A quick guide on how to review employee

driving licence details and vehicle insurance

information withinm_g':_m

After logging into myTeam select 'People' and
then search for the employee at the left hand side.
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Coronavirus (COVID-19) and returning
yourself from sickness
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> Personal Details > Employment > Absence » Vehicle Info & Mileage & Expenses Claims

» Learning > Employee Forms
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Employee vehicle insurance checks

Within the employees record select 'Vehicle
Info & Mileage & Expenses Claims' and then
select 'Employee vehicle insurance checks'.
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Vehicle insurance Dy Enter the vehicle insurance expiry date
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Now click on the [!] and select 'Document Attachments'.
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Certificate. Link [J from the drop
down list.
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SAVE

When the vehicle insurance date is due to be reviewed, you
will be reminded by email 28 days in advance of the expiration
date.

Manager Alert - Vehicle Insurance due to expire

Dear Colleague,

Please note that has vehicle insurance which is due to expire on
17/00/2020.

Please take the necessary steps to review the employee's information and update myTeam.
NB: An employee's mileage claim may only be authorised if the manager has verified the
employee has a current driving licence and vehicle insurance certificate (not expired).

Details of both should be held on the employee’s myTeam record.

Thank you.

Please ensure the steps are followed as per the instruction on the email.
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