How to Book Annual Leave

on myTE]

Log into mySelf, ensure you use the correct link by visiting;

Hollday View all holidays >

Scroll on
your dashboard
and locate the
Holiday tab

Select

'‘Book Holiday'l

< Back to Dashboard

Complete the fo rm Holiday details

Please remember all holiday requests are subject to authorisation by your reporting

u S i ng th e d r’O p d OW r‘] o manager and you should wait until you have a decision regarding your request before you

make any personal commitments. You should discuss any requests for short notice
holidays with your reporting manager in the first instance.

O ptl O n S . * Absence type (required)
Please choose

Bank Haliday (Variable)

Select Absence Type;
Personal Holiday s




< Back to Dashboard

Holiday details

Select which you

Please remember all holiday requests are subject to authorisation by your reporting
manager and you should wait until you have a decision regarding your request before you

make any personal commitments. You should discuss any requests for short notice R e q U | r e ’
holidays with your reporting manager in the first instance. g

*Absence type (required)

Flease choose

- Part Day
*Holiday period (required)
Please choose - ’:U | | Day

Full day _More thaﬂ One Day

< Back to Dashboard

Holiday details

S e | e Ct Please remember all holiday requests are subject to authorisation by your reporting
o manager and you should wait until you have a decision regarding your request before you

" make an rsonal commitments. You should discuss any requests for short notice
H O | | d ay Sta rt hol:daysiif\ YOur reporting manager in the frrstmst.anc: :
(and End Date if More than One Day) tMemcagpejepbey 0000000

‘ Personal heliday

*Holiday period (required)

‘ Full day

* Start date (dd/mmvyyyy) (required)

‘ 14/07/2022 \ o

*Position (required)

| Caretaker (South Area Ann Hours (003], Manager’ Name

Choose your position
and please ensure
your authorising Manager
is shown in this area.




Select 'Save'\to save your request.
This is important to ensure your request is
sent to your authorising manager.

For further information regarding Annual Leave
and How its Calculated please visit;

www.mynl.co.uk/knowledge-base/annual-leave/

..)myNL

f you need any further support, please call the ESC
People Helpdesk on 01698 403151 or
email: esc-helpdeskteam@northlan.gov.uk




