
How to approve expenses via
myTeam for your reportees

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!

For example, Flu Vaccinations or
Home Working Refunds



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. 

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

Before you action the claim please ensure:

 (shown above). 



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

and select download to view the attachment.  

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

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

If you require any further support, please call 
ESC People Helpdesk on 01698 403151 or
 email esc-helpdeskteam@northlan.gov.uk

Select download to view the
attached receipt. 

Within authorisation status,
please select the drop

down to the appropriate
action.

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://mynl.co.uk/download/210/myself-team-guides/3160/myteam-mileage-expenses-overtime-guide.pdf
mailto:esc-helpdeskteam@northlan.gov.uk



