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Introduction 

 

Welcome to myHR the East Lothian Council employee self-service portal. 

myHR is a secure web-based application that provides you with the opportunity to:  

➢ Access your online payslips and P60s.  

➢ View and amend your personal details such as your address and contact information. 

➢ View and amend your bank account details. 

➢ View your current employment details and your working pattern/s.  

➢ Allows you to submit time and expense claims and Special Leave applications. 

 

If you have any queries regarding the accuracy of the personal or employment information held 

about you, please email HR at  hr@eastlothian.gov.uk   In the email please include your name, 

employee number and the nature of your query.  

Password Security 

The system holds personal and confidential information and for that reason, all passwords 

must be secure. You should not share your password with anyone, and you should always log 

out of your account when you have finished. 

Data Protection 

The data contained in the system and its usage is subject to relevant legislation and East Lothian 

Council’s Data Protection Policy and Procedure as well as the EU General Data Protection 

Regulation (GDPR).  

 

 

 

  

mailto:hr@eastlothian.gov.uk
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1. Logging in to myHR 

 

• If your ELC log-in details are linked to your account, use this Web link: 
https://ce0372li.webitrent.com/ce0372li_ess 
 

 

• If you use your personal email address to access your account, use this Web Link: 
https://ce0372li.webitrent.com/ce0372li_lss 

 
 

2. Home Page Overview 

 

When you first log in to myHR you will see the Home Page.  The Home Page is made up of the 

following sections: 

 

Name Detail 

1. Logo When you click on the ‘iTrent Logo’ you will go back to the Home Page. 

2. Section name The section names My profile, Home, My time and the My pay headers 
connects you to the area you have navigated to. 

3. Utility menu When opened will show useful links and settings. 

4. My Profile Clicking on the ‘View profile’ link will take you to the ‘My profile’ page. 

5. Navigation Shows the items you can access.  When accessing myHR via your 
phone these items will be shown at the bottom of the screen. 

6. Content area Displays the data within the section being viewed by you. 

 

 

 

https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fce0372li.webitrent.com%2Fce0372li_ess&data=05%7C01%7Cjsked%40eastlothian.gov.uk%7C3f728b115ec6442ee3a508dbda215fd2%7C85e771afe90a4487b4071322ba02cc82%7C0%7C0%7C638343609430182202%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=5eqlHUBSGWZgtNEYLAHxVhDMEd46mr2oWyG%2FkOT9a7w%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fce0372li.webitrent.com%2Fce0372li_lss&data=05%7C01%7Cjsked%40eastlothian.gov.uk%7C3f728b115ec6442ee3a508dbda215fd2%7C85e771afe90a4487b4071322ba02cc82%7C0%7C0%7C638343609430182202%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=%2F%2FEv0wkrktWs9caI5Xl6hqKVEEjRCFTtlqp1DAg%2BLSA%3D&reserved=0
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3. Navigation Features 
 

Navigation options: Action buttons, links and backlinks 

Depending on the area you are in the content area may contain action buttons, links and 

backlinks to view information. 

➢ Action buttons 

When you select an action button e.g. + Add Emergency Contact.  A new page will open and 

will allow you to enter the information. 

Please remember to click ‘Save’ when you make any changes. 

 

 

➢ View buttons / links 

When you click on a button or link e.g. ‘View other absence in calendar’ you will be taken to a 

new page.  

 

 

➢ Backlinks 

When the page contains a backlink you will see it in the top left corner of the screen.  Clicking this 

link will take you back to the previous page. 
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➢ Downloads 

You can download your P60s and payslips.  Select the document you want to download.  Click 

on the ‘download’ button.  You’ll see a spinning wheel which shows the process is running and 

once completed the file will be available in your download folder. 

 

 

4. Utility Menu 

The ‘Utility menu’ can be accessed by clicking on this icon  Which you will find in the top 

right-hand corner of the screen. 

 

The menu contains quick links to the ‘My profile, ‘Useful links’ and the ‘Settings’ sub menu.   

To log out of your myHR account you come here and click ‘Sign out’. 

 

4.1 My Profile 
 
Clicking on this link will take you to the ‘My profile > Personal’ page. 
 

4.2 Change your Password 

 

Click on ‘Change password’, a new page will appear.  Enter your current password and 

then enter and confirm your new password, click ‘Save’. 
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Please note: the format for passwords. 

 

4.3 Useful links 

 

When you hover over the ‘Useful links’, a sub menu of links will appear. 

