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How to Submit, Recall, or Edit a Claim or
Reimbursement (Meal Allowances, Sleepover,
Venue, KM)

1 Click "Dashboard"
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2 Click "Payroll"

3 On the Payroll page, scroll down
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4 Click on Claim Sheets.

5 Here you can view all of your claim sheets along with their status.
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6 Click "Add" to submit a new Claim

7 Click the "Claim Message:" field.
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8 Enter the item or expense you wish to claim. your can claim your:

  • Meal allowances■

  • Sleepover■

  • Venue■

  • KM



6

9 Click "Save"

10 A pop-up message will appear confirming that your new claim has been opened.
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11 Click "Add", To add a new row to your claim

12 On this page, any field marked with a red line in the left corner is compulsory to
complete.
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13 To view claim types, select Types.

14 A drop-down menu will appear, allowing you to select the claim type you wish to
submit.
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15 Select the claim date for which you want to request reimbursement.

16 Select your preferred date.
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17 Enter the unit you wish to claim. For example, when submitting a kilometre
reimbursement, type the number of kilometres.

18 Enter a comment for your approver regarding this claim. and click on save button
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19 A pop-up message will appear confirming that your new claim has been saved

Please note: Saving a claim does not mean it has been submitted.



12

20 The buttons have now changed to Delete, Back, Save, and Submit.

21 Click Delete to fully remove the claim
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22 You can submit all of your claims for a specific week within a single claim.

23 Once you have added all claims within the same category, you may submit them
for your approver's review, save them for later, or delete them
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24 Click "Submit"

25 Select Submit to send your claim to your approver for approval.

Recall a Claim
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Please note: Once your claim has been approved by your manager, it can no
longer be recalled.

26 Click the drop-down button to view all of your claim lines and their status.
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27 Select the row you would like to edit

28 After submission, the available buttons will change to Recall, Back, and Delete.
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29 Click "Recall"

30 A pop-up message will appear in the right corner confirming that your claim has
been recalled and is ready for editing.
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31 Click on an entry that you wish to delete.

32 Click "Delete"
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33 A pop-up message will appear in the right corner confirming that your change is
saved

34 You can now resubmit your claim to your approver.
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35 Click "Submit"


