
How to approve expenses via
myTeam for your reportees

For example, Flu Vaccinations or
Home Working Refunds

You will receive an email notifying you that a
reportee has processed a claim for either a flu

vaccination or a home working refund 

Within the notification of the claim, there is a direct link to myTeam.
Please log into myTeam to

action the claim for your reportee. 
Please note, you will only be able to

action claims when payruns are open!



Click on the claim you wish to action and
scroll down to view the claim.

Within your 'To Do List' you will be able to view
and action the claim. 

Before you action the claim please ensure:
You view the attached receipt & ensure the amount
claimed is the same amount on the receipt. Please
note, for home working refunds, the total amount

should be no more than £100
All fields have been completed correctly

 (shown above). 



To view the receipt, please select the blue
paperclip at the top of the claim

and select download to view the attachment. 

Select download to view the
attached receipt. 

Once you have viewed the attachment, click 
to take you back to the claim page.

Within authorisation status,
please select the drop

down to the appropriate
action.

Once the claim has been actioned, the reportee 
will receive a confirmation email.

If you need further support - For staff live on myNL Portal -
Please raise a People Helpdesk General Enquiry request
form. For staff not yet live - Please email ESC-
HelpDeskTeam@northlan.gov.uk

The approved refund will be calculated and processed to the employees payslip.
Refund on a flu vaccination is subject to a tax deduction.

Click here for
further guidance

https://nlcsnowprod.service-now.com/esc?id=sc_cat_item&sys_id=ba1353bb1b5bad10512b21f6b04bcb52
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