 

 

4.4 Settings 

 

When you hover over the ‘Settings’ link, a sub menu of options will appear. 

 

4.5 Preferences 

 

To change the date or language format preference when logging in to myHR click on 

‘Preferences’ a new page will appear.  Make the required changes and then click ‘Save’. 

 

A change will not take effect until you log out and then log back in to myHR. 

 

4.6 Dark Mode 

 

When you tick the checkbox against ‘Dark mode’.  Your myHR will change to show a light 

on dark mode.   
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4.7 Logging Out 

Click on this icon  (which you will find in the top right-hand corner of the screen). This will 

open the ‘Utility menu’.  To log out of your myHR account click on the ‘Sign out’ button. 

 

 

5. My Profile 
 

The profile area is spilt into 3 sub areas tabs: ‘Personal’, ‘Employment’ and ‘Talent’. 

 

When you make a change to any of your details remember to click save. 

 

Card Name Details 

My personal 
details 

This displays your details.  Such as name, date of birth, 
organisation start and Reckonable (Continuous) service date. 
 
 
Buttons available: 
Change your name details. 
 
Please note: when you see a ‘Greyed out’ field then you 
cannot make any changes and only have read access. 
 

Confidential 
information 

Displays your ‘Sensitive information’ which you can update. 
 

Contact 
Information 

This shows your contact information. Should you need to make 
any changes, then using the available buttons go and edit the 
required areas. 
 
Buttons available: 
+ Add Address 
+ Add Contact Details 
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Friends and 
family 

Lists all your emergency contacts.   
Using the available button, allows you to edit the information. 
 
 
Button available: 
+ Add Emergency Contact 
 

Bank details You will see the headings Account name, Bank name and Sort 
code and your details will be shown below these headings. 
 
When you hover over any of your details they will turn into 
hyperlinks.  Clicking on anyone will open your bank details into 
full view, which will allow you to update. 
 

Private Vehicles If you have a vehicle linked to your account you will see its 
details.  Clicking on any of your cards details will open into a 
new screen and show your car details in full view.   
 
Please note: you cannot change any details of your vehicle.  If 
you have any queries, then please email the HR Systems Team 
hrpayrollsystem@eastlothian.gov.uk 
 

 

 

5.1 My Personal Details 

 

When you click on the ‘Edit’ link you will be taken to a new screen. 

 

 
 

 
 

Fields highlighted with a red * are 

mandatory and must be completed. 

Any changes you make please ensure you 

click the ‘SAVE’ button.  Or, press cancel 

to leave the page without making changes. 

‘Greyed’ out fields cannot be changed. 

 

mailto:hrpayrollsystem@eastlothian.gov.uk
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5.2 Confidential Information (Sensitive information) 

 

 
 

 
 
 

 

5.3 Contact Information 

 

You will see your current address and contact information are displayed. 

• To view your address simply click on any part of the address.  This will take you to a 

new screen that will show your address in full view. 

• To update your address, click the ‘+ Add Address’ button and enter your new address.  

Then click ‘SAVE’. 

• To view your contact details, click on the contact details.  A hyperlink will take you to a 

new screen that will show your contact details in full. 

• From this screen you can make changes, click ‘SAVE’ before leaving the page. 

• If you want to add additional contact details, click ‘+ Add Contact Details’ and using the 

drop-down field select the type of contact then enter the details and click ‘SAVE’. 

 

5.4 Friends and Family (Emergency contacts) 

 

To view your emergency contacts details, click on their details.  A hyperlink will take you to a 

new screen that will show you their details in full. 

If you want to add a new contact, click ‘+ Add Emergency Contact’.  You will now see the 

Emergency contact form you can complete. 

When you click on the ‘Sensitive 

information’ link a new screen will 

open. 

When you complete and or update any 

fields in this form click the ‘SAVE’ button 

at the bottom of the form before exiting. 
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5.5 Bank Details 

 

Your bank details will be displayed.  Click on any of your bank details which are hyperlinks, 

and you will be taken to a new screen.  

Any changes you make to your bank account will take immediate effect.  The sort code will 

be validated using a list held within the Payroll system. 

 

PLEASE NOTE: if you change your bank account details near to a pay date the payment 

may have already been processed and sent to your old account. 

 

5.6 Private Vehicles 

 

Fields highlighted with a red * are mandatory and 

must be completed. 

