be, i.e. Location.  

How do I respond to a leave request?  

You can respond to a leave request through the Authorisation Widget or 
via the Authorisation Menu option under the ‘Me’ tab. If you do not 

respond to the request within the given time frame of 16 days, it will be 
escalated to your line manager. Your line manager has further 7 days to 

respond before it is automatically rejected. 
 

If you are the manager to a vacant post and are dealing with the leave 
requests for that vacant post, you have a shorter period of time to 

respond.  
 

Using the widget:  

 
If you hover your mouse over the employee name it will give you further 

information about the request. Clicking on the actual request will take you 
to the Authorisation Menu. If you click the tick or cross and then Submit, 

this will take you to a second screen for confirmation. Click Confirm to 
process the request. On clicking confirm, your member of staff will receive 

a confirmation message detailing your response. 
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Using the menu: 

To access the menu, you need to return to the ‘Me’ tab and click on 
Authorisation. 

 

 
 

Clicking on the menu option gives the above screen where you can delve 

deeper into the request.  
 

 
 

From here you can review the reason, see the Team Calendar and their 
personal entitlement details.  

 
Clicking Authorise or Reject will not prompt further and the request will be 

processed, and the member of staff will receive notification of your 
decision.  
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We have many reporting lines within our unit and some staff 

need to see everyone’s leave, how do I give them access?  

 

You would do this under Delegation, using the Responsibilities option for 

Time Management. You would need to give them View Only access to the 
whole team. A unit head would need to do this.



 

 


