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How to...view summary time & expenses claim 

 
 

Purpose: 

This guide will show you how to view summary time & expense claims in the Your HR 

people manager self service system. This screen will provide provisional values for the claim 
where the system is able to calculate them. Please note the actual payments are calculated 
when payroll is run. 

 

 

Logging in to Your HR: 

To log into Your HR, please refer to the How to...Log in to Your HR Guide (ESS 1).  After 

login you will be presented with the People Manager Self Service Homepage 

 
Viewing summary time & expenses claims 

● Click on Your People in the top right menu 

 

 

 

 

 

 

 

 

 

 

 

● Select the required employee from your list of direct reports which will be presented 

on the pane on the left hand side of the screen: 

 
 



 

 

• From the Links section, click Time and Expenses and then Summary View Time and 
Expenses Claims 

 

 

 

 

 

 

 

 
 
 
 
 
 

The Time & Expenses Claims that have been submitted will then appear on the left hand 

side of the screen. 

 
 
 
 
 
 
 
 
 
If you hover over the time & expenses claims, brief details about the claims will be shown 

 

 
To view the summary 

Click on the required claim to select it 

 

● The following screen will show the time & expenses claim summary. Where it is possible for 
Your HR to calculate provisional values for the claim it will show these. Actual values are only 
calculated when the payroll is run: 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



 

 

 
 
 
Returning to People Manager Homepage 

● Click the Logo in the top left hand corner of the screen 
 

 

For further information or support please refer to Your HR on the Intranet or contact 

via email:hrandpayroll@warwickshire.gov.uk or phone on 01926 738444 
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