Any changes you make please ensure you click 

the ‘SAVE’ button.  Or, press cancel to leave the 

page without making changes. 

When entering a sort code and an error message 

appears telling you that an ‘Invalid sort code has been 

entered’. 

This usually means the sort code has never been used 

before so just requires the Employment & Rewards 

Team to add the new sort code to the system list.  To 

contact the team email payrollforms@eastlothian.gov.uk  

giving your employee number, name and the sort code. 

mailto:payrollforms@eastlothian.gov.uk
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You will see any vehicle/s that have been attached to your myHR account following Driver 

and Vehicle Information Solutions (DAVIS) clearance.  To find out more about DAVIS 

click HERE 

To see your vehicle details in full click on any of your vehicle details and you will be taken to 

a new screen, 

 

 

6. My Employment 

This table will show all cards available to the ‘My profile => Employment’ page, what each 

card contains, and the available buttons. 

 
 

You will see a table showing your current post/s you have within the Council.  To see a 

position in more detail simply click on any part of the position details, they are hyperlinks so 

will take you to a new page that will show you your chosen job in more detail. 

 

All fields in the form are ‘Greyed out’ so you have ‘read only’ access.    

If you have any questions, in the first instance contact your Line Manager.  Or email Human 

Resources at hr@eastlothian.gov.uk  

Please note: you cannot change any details 

about your vehicle.  If you wish to speak to 

someone about your car then email your 

query to hrpayrollsystem@eastlothian.gov.uk  

 

https://intranet.eastlothian.gov.uk/info/20688/pay_and_expenses/286/driver_and_vehicle_information_solutions_davishttps:/intranet.eastlothian.gov.uk/info/20688/pay_and_expenses/286/driver_and_vehicle_information_solutions_davis
mailto:hr@eastlothian.gov.uk
mailto:hrpayrollsystem@eastlothian.gov.uk
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7. Talent 

This option is currently not available. 

 

8. Home – Dashboard 

 
8.1 Latest Company News 

 

At the top of the ‘Home => Dashboard’ page, you will see ‘Latest company news’.  

Clicking on the arrows or page controls below the news items will move you to the next 

article. 

 

Clicking on the ‘View all news’ link in the top left-hand corner of the ‘Latest company 

news’ will display all available company news items. 

 

8.2 Summary Card/s 

This card contains a quick link button to view ‘Other absence’ details. 

 

When you click on the ‘View other absence in calendar’ button a new screen will appear. 

 

To go back to the ‘Dashboard’ click on the ‘Back to Dashboard’ link found in the top left-

hand corner. 

 

 

When in this screen you can create your search criteria 

just by clicking on the dropdown option arrows, or by 

changing the date fields. 

Click ‘Search’ 

The system will return all absences that match your 

search criteria.   
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9. My Time 

When you click on ‘View other absence in calendar’ you will be taken to ‘My time’ => 

‘Calendar’.   

 

The system defaults to the current day.  However, you can search by day, week or by month 

using the option buttons in the top right hand corner of the calendar. 

 

Navigating around the calendar 

1. You can search by day, week or by month. 

2. Using the search arrows you can go back a day, week or view an entire month. All you 

need to do is choose how you want to view the information. The example above shows us 

searching by ‘week’. 

3. Click on ‘Other’, a dropdown box will appear with a list of absence types to choose from.  

Tick the box/es you want to search by. 

 

 

  

1 

2 

3 
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9.1 Other Absences - Special Leave 

To view or submit a Special Leave request go to ‘My time => Other absence’ or click on the 

‘Other absence’ summary card on the Home Page. 
 

 
 

1. To view previous special leave absences, click on ‘View all other absence’ complete the 

search criteria and then click ‘Search’. 

2. To create a new special leave request, click on ‘+ Add other absence’. 

3. To view previous special leave periods, click on ‘View other absence in calendar’.   
 

 

 

 

9.2 Creating a New Other Absence (Special Leave) Request 

 

To start a new request, click on ‘+ Add other absence’.  The ‘Other absence details’ form 

will open.  All fields of the form are mandatory and must be completed. 

 

Before submitting your request, please ensure you have read the Special Leave Policy and 
that your request complies with the policy.  
 

Navigating around the ‘Other absence details’ form 

  
1. Absence type – select the section of the Special Leave Policy/Adverse Weather Policy 

you are making your request under. 

2. Absence reason – the list is dynamic and based on the option selected in Absence type. 

3. Absence period – select either Part day, Full day or More than one day.  You must 

complete the additonal fields that appear to confirm the date/s & time/s of your request.  

