
Submitting a One Time Payment Claim 
Misc. Claim 3990 

Step 1 

Click on ‘View my Profile’ 

 

 

Step 2 

Click on ‘All Actions’ 

 

  



Step 3 

Click on ‘One Time Payments’ 

 

Step 4 

You can change the issue date by clicking on the calendar icon 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’amount box 

To choose, click on the down arrow.   

 

 

 

 



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’ box is not greyed 
out, choose ‘Hours’.   

 

 

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. 

 

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

 

 

 

  



Step 9 

Click Submit 

 

 

You can see changes were successfully saved 

 

 


