Step 1

Misc. Claim 3990

Click on ‘View my Profile’

Search for actions or peopie

Submitting a One Time Payment Claim

Quick Actions

Step 2

Click on ‘All Actions’

&

People Profile

Mererid Alexand

@ Personal Data

#:Gloucestershire

@, Job Data

[} Compensation

(. Time Management

=) Payroll

(9 Performance and Goals

=)

Learning and Development

(% Notes

(0]
View Rarinders

Employee Files v

Personal Data

Personal Information 7 O

First Narn
Dolphin

Ocean

United Kingdom

View All

National ID Information

United Kingdom
National I

NI NUMBER
$80397120

Yes

Search for actions or people

Biographical information ®

00165819

30 Nov 1999

View Al

Emergency Contact

2

There’s nothing to show yet
If needed, add the data yourself or contact HR.

Addresses 9

Home
Country
United Kingdom

35575 Lancaster Avenue
Uiverpool
Gloucestershire

View All

Payment Information 7 O

Main Payment Method

Bank Transfer 69001570

Contact Inforn

Business

& Wera.owe

Personal

ohn@grr

View All



Step 3

Click on ‘One Time Payments’

Step 4

You can change the issue date by clicking on the calendaricon or leave it as today’s
date.




Step 5

You will need to choose the ‘Pay Component’. You will need to choose Misc. Claim
TNP (3990). choose ‘Misc Claim (TN) ()’ and add in your hourly rate in the
‘Amount’amotnt box

To choose, click on the down arrow.

One Time - Mererid
One Time Payments

Issue Date*

18 Feb 2026 =

Pay Component*

= |
Eyemwmcm@mas)

Eye Prescription Pc (3340)

Eye Test (3335)
Half Time (TNP) (3030)
Misc Claim (TNP) (3990)

Misc Claim (TNP) @1.0 NC (3333)

Unit of Measure

No Sefection

One Time Payments

Issue Date®
10 Jun 2026 =
( Pay Component* \
3990 ‘ v
=
Misc Claim (TNP) (3990) J
> |

. J




Step 6

You would then enter the number of hours in the ‘Number’ box. This number reflects
the hours work under that pay component. If the ‘Unit of Measure’ boxis not greyed
out, choose ‘Hours’.

One Time Pay - Mererid Al

One Time Payments

Issue Date*

18 Feb 2026 8

Pay Component*
Misc Claim (TNP) (3930) . v

Amount

17.15

Currency*

Unit of Measure

Hours (HUR)

Then click ‘Save’



Step 7

You can add comments if you wish in the pop up box where it states ‘Enter your
comment here’. This will appear on the approval your line manager/approver receives.

One Time Payments - Mererid Alexander Ocean ®

No Selection b

Data

Calculated Amount

Confirm Request

Submitting Overtime @ 1.3 (TNP) NC request for Mererid Alexander Ocean.

Enter your comment here

Show Workflow Participants

7 l ' . m Close

ation Human Resources (10000... v

Eforms Assignment Number

Show 4 fewer fields

o -

You can see who it will be sent to for approval by selecting ‘Show Workflow

Participants’

Submitting Overtime @ 1.3 (TNP) NC request for Mererid Alexander Ocean.

Enter your comment here

Hide Workflow Participants

Approvers

Modron Alexander Alexander
1 Head of HR

\_ [N




Step 9

Click Submit

Confirm Request

Submitting Overtime @ 1.3 (TNP) NC request for Mererid Alexander Ocean.

Enter your comment here

Show Workflow Participants

e }-

You can see changes were successfully saved

JUEEL dinu nouse vu.. |Onn@gmx
35575 Lancaster Avenue

District/City:

Liverpool

County:

Gloucestershire

View All View All
Payment Information 7z 9
Main Payment Method

o) Bank Transfer 69001570

ng to show yet

a yourself or contact HR.