All time/s must be completed using the 24 hour clock (e.g 1pm = 13:00hr). 

4. Notes – enter as much detail as possible about your request.  Your manager will need 

this information when reviewing your request. 

1 

2 3 

1 

2 

3 

4 

All fields in this form are mandatory and 

must be completed.   

When finished click ‘SAVE’.  The form will 

close and your request will be sent to your 

Line Manager. 

https://intranet.eastlothian.gov.uk/downloads/download/127/special_leave_policy_and_categories
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When you submit your request, you will receive an email confirming your request has gone to 

your Line Manager.  Your Line Manager will receive an email telling them to review your 

request.   

Once you manager has reviewed your request, you will receive an email telling you if your 

request has been authorised or not. 

 

10 My Pay 

The table below shows the cards available to the ‘My pay => My pay’ page.  The table 

details what each card contains, as well as available action buttons. 

Card name Details 

Payslips You will see a list of all your payslips.  There is also a search function available 
which will allow you to search between a specific pay period to find the payslips 
that fall into your search request. 
 
Once selected a payslip can be viewed and/or downloaded. 
 
Buttons available: 
 
View my bank details 
Download all 
Download 
 

P60 Your P60s will be in date order.  To download, select the row or the download 
icon this will trigger the file to download onto your machine. 
 
Buttons available: 
 
Download 
 

 

 

10.1 Payslips and P60s 

The ‘Payslips’ card will list all your payslip/s in date order from the newest to the oldest.  

In the top right-hand corner of the card contains a quick link to your bank details.  Which can 

be found in ‘My profile => Personal’ tab. 

 

 

To download a specifc 
payslip, without viewing it 
click on the ‘download’ icon  
at the end of the row.  This 
will generate the download to 
your device. 

 
You do have the option to 

download ALL your payslips.  

However, depending on how 

many payslips you have may 

take sometime. 
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11 Benefits 

 This option is currently unavailable. 

 

12 Time & Expenses 

To view or submit a claim go to ‘My pay => Time & Expenses’ page.   

Before you can make a claim for business mileage, your personal and vehicle details 
must be registered on the Driver and Vehicle Information Solutions system (DAVIS).  Once 
your details have been approved on DAVIS.  Your vehicle information will be added to your 
myHR profile.  Only once both processes have been completed will you be able to submit a 
claim for business mileage. 
 
 

How do I Register?  
To register your vehicle on DAVIS send an email to the Transportation Team at 
driverlicence@eastlothian.gov.uk   attaching a copy of your driving licence.   
 

The registration process only affects employees who intend to claim for business mileage.  If 
you claim is for ‘Other Expenses’ i.e. public transport tickets then there is no need for you to 
register your vehicle. 

 

 

 

1 

2 
3 

4 
5 

mailto:driverlicence@eastlothian.gov.uk
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The system defaults to claims ‘In progress’.  These claims can be ‘Provisional’ claims 

which are claims that have still to be submitted to your Line Manager.  Or ‘In progress’ 

claims which are claims that you have submitted to your Line Manager for approval but have 

still to be authorised. 

Navigating around the Time & Expense home page 

1. To view ‘In progress’ claims or ‘Authorised’ claims tick the relevant button. 

2. To search by date, click on the calendar icons, select the date range and then click 

‘Search’. 

3. Clicking on the ‘Summary button will show your claim in more detail.  

4. Clicking on the ‘Paperclip/Attachment’ icon will allow you to view and add receipts. 

5. To start a new claim, click ‘+ Add claim’. 

 

If you have submitted a claim and the status is ‘Awaiting authorisation’ and you need to add 

an additional receipt.  Click on the ‘Paperclip’ icon at the end of the claim you want to 

update. 

A new screen will appear just click +Add attachment and then when finished click Save. 

 

 

 

12.1 Creating a New Claim for Business Mileage or Other Expenses 
 

1. Click on the ‘+ Add claim’ button’.  You will be taken to a new screen. 

2. Start date: using the calendar icon select the date.  The start date for your claim must be 

the date of the earliest recorded entry for the claim. 

3. In the ‘Job Title’ field if you have one position then this field will self-populate.  However, 

if you have multiple jobs, using the dropdown arrow select the relevant job you’re claiming 

against. 

