
 

My People – My Team Leave 

When Authorising leave, there are a couple of ways you can check who in your team is already off. 
You can do this via the ‘My Team Leave’ section in the ‘My People’ tab on your dashboard: 

 

Calendar View 

Within the Calendar View, you can select the employee you want to view: 

 

After clicking next, you will then be able to see their year at a glance with any holidays authorised in 
display: 



 

You can also click on ‘View Team Calendar’ at the bottom of this page which will show the whole 
team on a monthly calendar view: 

 

 

 

 

 

 



Weekly View 

Within the Weekly View you can view & print by week for a selected employee. First select your 
employee and click next.  

 

 

 

You will then be able to see their leave by week: 

 

 

 

 

 

 

 



Team View 

Within Team View you can select multiple employees to view at the same time. You can also search 
for the employees you wish to select.  

This view will come in handy if you need to see more than one employees leave for a specific date, 
to see who is off on leave that day. This view will enable you to see if you have enough cover within 
a team. You will need to select all team members to do this.   

 

By clicking next, you will be able to see all leave authorised within the specified week.  

 

 

 



Entitlement View 

In the Entitlement View, you can look at an employees annual leave entitlement. First choose the 
employee: 

 

Then select the leave type i.e. ‘Holiday’, of which this will then populate the entitlement for the 
employee. If your employee has a temporary end date, the leave entitlement will calculate to this 
date.  

 

 


