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Training Request – Employee Guide 
 

 
 

How to Request Training 

How to Cancel Booking 

 

New Training Request 

 Log into MyView Dashboard, click Training Request 
 

 
 
 

 The Training Course Selection page will appear, click into either:- 

o Keywords and type a word or part of a word (e.g. Child) or  

o Type and select a course group using the drop down arrow or 

o Start Date and/or End Date, then Search. 

 

 

 The Region and Sub Type options are not currently in use – so please ignore 

these areas   

 

 Click on the relevant link under Description 
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 To book a course click on the start date 

 

 

 This will show all the course details, click on Submit to book your place 
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Cancel Training 
 

 Log into MyView Dashboard, Click Form History 
 

 
 

 Click on relevant Training Request under Description 
 

 
 

 Click on Cancel Course Booking 

 

 
 

 
If you have any queries regarding accessing MyView or your leave entitlement, 
email MyView@pkc.gov.uk or telephone 01738 475555 and select Option 5. 