4. From the ‘Claim Template’ dropdown field select the relevant template. 

5. Click the ‘New’ button. 

 

  

2 
3 

4 
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When the Time & Expense claim form opens the form defaults to Page 1.  However, the 

claim form has 3 pages. 

• Page 1 – claims for Business Mileage. 

• Page 2 – claims for Business Mileage (use this page when making a claim using a  

secondary mileage rate). 

• Page 3 – claim for all Other Expenses. 

 

 

 

Page 1 – Claim for Business Mileage 

 

Vehicle This field will automatically populate unless you have more than one vehicle listed on the 
system.   If you have multiple vehicles, you will have to select the vehicle you are claiming 
for.  Only one vehicle can be used per claim. 
 

Scheme This will default to the schemes relevant to your terms & conditions.  Please select the 
appropriate scheme for your claim. 
 
You can only use one scheme per page of your claim, but you can select a different 
scheme for each page of the claim.  For example on page 1 you could select Public 
Transport Rate and on page 2 you could select the Business Car Scheme. 
 
Previously, you may have used ‘Casual’ or ‘Essential’ vehicle schemes.  These schemes 
have been replaced by one scheme the ‘Business Car Scheme’.   
 

Date of 
Travel 

Enter the date the journey took place using the calendar icon or enter the date manually. 

Miles claimed This is the number of miles to be paid.  If travelling directly from home, then the number of 
miles from your home to your normal place of work must be deducted from the total.   
 
Please note: Miles claimed should be rounded down to the nearest whole mile. 
 

Passengers *   This option is only available to Elected members.   
Enter the number of passengers travelling with you per journey excluding the driver (you 
can claim per passenger / per journey).   
 

Journey 
From 

Please include times as well as location when completing this field. 
 
 

To move from one page 

to the next just click on 

the page number. 
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Journey To Please include times as well as location/s when completing this field. 
 

Reason for 
Journey 

You must enter the reason for your journey/s. 
 
1. When entering multiple journeys, you can enter the information on one line of the claim.  

However, you must breakdown the journeys into more detail to allow your Line 
Manager to review your claim (see Example 1). 
 

 
 

2. Use one line per journey (see Example 2).   

 
 

Home to 
Work Miles 
 

It is essential that if you leave from home or go back home then those miles MUST be off 
set from your total miles claimed for each journey. 

 

Page 2 – Claim for Business Mileage (secondary mileage rate) 

 

You only need to use this page if your claim requires you to use a different Mileage Scheme 

Rate from the one you have chosen on Page 1. 

For example:  

Page 1 - you have selected the Business Car Scheme’ for all journeys within EL region.   

Page 2 - you select ‘Public Transport Rate’ for all journeys out with EL region.  

 

 

 

The table below provides more detail on the information required to complete this section of 
the claim.  All ‘Greyed out’ fields are mandatory and must be completed. 
 

Example 1 

Example 2 



 

22 
 

Vehicle This field will be automatically populated unless you have more than one vehicle 
listed on the system.    If you have multiple vehicles, you will have to select the 
vehicle you are claiming for.  Only one vehicle can be used per claim. 
 

Scheme This will default to the schemes relevant to your terms & conditions.  Please 
select the appropriate scheme for your claim.   
 
Previously you may have used ‘Casual’ or ‘Essential’ vehicle schemes.  
These schemes have been replaced by with the ‘Business Car Scheme’. 
 

Date of Travel 
Enter the date the journey took place.  You can use the calendar icon or enter 
the date manually. 
 

Miles claimed This is the number of miles to be paid.  If travelling directly from home, then the 
number of miles from your home to your normal place of work must be 
deducted from the total.  Please note: Miles claimed should be rounded 
down to the nearest whole mile. 
 

Journey From Please include times as well as location when completing this field. 
 

Journey To Please include times as well as location/s when completing this field. 
 

Reason for 
Journey 

You must enter the reason for your journey/s.   
 

Home to Work 
Miles 

It is essential that if you leave from home or go back home then those 
miles MUST be off set from your total miles claimed for each journey. 

 

Page 3 - Other Expenses 

 

 

Please see below the current subsistence allowance rates.  

Subsistence 
Type 

Value 

Breakfast £4.48 

Lunch £6.17 

Evening Meal £7.64 

 

Element Using the dropdown menu select the required expense/s e.g. 
Parking or Subsistence. 
 

 
Date 

Use the calendar icon and enter the date/s you incurred the 
expense. 
 

Reason for Claim You must enter the reason for the claim.  This is a mandatory field 
and must be completed. 

