
Copyright © 2019 Created by Optimum (www.optimum.co.uk)
Version 1.0 – January 2019 for The London School of Economics and Political Science

Page 1 of 7

Annual leave entitlement for full-time employees at LSE is broken down
as follows:

• 25 annual leave days

• 8 bank holiday days

• 8 school closure days

Entering annual leave using MyView

Step 1  Annual leave overview

Important:
For full-time professional services staff the 16 predetermined bank holiday and school closure days are 
automatically booked on MyView for you. You are therefore only required to submit annual leave requests 
through MyView for the remaining 25 days annual leave.

For part-time professional services staff or those who work a compressed work pattern, bank holidays and 
closure days that fall within your work pattern must be booked through MyView. This is in addition to your 
annual leave days.

For more guidance, please see the Annual Leave guidance pages. These can be accessed at: 
https://info.lse.ac.uk/staff/divisions/Human-Resources/Working-for-LSE/Annual-leave-guide

Important: The annual leave 
entitlement is calculated based 
on a Leave year, which runs 
from the 1st January to the 31st 
December.

Step 2  Booking annual leave

The annual leave request form

You can request annual leave directly from the Dashboard using the MyView Leave Management widget.

From here, in the Leave Management widget, click the Request drop-down list icon.

Select Holidays. The “Record an Absence” form is displayed, where you can input the annual leave details
before submitting to your line manager for approval.

Note: for full-time staff, annual leave is requested in full or half days. Annual leave entitlement for part-time 
staff is displayed in hours. For more information, see the next section of this quick card. 

This equates to a total of 41 days annual leave for full time staff, and pro rata for part-time staff.

https://info.lse.ac.uk/staff/divisions/Human-Resources/Working-for-LSE/Annual-leave-guide
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Entering annual leave using MyView

Step 2  Booking annual leave (continued)

Comments: enter an appropriate comment for the holiday days you are 
requesting. In the example below, Annual Leave is entered.

From: click the Calendar icon. Use the Calendar tool to select the date 
you want to request your holiday from. 

To: click the Calendar icon. Use the Calendar tool to select the date you 
want to request your holiday until. 

Submitting annual leave requests

Once you have specified the date or hour range of
the holiday you want to request, click
Submit/Update to submit this to your line manager
for approval.

A success message is displayed informing you that
the absence request has been submitted.

Inputting annual leave details

Enter the following information in the Record an Absence form:

Note: each holiday request must be for continuous leave. For example, you cannot take two 1st half days off 
in a row. In the example above, where two consecutive half days are selected they are automatically shown 
as 2nd half then 1st half. Otherwise, you must submit two separate absence requests.

Half day annual leave requests

Full-time staff can choose between taking a full day
or half day holiday. If taking a half day, you must
select either the 1st Half or 2nd Half radio buttons for
morning or afternoon leave respectively.
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Entering annual leave using MyView

Annual leave requests are
reviewed by your line manager or
delegated authority. You are
notified by email when your annual
leave request has been approved
or rejected.

This example displays an approval
notification.

Step 3  Amending/cancelling annual leave requests before approval

Step 4  Approval or rejection of annual leave

Once an annual leave request is submitted to your line manager for approval, it can no longer be amended. If
you wish to make changes, you must withdraw the annual leave request and resubmit it with the correct
details.

To withdraw an annual leave request:

From the MyView Navigation menu, click the My Absence drop-down list icon.

Select View My Leave from the My Absence drop-down list. The Time Management window is displayed,
showing all of your absence requests.

Absence requests that have not yet been approved are displayed under the Submitted header. In the example
below, there is one request displayed.

Click into the Absence request line (blue text) to open the absence request.

The Record an Absence form is
displayed. You cannot edit the
Absence request from here as it
has already been submitted.

Click Withdraw to withdraw the
vacancy request.

Note: to submit a new annual 
leave request form with the 
correct details, see step 2 of this 
quick card.

Note: for guidance on how to 
approve/reject annual leave 
requests, see the Approving 
annual leave using MyView 
quick card.
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Step 5  Viewing annual leave

Viewing your previously booked holiday

You can view annual leave you have already booked under the
Authorised heading in the Time Management window.

To view your previously booked annual leave:

From the Navigation menu click the My Absence drop-down list icon.

Select View My Leave. The Time Management window is displayed, showing your annual leave requests. All
types of absence requests can be viewed in the following categories:

Open: Absence requests that have been created but not yet submitted.

Submitted: Absence requests that have been submitted but not yet approved by your line manager.

Authorised: Absence requests that have been approved by your line manager and are confirmed.

Withdrawn: Absence requests that you have withdrawn from approval.

Rejected: Absence requests that have been rejected by your line manager.
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Step 5  Viewing annual leave (continued)

Calendar view

To see a calendar view of your booked annual leave and any previous sickness absence episodes , click Time
Management – Calendar View. The Calendar View window is displayed. Here you can also see your
outstanding annual leave balance.

You can use the arrow icons (highlighted below) to view different weeks, so you can view the annual leave you
have previously taken.

Important: you can now export your confirmed 
holiday from MyView to Outlook by selecting the 
holiday day(s)/hours and clicking Export to 
Outlook. It is downloaded as an .ics file.

Employee view

To see an overview of your booked annual leave and
any previous sickness absence episodes, click Time
Management – Employee View. Here you can also
see any outstanding annual leave balance.

You can also use the Calendar widget to view
different weeks, so you can view the annual leave
you have previously taken.
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Step 5  Viewing annual leave (continued)

Note: ensure the Holidays 
checkbox is selected. You can 
also view previous sickness 
absence episodes by selecting 
the Sickness checkbox.

Click View to view each item in your annual leave history.

Click Delete to withdraw Absence requests.

click Edit to edit annual leave dates / durations. Edited Absence requests
are resent to your manager to approve.

Scroll down from the Calendar View window. Under the Absence / Attendance header, you can request new
leave, or open your annual leave or sickness absence history.

To open your holiday history click Open HOLS History. Your annual leave history is displayed below the
Absence / Attendance header.

Calendar view (continued)

You can use the arrow icons
(highlighted below) to view
different months, so you can view
the annual leave you have
previously taken.
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Step 5  Viewing annual leave (continued)

Viewing your annual leave entitlement (hours or
days)

Using MyView, you can view a breakdown of your
annual leave in either hours, if you are part-time
staff, or days if you are full-time.

To view your holiday entitlement:

From the MyView Navigation menu, click the My
Absence drop-down list icon.

Select My Entitlement. The Time Management
window is displayed.

Your entitlement breakdown is displayed. Here you
can see:

• Your full annual leave entitlement

• The amount of annual leave carried forward from
the previous leave year

• The amount of carried forward leave that has
been used

• Amount of annual leave taken

• Amount of annual leave booked

• Your current annual leave balance

• Your outstanding annual leave balance left to
book.

Note: you can also print your holiday allowance 
from the View Entitlement window. 

Where to find support 

Select Absence Type: select Holidays. This is the 
only option displayed. 

My Useful Links: you can find supporting information in the My Useful Links drop-down list. This is found in the
MyView Navigation menu.

HR contacts : https://info.lse.ac.uk/Staff/Divisions/Human-Resources/HR-people

Annual leave guidance: https://info.lse.ac.uk/staff/divisions/Human-Resources/Working-for-LSE/Annual-
leave-guide

For further information, guidance and videos on using MyView please visit the MyView webpages.

https://info.lse.ac.uk/Staff/Divisions/Human-Resources/HR-people
https://info.lse.ac.uk/staff/divisions/Human-Resources/Working-for-LSE/Annual-leave-guide
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