
MyView Car Mileage/Travel Expenses Claim Process

Employee completes mileage/
expenses form on MyView and clicks
“Submit”

Manager Authorises Claim Manager rejects claim.
An e-mail alert is sent to
employee confirming
that the claim has been
rejected.

Employee signs into
MyView, amends claim
and clicks “submit”.

Manager receives e-mail notification,
signs into Myview to check the form

Mileage & Expenses imported
and calculated for payment

Any authorised claims which:

 exceed 3 months
 include mileage/

expenses beyond the
last working day of the
previous month

 exceed the Council’s
meals allowances

will have those items rejected,
with the balance of the claim
being paid.

Mileage/expenses shown on
payslip

Employee prints “summary” and
attaches receipts for their records/for
Audit