Cash Value Enter the value of your claim to 2 decimal places e.g. 10.20 for 
£10.20. 
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12.2 Attaching Receipts - prior to submitting your claim 

You will need to attach all receipts for costs incurred while on Council business, such as 

fuel and subsistence for each claim. 

• First, scan and save the receipt ensuring you give the file an appropriate name.  

• On the claim page click ‘Submit’ 

• Next, Click on the   button.   

• The ‘Attach receipt’ box will appear. 

•    Click on the ‘Choose file button and search for your saved receipt/s

 
 

• Navigate to where your receipt/s are saved, select by double clicking on the file.  Please 

note receipt/s can be saved in any format. 

 

• Select the file, click on the    icon to add another receipt to your claim. 

 

• If you have multiple receipts to attach, repeat the above process again. 

 

• If you have added a receipt in error, click on the  icon next to receipt it will be deleted. 

• You will see the receipt/s you have uploaded.  Using the dropdown arrow will show them 

in more detail.   

 

You are now ready to submit your claim 
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12.3 Submitting your Claim for Authorisation 

• Enter your myHR password.  

 

• When submitting your claim you MUST Click the  button.  If you click the ‘Enter’ 

button the system will not recognise this action and your claim will remain on the 

screen. 

When you submit your claim if there is any incorrect information an error message 

will appear on the top of the ‘Submission’ page in red. The message will tell you 

what is wrong with your claim and on what page.  The system will not allow you to 

submit your claim until you have corrected the problem.  

Below is an example of a typical error message: 

 

• Once you have made the corrections Click the  button again. 

 
When a claim is submitted you will receive an email which will confirm your claim has been 

sent to your Line Manager.  Your Line Manager will get a email asking them to review your 

claim.  

 

IMPORTANT:  It is essential you receive the email telling you you’ve submitted your 

claim.   If you don’t receive this email, then the system hasn’t sent your claim to your 

manager to review.  Even if your claim is showing the status of ‘Awaiting 

Authorisation’ - You need to act: Recall the claim by cancelling it and once the 

claim has the status of ‘Provisional’ immediately re-submit it. 
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12.4 Attaching a Receipt to a Submitted Claim 

If you have submitted a claim and have forgotten to attach the required receipts and the 

claim is sitting at the status of ‘Awaiting authorisation’ you can still add receipts. 

 

1. Find the claim and at the end of the line click on the ‘Paperclip’ icon. 

 

2. Next, you will go to the ‘Documents attachments’ screen.  Click on ‘+ Add 

attachment’.  

 

 

3. The ‘Document attachment details’ screen will open.   

 

  

Give your receipt a meaningful name.  

This is a mandatory field so must be 

completed. 

Click on the ‘+ Upload file’ button and 

select your receipt.  Once you’ve selected 

the receipt it will appear here. 
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 Do not click on the ‘Close’ button in the top right-hand corner.  If you do you will see a 

warning message.   

 

• Click ‘Cancel’ and you will return to the ‘Document attachment details’ screen.   

• If you have more receipts to attach, follow the above process but click ‘SAVE’. 

 

• When you have finished adding your receipts click ‘Close X’ in the top right-hand corner 

of the page.  

  

If you want to download the 

receipt then click on the download 

icon. 
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12.5 Cancelling a Submitted Claim 
 

If you have submitted a claim in error and you want to recall it to add additional information 
or to delete it.  

 

 

 

1. Find the claim you want to recall. 

2. Click on any detail of the claim as they are all hyperlinks.  

3. Your claim will open in full view.  At the bottom of the claim page click ‘Cancel’.  A new 

screen will appear.  If you change your mind, use the navigation option < Back to Time & 

Expenses’ and you’ll go back to the previous page. 

 

You will see a ‘Warning’ message on the top of the screen. 

 

 

Enter your myHR password.  

The following warning message 

will appear. 

Click ‘OK’ 
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You will now see the claims status has changed from ‘Awaiting authorisation’ to ‘Provisional’. 

 

 

 

12.6 Resubmitting a Rejected Claim 

If your claim has been rejected by your Line Manager, you will receive an automated email 

that will give you the reason why.  Using the reference number in the email will help you find 

the claim.   

When you find the claim, the status will have changed to ‘Rejected’. 

Depending on the reason why your claim was rejected you may be able to resubmit it.  To 

resubmit a rejected claim double click on the claim and it will open into full view. 

