@
~'Flu Vaccination Refund request

o, personal reference number £ made a flu vaccination refund
request, MILNTOD000011 .

Please log in to myTeam to action this request. ‘

MB: Requests can only be actioned by the applicable manager whilst the payroll is open. If
you cannot action the request at this time, the payroll may be closed. For details of when
the payroll is open/closed, click here.

If you require additional support, please contact the Employee Service Centre People
Helpdesk on 01698 403151 or by email. Thank you.

~ Overtime & Allowances request

! . personal reference number¢ s made an Overtime &
Allowances Claim Request, WFHAGHO000010. —

Please log in to myTeam to action this request. h

NB: Requests can only be actioned by the applicable manager whilst the payroll is open. If
you cannot action the request at this time, the payroll may be closed. For details of when
the payroll is open/closed, click here.

If you require additional support, please contact the Employee Service Centre - People
Helpdesk on 01698 403151 or by email.

Please note, you will only be able to
action claims when payruns are open!




Within your 'To Do List' you will be able to view
and action the claim.
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Time & Expenses claim . , - Flu Vaccination Refund only * Due: 11/08,2020

REQUIRES AUTHORISATION Maore...

Time & Expenses claim | * NLC - Home Worker/Agile Worker (home

based) * Due: 10/10/2020
REQUIRES AUTHORISATIOM More...

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

Element Date Lecation of where vaccination was received Cash Amount
Flu Vaccination Refund 04/08/2020 Lloyds Chemist, Motherwell 0.00
0.00
Element Date ltem(s) bought Cash Amount
Home Worker Payment 02/10/2020 Desk 90.00
90.00

Before you action the claim please ensure:
e 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 §7

All fields have been completed correctly ]
shown above).



To view the receipt, please select the blue

paperclip at the top of the claim 7
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and select download to view the attachmen
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attached receipt.

Once you have viewed the attachment, click

CJ . CJ . J
) a a A A
Authorisation status (U C Urog
Authorised
Not authorised 010 O 2 dDPDropriale
c O

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

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



