EXTRA CURRICULUM
PAYMENTS ON
MYSELF

Quick guide on how to process your payment on mySelf

LOG INTO YOUR [YSTERE ACCOUNT

GO TO THE PAY & BENEFITS TAB

«

SCROLL DOWN TO TIME & EXPENSES

AND SELECT :+ Add claim I

WITHIN THE CLAIM PLEASE COMPLETE THE
FOLLOWING

Pay & Benefits

————————————————

SELECT THE START
DATE OF YOUR
CLAIM

Time and expenses

\————————

Time & Expenses claim entry: New

————————————————

________________

SELECT YOUR
POSITION FROM
THE JOB TITLE

DROPDOWN

————————————————

\——-——-——

MLC - Extra Curriculum Payrmient - New

————————————————

HERE

THEN SELECT TR '---- - - - )

YOU WILL THEN BE DIRECTED TO THE CLAIM
FORM

PLEASE READ THROUGH THE INSTRUCTIONS
THEN COMPLETE THE FOLLOWING BOXES
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ONCE COMPLETED, SELECT




AFTER SELECTING YOU WILL BE

DIRECTED TO THE FOLLOWING PAGE

SELECT
AUTHORISING
GROUP AS THE
SCHOOL YOU

WORKED IN

SELECT
AUTHORISING
ROLE AS
'"AUTHORISER -

INSERT YOUR MULITPLE ROLES'
MYSELF PASSWORD

& FBDEipl BTiscmenta

ONCE COMPLETED, PLEASE SELECT
TO SUBMIT YOUR CLAIM @

YOUR CLAIM WILL NOW BE SENT TO YOUR
AUTHORISING MANAGER WHO WILL
AUTHORISE / NOT AUTHORISE YOUR

PAYMENT

IF YOU NEED ANY FURTHER ADVICE PLEASE VISIT
WWW.MYNL.CO.UK

OR
EMAIL ESC-HELPDESKTEAM@NORTHLAN.GOV.UK



http://www.mynl.co.uk/
http://www.mynl.co.uk/
http://northlan.gov.uk/