 

You have two options: 

Option 1. 

• Amend the claim and save as ‘Draft’.   

• You will now see the status of the rejected claim has changed to ‘Provisional’.   

• Remember to resubmit your claim once amendments have been completed. 

 

Option 2. 

• Amend the claim and immediately resubmit it to your Line Manager.  The status of the 

claim will change to ‘Awaiting authorisation’. 

• You and your Line Manager will receive automated emails confirming the 

resubmission of the claim. 

 

When amending a rejected claim you must take care not to click the ‘Delete’ button.  

If you click ‘Delete’ you will not get a warning message.  Instead your claim will be 

immediately deleted from your account and from the system.  
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13 Excess Travel Expenses  

 

Overview 

Excess Travelling Expenses falls into either of these two categories: 

1. You are expected to work at an alternative work location from your normal place of work, 

and this journey results in excess mileage.  You will be recompensed at the Public 

Transport Mileage rate. 

 

2. Your normal place of work location has been changed due to redeployment or relocation 

of work premises.  You will be compensated for excess travelling costs at the Public 

Transport Mileage rate for a period of 4 years from the date of transfer. 

 

This allowance will not be paid for the entire home to work journey, just the difference in 

mileage from home to previous workplace and home to new workplace.   

For example: 

 

 

 

In the above example the individual is eligible to claim the difference of 2 miles per journey, 

at 22.5p/per mile. 

Employees who have been approved to claim Excess Travelling Expenses do not 

have to register their personal and vehicle details on the DAVIS system.  

Registration on DAVIS only applies if you intend to use your car to carry out 

your daily working duties. 

  

 

HOME 
Previous work location – 10 miles 

New work location – 12 miles 
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13.1 Excess Travelling Expenses Claim Form Layout 

 

The claim form is split into 3 Sections: 

 

 

For more information about making a claim click here to read the Travel Allowance Policy. 

To make a claim select the template form titled ‘Excess Travelling Expense Claim’. 

Follow the same process detailed above under the heading ‘Creating a new claim for Business 

Mileage or Other Expenses’ when making your claim.  

 

The table below provides more detail on the information required to complete the form.  Please 
note that All ‘Greyed out’ fields are mandatory and must be completed. 
 

Element This field is pre-populated and cannot be changed. 
 

Date 
Using the calendar icon select the dates for your claim. 
 
Please note:  Claims greater than 90 days cannot be processed by the 
system and require authorisation by your Head of Service.  For more 
information, please contact your Line Manager. 
 

Home to former work 
location 
 

Enter the details of where you journey from.   

Section 1 
Provides you with details of the Job you are claiming against.  
If you have multiple jobs this allows you to confirm you have selected the correct one 
 

Section 2 
Provides you with information which will assist you in completing the claim form. 
 

Section 3 
These are the fields that you will enter your claim information into. 
 

Section 1 

Section 2 

Section 3 

https://intranet.eastlothian.gov.uk/downloads/file/1748/travel_allowance_guidance
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Home to New work 
location 
 

Enter the details of your new work location 

Date of Transfer 
 

This field is only to be completed if your work location has been permanently 
changed due to redeployment or change of work premises for a period of 4 
years from this date.    
 
You only need to enter this date once. 
 

Daily additional 
Return mileage 

Enter the difference in miles from you previous work location to your new 
work location.   
 
Please note: Miles claimed must be rounded down to the nearest whole 
mile. 

 

 

 

14 Resetting your Password 

 

ELC log-in: if you use your ELC details to access your account, then you will need to 

contact the IT Departments Service Desk and they will provide you with your password. 

IT Service Desk contact details: 

➢ Email: itservicedesk@eastlothian.gov.uk 
➢ Tel: 01620827205 

 

 

Personal email address: if your own email address is linked to your account then follow 

the process detailed below. 

 

1. On the login screen click the ‘Forgotten password’ link.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

mailto:itservicedesk@eastlothian.gov.uk
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2. Next, enter your email address for the verification code, this must be the email address 
you used to register with. 

 

 

 

 
3. When you receive the email enter the code and click verify 

 

If you need another code click ‘Send new code’ which will generate another 
email with a new 6-digit verification code. 

 

4. When verifying you’ll be asked to enter a new password and then enter it again to confirm 

it. 

5. Next, click ’Continue’.  You will see a message confirming your password has been 

reset.  

 
 

 

[END OF GUIDANCE NOTE] 


